FOREWORD

Contained herein are the policy statements formulated by the Board of Education of the Clarence
Central School District.

This handbook has been developed for the primary purpose of expediting the work of the Board
of Education. By enabling the Board to refer to a written statement of policy previously made should be
of considerable help in making decisions about matters which come to the attention of the Board.

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

Subsidiary purposes of the handbook may be of equal benefit. It is the Board’s intention that the
use of it may:

a)  Provide positive direction for the administrative staff.

b) Clarify relationships between the Board and the administration, between the administration
and the staff and within the staff.

c) Enable the Board to review its practices more readily.
d) Provide a guide for uniform action.
e) Allow more time for the improvement of the school program.

f)  Supply information for the Board, the staff and the public.

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

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enactment, all other parts shall remain in full effect unless and until they are amended or repealed by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



PHILOSOPHY STATEMENT

The guiding philosophy of the Clarence Board of Education in carrying out its responsibilities
under the law is dictated in a large part by the kind of District it represents. The people of this District
have demonstrated repeatedly that they want good schools for their children and are prepared to support
them; that they want their schools to be used for worthwhile community purposes; and that they are
eager to participate in activities centered on the school.

Two overriding principles govern the decision making function of the Board of Education. They

arc:

a)

b)

To provide for each student the best possible educational program, designed to contribute to
his/her maximum intellectual, cultural, vocational and social development.

To maintain the basic confidence of the taxpayers and voters who must pass on the annual
school budget and on every proposed new building or other capital expansion. This means
that our finances must be used as wisely as possible for purposes that contribute to sound
educational objectives.

In an effort to seek the ideal balance among these overriding considerations, the Clarence Board
of Education will seek:

a)

b)

c)

d)
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A broad curriculum which will be continually reviewed and adjusted to meet the changing
needs of an increasingly complex society.

A professionally competent administrative and teaching staff whose primary purpose is to
meet the needs of all of the students.

A constant evaluation of the educational program by the professional staff, the community,
and the students to determine its effectiveness.

The best kinds of research and experimentation aimed at continually improving the program.
School buildings of sufficient size, equipment and flexibility, designed for a soundly planned
curriculum, at a cost commensurate with their purpose and the community's financial ability

to support them.

Sufficient annual funds for the conduct of a sound program, keeping in mind the necessity
for utilizing all financial resources as economically as possible.

Harmony between the schools and the community by means of communicating to the public
what the schools are doing, and to the schools what the public desires.

To assist in clarifying these goals, and to provide some guidelines for consistent action by future
Boards of Education, this handbook of policy is maintained with the recommendation that it continue to
be reviewed and kept up-to-date by future Boards.



2017

By-Laws

Clarence Central School District

ORGANIZATION OF THE BOARD OF EDUCATION

1.1 School District and Board of Education Legal Status and Authority...............
1.2 Board of Education: Qualifications, Numbers and Terms of Office................

NOMINATION AND ELECTION OF BOARD OF EDUCATION MEMBERS

2.1 Board Members: Nomination and Election .............ccccoeevieiiiniiiinieniieniieee,
2.2 Reporting of Expenditures and Contributions ...........c.cceceeveerieriieneenenieeneenens
2.3 Resignation and DiSmissal..........ccecvieiviieriiiiiiieiiiecii e

THE ROLE OF THE BOARD OF EDUCATION

3.1 Powers and Duties 0f the BOArd .........ooovvveveieieieiiieiieiieeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees

3.2 Nomination and Election of Board Officers and Duties of the President

and Vice President ...........ooiiviiiiiiiiiiiieniceee e
3.3 Appointments and Designations by the Board ............ccccoeevieviiniiiininicee,

3.3.1 Duties of the District Clerk.........ccoocevieriininiiiniiniiiieneeceeeee
Duties of the DiStrict TrEaSUIET .........ccceevverierierienieeieeieneeseeeesieean
Duties of the Tax Collector.........cooueviiriiriiiniiniiiienieeeeeeeee e
Appointment and Duties of the Claims Auditor...........cocevveveeniennenne.
Duties of the Central Treasurer of the Extraclassroom Activity Fund
Duties of the School AttOTNEY ........cccveevvieriieiiiiieeieeie e
Duties of the School Physician/Nurse Practitioner..........c..cccccecueveennen.

(USRS RUS RIS RUS RS
LW W LW W W W
[oJEN No) WV, VS V]

BOARD POLICY

4.1 Policy and Administrative Regulations .............ceceveeverieneeneniieneenenieneeens

MEETINGS OF THE BOARD OF EDUCATION

5.1 Regular Board Meetings and Rules (Quorum and Parliamentary

PrOCEAUIE) ..ottt
Special Meetings of the Board.............ccoecuieriiiiiiiiieiieeceece e
IMIITMUEES ..ttt ettt ettt et ettt e et e esbeesateenbeessbeenseaesbeenseesnsaenseensseensaens
EXECULIVE SESSIOMS...cuviiiiiieiieeiiieiieeiieesite et eiee et eteeeiteebeessbeeseesabeesbeessseensaens

“ o
N

1000

NUMBER



2017 1000

By-Laws

Clarence Central School District NUMBER
MEETINGS OF THE DISTRICT

6.1 Annual District Meeting and Election/Budget VOote........c..cccevvevieneniincnnenicene, 1610

6.1.1 Business of the Annual District Election.........c.cccccevvivienieiinieneninieeee, 1611

6.2 Annual Organizational MEETING..........ceeriieriierieeiieeieetteee ettt see e 1620

6.3 Legal Qualifications of Voters at District Meetings...........ccceecvevvreriienieenieenieeieene 1630

6.4 Absentee, Military, and Early Mail Ballots ............cccceeviieiiiinieniicieieeeeeee 1640

6.5 Submission of Questions and Propositions at Annual Meeting and Elections and

Special DIStrict MEELINGS . ....ccvieruieeiieiieeiieiieete et eteettesre et e siteebeessaeeseesaseenseennns 1650



2017 1110

By-Laws

SUBJECT: SCHOOL DISTRICT AND BOARD OF EDUCATION LEGAL STATUS AND
AUTHORITY

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

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

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

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

Board of Education Authority

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

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

Board members have no authority over school affairs as individuals. They have authority only
when acting as a body duly called in session.

Education Law §§ 2, 1501, 1604, 1701, 1709, 1804, 2502, and 2503

Adopted: 3/13/2017
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SUBJECT: BOARD OF EDUCATION: QUALIFICATIONS, NUMBERS AND TERMS OF

OFFICE

A Board of Education member of the District must meet the following qualifications:

a)
b)

c)
d)

e)
f)
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h)

A citizen of the United States;
Eighteen (18) years of age or older;
Able to read and write;

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

Cannot be an employee of the District;

The only member of his or her family (that is, cannot be a member of the same household)
on the District Board;

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

Must not have been removed from a school district office within one (1) year preceding the
date of appointment or election to the Board.

Number of Members

The Board of the District will consist of seven (7) members elected by the qualified voters of the
District at the annual election as prescribed by law.

Terms of Office

Members of the Board of Education will serve for three (3) years beginning July 1 following their
election and each term will expire on the thirtieth (30th) day of June of the third year.

Education Law §§ 1602, 1702(1), 1804(1), 1950(9), 2101, 2102, 2103, 2103-a, 2130(1), 2105, and 2502
Public Officers Law § 3
Town Law § 23(1)

Adopted: 3/13/2017



2017 1210

By-Laws

SUBJECT: BOARD MEMBERS: NOMINATION AND ELECTION

a)

b)

g)

h)

)

Candidates for the office of member of the Board of Education will be nominated by a petition
directed to the Clerk of the School District which is signed by at least twenty-five (25) qualified
voters of the District, or by two percent (2%) of the number of voters who voted in the previous
annual election, whichever is greater. Petitions must state the residence of each signer, the name and
residence of each candidate.

The notice of the Annual District Meeting must state that petitions nominating candidates for the
Board must be filed with the Clerk of the District no later than thirty (30) days before the Annual or
Special District Meeting at which the school board election will occur, between 9 a.m. and 5 p.m.

Voting will be by machine, and provision will be made for the election by "write-in-vote" of any
candidate not previously nominated. The position of candidates on ballots will be determined by lot
at a drawing conducted by the District Clerk on the day after the last filing. Candidates or their
proxies may be present for the drawing.

The hours of voting will be as indicated by Board resolution.

The candidates receiving the largest number of votes will be declared elected in accordance with
Education Law.

At least ten (10) days prior to the election, the Board will appoint at least two (2) inspectors of
election for each voting machine, and set their salary.

The District Clerk will oversee the election. The Clerk will give notice immediately to each person
declared elected to the Board, informing him or her of the election and his or her term of office.

Only qualified voters as determined by Education Law Section 2012 may vote at any District
meeting or election.

No electioneering will be allowed within one hundred (100) feet of the polling place.

When a term of office expires at the end of a school year and the office has become vacant at the
time of election, the person elected to fill the new full term vacancy also fills the remaining days of
the previous term, beginning his or her term of office immediately upon election and the taking and
filing of the oath of office.

Education Law §§ 2004, 2012, 2018, 2025, 2029, 2031-a, 2032, 2034, 2105(14), 2121, 2502, 2602,
2608(1) and 2610

Adopted: 3/13/2017
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SUBJECT: REPORTING OF EXPENDITURES AND CONTRIBUTIONS

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

Required contribution statements must include:

a)

b)
c)

d)

)

h)

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

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

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

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

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

The date of the expenditure.

The times for filing the statements are as follows:

a)
b)

c)

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

A third statement within twenty days after the election.

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

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

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

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

Adopted: 3/13/2017
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SUBJECT: RESIGNATION AND DISMISSAL

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

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

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

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

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

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

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

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

(Continued)
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SUBJECT: RESIGNATION AND DISMISSAL (Cont'd.)

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

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

Education Law §§ 306, 1607, 1706, 1709(17)(18), 1804(1), 2103(2), 2109, 2111, 2112, 2113, 2502, 2503
and 2553
Public Officers Law §§ 30, 31 and 35

Adopted: 3/13/2017
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SUBJECT: POWERS AND DUTIES OF THE BOARD

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

Education Law §§ 1604, 1709, 1804 and 2503

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

Adopted: 3/13/2017
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SUBJECT: NOMINATION AND ELECTION OF BOARD OFFICERS AND DUTIES OF
THE PRESIDENT AND VICE PRESIDENT

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

The elected officers of the Board are:

a)  President; and

b)  Vice President.

Duties of the President of the Board

The President's duties may include the following:

a)  Presides at all meetings of the Board;

b)  Calls special meetings as necessary or on request;

c) Appoints members to all committees of the Board;

d) Serves ex-officio as a member of all committees;

e) Executes documents on behalf of the Board,

f)  Performs the usual and ordinary duties of the office.

Duties of the Vice President of the Board

The Board may, in its discretion, elect one (1) of its members Vice President who will have the

power to exercise the duties of the President in case of the absence or disability of the President. In case

of vacancy in the office of the President, the Vice President will act as President until a President is
elected.

Education Law §§ 1701, 2105(6) and 2502

Adopted: 3/13/2017
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SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD

Appointments

The Board is authorized to appoint individuals to positions which will facilitate the meeting of its
responsibilities to the State, the School System, and the community. These appointments usually take
place at the Annual Organizational Meeting.

The following will be appointed annually:

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

District Clerk;

District Treasurer;

Tax Collector;

External (Independent) Auditor;

Central Treasurer, Extraclassroom Activity Fund;

Audit Committee.

The following must be appointed but need not be reappointed annually:

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

g)
h)

)

Census Administrator and assistants;

Director of School Health Services (District Physician(s)/Nurse Practitioner);
Supervisors of Attendance;

Committee on Special Education and Committee on Preschool Special Education;
Records Access/Management Officer;

Asbestos Hazard Emergency Response Act (AHERA) Local Educational Agency (LEA)
designee;

Title IX/Section 504/ADA Compliance Officer;
Liaison for Homeless Children and Youth;
Chemical Hygiene Officer.

Dignity Act Coordinator (one in each building).

(Continued)
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SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION

(Cont'd.)

The following may also be appointed:

a)  School Attorney;

b) Claims Auditor;

c¢) Internal Auditor;

d) Insurance Consultant;

e) Architect;

f)  Dentist (Consulting);

g)  Chief Faculty Counselor (Extraclassroom Activity Fund);

h)  Financial Advisors;

i)  Petty Cash Officers.
Designations

The following designations will be made by the Board of Education at the Annual Organizational
Meeting in July:

a)  Petty Cash Fund(s);

b)  Official Newspaper(s);

c) Official Depository Banks;

d) Official Bank Signatories;

e) Purchasing Agent;

f)  Payroll Certification Officers;

g) Educational Official designated to receive court notification regarding a student's

sentence/adjudication in certain criminal cases and juvenile delinquency proceedings;
h)  School Pesticide Representative;

(Continued)
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SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION

(Cont'd.)
1)  Reviewing Official, Hearing Official and Verification Official for participation in the federal
Child Nutrition Program (the Hearing Official may not be the same person as the Reviewing
and/or Verification Official);

J)  Superintendent of Schools to determine student residency pursuant to 8 New York Code of
Rules and Regulations Section 100.2(y);

k)  Designation of Board of Education Regular Meeting dates and times;
1)  Designation of Non-Resident Tuition Rates;

m) Accounting Firm to Perform Annual Audit.

Authorizations

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

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

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

d)  Establish mileage reimbursement rate;

e) Re-adoption of District Policy Manual, which includes the District Code of Ethics;

f)  District Treasurer to invest School District Funds in accordance with law, and to approve the
sufficiency of collateral offered as security for deposits or investments of District Funds or
Extraclassroom Funds made in accordance with law;

g)  Authorization of investment of portions of Extraclassroom Activity Fund as designated by the
Board, and that all earnings from such investments be placed in the Extraclassroom Activity Fund;

h)  Audit and Certification of bills for payment;

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

(Continued)
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SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION
(Cont'd.)

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

Education Law §§ 305(31), 1709 and 2503

29 CFR § 1910.1450

8 NYCRR Part 185

21 NYCRR Parts 1401, 9760

Adopted: 3/13/2017
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SUBJECT: DUTIES OF THE DISTRICT CLERK

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

a)

b)

g)

h)
i)
)
k)

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

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

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

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

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

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

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

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

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

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

Assumes other duties customary to the office.

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

Education Law § 2121
Public Officers Law § 104

Adopted: 3/13/2017
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SUBJECT: DUTIES OF THE DISTRICT TREASURER

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

follows:

a)

b)

c)
d)

2

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

Pays all authorized obligations of the District as directed;

Maintains proper records and files of all checks, and approved payment of bills and salaries;
Makes all such entries and posts all such financial ledgers, records and reports as may be
properly required to afford the District an acceptable and comprehensive financial
accounting of the use of its moneys and financial transactions;

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

Safeguards his or her electronic signature overseeing all preparation of checks;

Assumes other duties customary to the office.

Education Law §§ 2122, 2130 and 2523
Local Finance Law §§ 163 and 165

8 NYCRR §§ 170.2(g), 170.2(0) and 170.2(p)
9NYCRR § 540.4

Adopted: 3/13/2017



2017 1333

By-Laws

SUBJECT: DUTIES OF THE TAX COLLECTOR

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

a)
b)

c)

d)

2)

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

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

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

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

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

Carries out any other duties of the position as prescribed in Education Law, Real Property
Tax Law, or as established by the Commissioner’s regulations.

Education Law §§ 2126, 2130 and 2506

General Municipal Law Article 5-G

Real Property Tax Law §§ 578(2), 922, 924, 1322, 1330 and 1338
8 NYCRR § 170.2

Adopted: 3/13/2017
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SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR

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

Qualifications

The Claims Auditor must have the necessary knowledge and skills to effectively audit claims
including experience with purchasing, bidding and claims. The Claims Auditor must be bonded or
included in the District’s blanket insurance, prior to assuming his or her duties.

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

a) A member of the Board,

b)  The Clerk or Treasurer of the Board,

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

d)  The Purchasing Agent;

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

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

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

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

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

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

(Continued)
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By-Laws

SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR (Cont'd.)
a)  Has no other responsibilities related to the business operations of the District;

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

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

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

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

b)  Substantiate receipts or other revenues or expenditures;

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

Education Law §§ 1604(35), 1709(20-a), 2526 and 2554(2)
8 NYCRR § 170.12(c)

Adopted: 3/13/2017



2017 1336

By-Laws

SUBJECT: DUTIES OF THE CENTRAL TREASURER OF THE EXTRACLASSROOM

ACTIVITY FUND

The Central Treasurer of the Extraclassroom Activity Fund is appointed by the Board of Education
and is responsible for the supervision of the extraclassroom activity fund.

The Central Treasurer's duties include the following:

a)
b)

c)
d)

e)

Countersigns all checks disbursing funds from the Extraclassroom Activity Fund;

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

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

Assumes other duties customary to the position.

8 NYCRR Part 172

Adopted: 3/13/2017
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL ATTORNEY

The Board of Education will employ a school attorney who will be responsible to the Board of
Education for guidance on all affairs which are of a legal nature, including, but not limited to:

a)  Negotiation of all legal charges and processes for each bond issue and construction and/or
reconstruction of new buildings;

b) Legal counsel on matters referred to him/her to determine legality of procedure;

c)  Matters related to "due process" hearings or procedures.

Adopted: 3/13/2017
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL PHYSICIAN OR NURSE PRACTITIONER

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

a)
b)

c)
d)

e)

f)

2)

h)

)

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

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

Serving as an on call member on the Committee on Special Education;
Reporting to the Board on school health services;

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

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

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

Conducting physical exams for all new employees (instructional and non-instructional);

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

Providing final medical clearance for a return to extra class athletic activities for all
students who have or are believed to have sustained a mild traumatic brain injury
(concussion).

8 NYCRR § 136.5
Education Law §§ 902, 913 and 6902

Adopted: 3/13/2017
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By-Laws

SUBJECT: POLICY AND ADMINISTRATIVE REGULATIONS

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

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

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

Board action is also necessary for revising policies that require amendment or rescinding policies
that are no longer relevant or applicable to the District.

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

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

Execution of Policy: Administrative Regulations

The Board will delegate to the Superintendent the function of specifying required actions and
designing the detailed arrangements under which the schools will be operated. These rules and these
detailed arrangements will constitute the administrative regulations governing the schools and be

consistent with the policies adopted by the Board. The Board will be kept informed periodically of
changes in administrative regulations.

Education Law §§ 1604(9), 1709(1), 1709(2) and 2503(2)

Adopted: 3/13/2017
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND
PARLIAMENTARY PROCEDURE)

Whenever such a meeting is to take place, there must be at least seventy-two (72) hours advance
notice in accordance with the provisions of the Open Meetings Law. Notice of other meetings will be
given as soon as is practicable in accordance with law. When the District has the ability to do so, notice
of the time and place of a meeting will be conspicuously posted on the District’s website.

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

Regular meetings of the Board of the District will take place on the day and time designated by
the Board at the Annual Organizational Meeting, except as modified at subsequent meetings of the
Board.

Agenda

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

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

Postponement of a Meeting

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

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

Attendance of Superintendent

The Superintendent and members of his or her staff at the Superintendent's discretion will attend
all meetings of the Board. The Superintendent will attend all executive session meetings of the Board
except those that concern his or her evaluation, employment status, and salary determination. The Board
may request the attendance of such additional persons as it desires.

(Continued)
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND
PARLIAMENTARY PROCEDURE) (Cont'd.)

Public Expression at Meetings

Public expression at Board meetings is encouraged and a specific portion of the agenda shall
provide for this privilege of the floor. The Board of Education may at their discretion, set specific
guidelines for the public comment sessions of the meeting. These guidelines will be readily available
and on the District’s website. At its discretion, the Board may invite visitors to its meetings to participate
in the Board's discussion of matters on the agenda.

The Board of Education reserves the right to enter into executive session as specified in Policy
#1540 -- Executive Sessions.

Quorum

The quorum for any meeting of the Board will be four (4) members. No formal action will be taken
at any meeting at which a quorum is not present. When only a quorum exists, the Board shall act by
unanimous vote unless otherwise required by the laws of the State of New York.

Use of Parliamentary Procedure

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

Education Law §§ 1708 and 2504
General Construction Law § 41
Public Officers Law Article 7, §§ 103(d), 104 and 107

NOTE: Refer also to Policies #1520 -- Special Meetings of the Board of Education
#1540 -- Executive Sessions
#6217 -- Employment of Relatives of Board Members

Adopted: 3/13/2017
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By-Laws

SUBJECT: SPECIAL MEETINGS OF THE BOARD

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

Public notice of the time and place will be given, to the extent practicable, to the news media and
it will be conspicuously posted in one (1) or more designated public locations at a reasonable time before
the meeting. When the District has the ability to do so, notice of the time and place of a meeting will be
conspicuously posted on the District’s website.

Education Law § 1606(3)
Public Officers Law §§ 103 and 104

NOTE:  Refer also to Policy #1510 -- Regular Board Meetings and Rules (Quorum and
Parliamentary Procedure)

Adopted: 3/13/2017
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By-Laws

SUBJECT: MINUTES

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

The minutes of each meeting of the Board will state:

a)  The type of meeting;

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

c) Board members present and absent;

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

e) All action taken by the Board, with evidence of those voting in the affirmative and the
negative, and those abstaining;

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

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

All Board minutes must be signed by the District Clerk when approved and maintained in
accordance with law. Unless otherwise provided by law, minutes will be available to the public within
two (2) weeks following the date of a meeting; draft copies, so marked, are acceptable, subject to
correction.

Minutes of Executive Sessions
Minutes will be taken at executive sessions of any action that is taken by formal vote. The minutes

will consist of a record or summary of the final determination of the action, the date, and the vote.

However, such summary need not include any matter which is not required to be made public by the
FOIL.

Education Law §§ 2121 and 3020-a
Public Officers Law §§ 103 and 106

Adopted: 3/13/2017
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By-Laws

SUBJECT: EXECUTIVE SESSIONS

Upon a majority vote of its total membership, taken in an open meeting pursuant to a motion
identifying the general area or areas of the subject or subjects to be considered, the Board may conduct
an executive session for discussion of the below listed purposes only, provided, however, that no action
by formal vote will be taken except on an Education Law Section 3020-a probable cause finding. For
all other purposes, the action by formal vote will be taken in open meeting and properly recorded in the
minutes of the meeting. Attendance at an executive session will be permitted to any Board member and
any persons requested to attend by the Board.

a)
b)

c)

d)

)
h)

Matters that will imperil the public safety if disclosed;
Any matter that may disclose the identity of a law enforcement agent or informer;

Information relating to current or future investigation or prosecution of a criminal offense
that would imperil effective law enforcement if disclosed;

Discussions regarding proposed, pending or current litigation;

Collective negotiations pursuant to Civil Service Law Article 14;

Medical, financial, credit or employment history of any particular person or corporation, or
matters leading to the appointment, employment, promotion, demotion, discipline,
suspension, dismissal or removal of any particular person or corporation;

Preparation, grading or administration of examinations;

Proposed acquisition, sale or lease of real property or the proposed acquisition of securities,

or sale or exchange of securities, but only when publicity would substantially affect the value
thereof.

Motions for executive sessions should state the subject or subjects to be discussed in executive
session. It is insufficient to merely recite statutory language.

Matters discussed in executive sessions must be treated as confidential; that is, never discussed
outside of that executive session.

Education Law § 3020-a
Public Officers Law Article 7

Adopted: 3/13/2017
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By-Laws

SUBJECT: ANNUAL DISTRICT MEETING AND ELECTION/BUDGET VOTE

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

In the event that a school budget revote is necessary; it will be held on the third Tuesday of June.
However, in the event that the third Tuesday of June conflicts with a religious or legal holiday, the Board
may petition the Commissioner of Education to obtain permission to hold the budget revote on the
second Tuesday in June. This request from the Board must be certified and received by the
Commissioner no later than March 1.

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

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

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

NOTE:  Refer also to Policy #1640 — Absentee, Military, and Early Mail Ballots

Adopted: 3/13/2017
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SUBJECT: BUSINESS OF THE ANNUAL DISTRICT ELECTION

The Board will appoint, at a prior regular or special meeting, a qualified voter as chairperson of
the Annual District Meeting and Election/Budget Vote.

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

a)
b)
c)
d)
¢)
f)
g)

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

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

Opening of the booths for voting;

Closing of the booths;

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

Adjournment.

Education Law §§ 1716, 2025 and 2601-2613

Adopted: 3/13/2017
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By-Laws

SUBJECT: ANNUAL ORGANIZATIONAL MEETING

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

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

Officers

The meeting will be called to order by the District Clerk, who will act as a Temporary Chairperson.
The Board will proceed to the election of a President. The President will then take the chair. The Board
will then elect a Vice President. Election will be by a majority vote.

Oath of Office

The District Clerk will administer the Oath of Office to the newly elected officers and new
members of the Board.

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

Adopted: 3/13/2017
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By-Laws

SUBJECT: LEGAL QUALIFICATIONS OF VOTERS AT DISTRICT MEETINGS

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

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

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

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

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

Adopted: 3/13/2017
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By-Laws

SUBJECT: ABSENTEE, MILITARY, AND EARLY MAIL BALLOTS
Absentee Ballots

The Board authorizes the District Clerk or a Board designee to provide absentee ballots to qualified
District voters. Absentee ballots will be used for the election of Board members, and the adoption of the
annual budget.

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

An absentee ballot will also be mailed to every qualified District voter otherwise eligible for an
absentee ballot who sends a signed letter requesting an absentee ballot which states the address of the
voter to the District Clerk or Board designee. The signed letter must be received by the District Clerk or
Board designee not earlier than the thirtieth day before the election/vote and at least seven days before
the election/vote. Enclosed with the absentee ballot will be an application form for the absentee ballot.
The absentee ballot will not be counted unless a valid application form is enclosed with the ballot.

A qualified District voter is eligible to vote by absentee ballot if they are unable to appear to vote
in person on the day of the District election/vote because they:

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

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

c)  Will be on vacation outside of the county or city of residence on the day of the District
election/vote;

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

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

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

A voter’s absentee ballot must reach the office of the District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that their vote may be canvassed.

(Continued)
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SUBJECT: ABSENTEE, MILITARY, AND EARLY MAIL BALLOTS (Cont'd.)

Qualified District voters who are unable to personally appear at the polling place because of a
permanent illness or physical disability and whose registration record has been marked “permanently
disabled” pursuant to law are entitled to receive an absentee ballot without application if they have
previously applied for an absentee ballot.

A list of all persons to whom absentee ballots have been issued will be maintained in the office of
the District Clerk or Board designee and made available for public inspection during regular office hours
until the day of the election/vote. Any qualified voter may, upon examination of this list, file a written
challenge of the qualifications as a voter of any person whose name appears on this list, stating the
reason for the challenge. A challenge to an absentee ballot may not be made on the basis that the voter
should have applied for an early mail ballot. The written challenge will be transmitted by the District
Clerk or Board designee to the election inspectors on the day of the District election/vote.

Military Ballots

The Board authorizes the District Clerk or a Board designee to provide military ballots to military
voters to be used for the election of Board members, and the adoption of the annual budget.

A military voter is:
a) A qualified voter of New York State who:

1. Is in actual military service and, by reason of that military service, is absent from the
District on the day of registration or election; or

2. Is discharged from that military service within 30 days of an election; or

b) A spouse, parent, child, or dependent of the previously described voter, accompanying or being
with that voter, if a qualified voter of New York State and a resident of the District.

A military voter may designate a preference to receive a military ballot application or a military
ballot by mail, fax, or email. This designation will remain in effect until revoked or changed by the
military voter. If a military voter does not designate a preference, a military ballot application or a
military ballot will be provided to the military voter by mail.

Military ballots will be distributed as soon as practicable, but no later than 25 days before the
election/vote.

Three days before the first day for distribution of military ballots, the names of all candidates duly
nominated for public office and the amendments, referenda, propositions, and questions to be voted for
on the ballots will be determined. If, at a later day, the nomination of any candidate named on a military
ballot is found invalid, the ballot will still be valid, but no vote for the invalid candidate will be counted
in the election/vote.

(Continued)
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SUBJECT: ABSENTEE, MILITARY, AND EARLY MAIL BALLOTS (Cont'd.)

A voter’s military ballot must be received by the Office of the District Clerk or Board designee
not later than 5 p.m. on the day of the election/vote in order that their vote may be canvassed at which
point the military ballot will be processed in the same manner as absentee ballots.

All military ballot applications and military ballots must be returned by mail or in person.
Early Mail Ballots

The Board authorizes the District Clerk or a Board designee to provide early mail ballots to
qualified District voters. Early mail ballots will be used for the election of Board members, and the
adoption of the annual budget.

A District voter must request in advance an application for an early mail ballot. The voter must
complete the application. The application must be received by the District Clerk or Board designee at
least seven days before the election vote if the ballot is to be mailed to the voter, or the day before the
election/vote, if the ballot is to be delivered personally to the voter.

An early mail ballot will also be mailed to every qualified District voter otherwise eligible for an
early mail ballot who sends a signed letter requesting an early mail ballot which states the address of the
voter to the District Clerk or Board designee. The signed letter must be received by the District Clerk or
Board designee not earlier than the thirtieth day before the election/vote and at least seven days before
the election/vote. Enclosed with the early mail ballot will be an application form for the early mail ballot.
The early mail ballot will not be counted unless a valid application form is enclosed with the ballot.

Any qualified District voter is eligible to vote by early mail ballot.
Statements on the application for an early mail ballot must be signed and dated by the voter.

A voter’s early mail ballot must reach the Office of the District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that their vote may be canvassed.

A list of all persons to whom early mail have been issued will be maintained in the Office of the
District Clerk or Board designee and made available for public inspection during regular office hours
until the day of the election/vote. Any qualified voter may, upon examination of this list, file a written
challenge of the qualifications as a voter of any person whose name appears on this list, stating the
reason for the challenge. A challenge to an early mail ballot may not be made on the basis that the voter
should have applied for an absentee ballot. The written challenge will be transmitted by the District
Clerk or Board designee to the election inspectors on the day of the District election/vote.

Education Law §§ 2014, 2018-a, 2018-b, 2018-d, 2018-e, 2018-f, and 2613
8 NYCRR Part 122

Adopted: 5/13/2024
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SUBJECT: SUBMISSION OF QUESTIONS AND PROPOSITIONS AT ANNUAL

MEETING AND ELECTIONS AND SPECIAL DISTRICT MEETINGS

Questions and Propositions at Annual District Elections

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

a)

b)

d)

g)

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

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

Each petition shall be filed with the Clerk of the School District. Petitions relating to an
Annual Election must be filed not later than thirty (30) days preceding the election at which
the question or proposition is to be voted upon.

A question or proposition submitted in accordance with this procedure may be rejected if
any of the following is true:

1. Its purpose is not within the powers of the voters;
2. Its purpose is illegal;

3. It calls for an expenditure without specifying the amount of the appropriation
therefore;

4. It relates to a bond or note resolution previously adopted, with respect to which the
publication of notice pursuant to Section 81 of the Local Finance Law occurred more
than twenty (20) days before the question or proposition was submitted;

5. Any other valid reason exists to reject the proposition.

Questions or propositions submitted in accordance with these rules and accepted will be
printed on the ballot for the voting machine.

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

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

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

Questions or Propositions to be Submitted at Special District Meetings

The procedure for requesting the Board of Education to call a Special District Meeting to vote on
a question or proposition shall be in accordance with subdivision 2 of Education Law Section 2008.

Education Law §§ 2008(2), 2018, 2035(2) and 2601-a(3)

Adopted: 3/13/2017
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Internal Operations

SUBJECT: ORIENTING AND TRAINING NEW BOARD MEMBERS

The Board and its staff will assist each new member-elect to understand the Board's functions,
policies, and procedures before he or she takes office, by the following methods:

a)

The electee will be given selected materials relating to the responsibilities of Board
membership, which material is supplied by the New York State School Boards Association,
the National School Boards Association, and/or other professional organizations;

The electee will be invited to attend Board meetings and to participate in its discussions;

The Clerk will supply material pertinent to meetings and explain its use;

The electee will be invited to meet with the Superintendent and other administrative
personnel to discuss services they perform for the Board;

A copy of the Board's policies and by-laws will be given to the electee by the Clerk;

The opportunity will be provided for new Board members to attend the New York State
School Boards Association orientation programs.

Board Member Training

Within the first year of election of appointment, each Board member must complete a minimum
of six hours of training on the financial oversight, accountability, and fiduciary responsibilities of a
school board member and a training course acquainting him or her with the powers, functions, and duties
of Boards, as well as the powers and duties of other governing and administrative authorities affecting
public education. Re-elected Board members will not be required to repeat this training. The curriculum
and provider of this training must be approved by the Commissioner of Education.

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

Education Law § 2102-a
8 NYCRR § 170.12(a)

Adopted: 3/13/2017
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Internal Operations

SUBJECT: COMMITTEES OF THE BOARD

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

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

The Board recognizes that it may be necessary from time to time to authorize advisory committees
for the purpose of enlisting opinions and counsel of the general public. These committees will be
appointed by the Board. The Board has the right to accept, reject, or modify all or any part of a
committee recommendation.

The Board of Education will visit every school at least once annually.

Finance and Audit Committee: The Board has established a Finance and Audit Committee to oversee
the financial audits of the District as well as its financial planning processes—including budget
development, long range planning, maintenance of reserves, monitoring of undesignated fund balance,
and fiscal reporting/transparency.

Facilities Committee: The Board has established a Facilities Committee to oversee the safety,
preservation and enhancement of facilities involving buildings, grounds, infrastructure, parking, and
capital projects.

Policy Committee: The Board has established a Policy Committee to oversee the development, adoption,
implementation, and periodic review of board-level policies.

The Superintendent of Schools or their designee will prepare agendas and take minutes for each of the
committee meetings. Board committee members will assume chair responsibilities on a rotating basis

and give corresponding reports to the full Board in public session. Board committees shall undertake
studies and make reports as charged by the Board, but shall not act on behalf of the Board.

Education Law §§ 1708, 2116-c and 4601

NOTE:  Refer also to Policy #5572 — Audit Committee

Adopted: 8/21/2023
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Internal Operations

SUBJECT: MEMBERSHIP IN ASSOCIATIONS
The School District will be a member of the New York State and the Erie County School Boards

Associations. Additionally, the Board may maintain membership and participate cooperatively in other
associations such as the National School Boards Association.

Education Law § 1618
Comptroller's Opinion 81-255

Adopted: 3/13/2017
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Internal Operations

SUBJECT: ATTENDANCE BY BOARD MEMBERS AT CONFERENCES,

CONVENTIONS AND WORKSHOPS

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

a)

b)

d)

The Board clerk will inform the Board of upcoming conferences, conventions and
workshops. The Board will periodically decide which meetings appear to be most likely to
produce direct and indirect benefits to the District. At least annually, the Board will identify
those new ideas or procedures and/or cost benefits that can be ascribed to participation at
such meetings.

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

Reimbursement to Board members for all actual and necessary registration fees, expenses of
travel, meals and lodging, and all necessary tuition fees incurred in connection with
attendance at conferences and the like will be in accordance with established regulations for
expense reimbursement.

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

Education Law § 2118
General Municipal Law §§ 77-b and 77-c

NOTE:

Refer also to Policies #5323 -- District Payment for Meal Expenses Incurred During Staff
Meetings
#6161 -- Reimbursable Conference, Seminar or Workshop Expenses

Adopted: 3/13/2017
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Internal Operations

SUBJECT: COMPENSATION AND EXPENSES

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

Conference Travel for Newly Elected Board Members

In accordance with General Municipal Law, the Board, by a majority vote, may authorize a newly
elected Board member whose term of office has not yet commenced to attend a conference. This
conference travel must be for official District business utilizing a cost-effective and reasonable method
of travel.

Authorization must be by resolution adopted prior to such attendance and duly entered in the

minutes. However, the Board may delegate the power to authorize attendance at a conference to the
Board President or Board Vice President.

Education Law § 2118
General Municipal Law §§ 77-b and 77-b(2)

Adopted: 3/13/2017
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Internal Operations

SUBJECT: BOARD SELF-EVALUATION

The Board will review the effectiveness of its internal operations at least once annually and
formulate a plan for improving its performance. The Superintendent and others who work regularly
with the Board may be asked to participate in this review and to suggest ways by which the Board can
improve its functioning as a legislative body.

Adopted: 3/13/2017
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Community Relations

SUBJECT: CHANNELS OF COMMUNICATION

The Clarence Board of Education encourages the use of all appropriate means to keep the
community accurately informed about the educational programs of the schools, and to seek information
about community attitudes and aspirations for the schools.

To those ends, the Board will encourage:
a) Public participation on advisory committees.

b) Public visitation of the schools within the limits placed by the requirements of the
educational program.

c) Wide distribution of all printed materials, including, but not limited to, newsletter, news
releases, budget statements and regularly published information bulletins.

d) Public participation at regular Board of Education meetings. Individuals or groups may
reserve time on the agenda by contacting the Central Office of the School District by the
Friday preceding the meeting date.

Also, the Board of Education may designate a time on the agenda of Board meetings as an
open period during which anyone in attendance may speak.

The Board of Education recognizes the necessity for supplying news media with complete and
accurate information, and encourages all school personnel to be ever mindful of this obligation.

The Board of Education recognizes the need to keep all employees as fully informed as possible
about school policies and programs. Conversely, all employees are expected to keep the Board of
Education fully informed of all formal activities dealing with the school program which reaches groups
or individuals outside the school. This information should be supplied to the Board through the Office
of the Superintendent of Schools.

Channels of Communication: Community Organizations

The School District wishes to cooperate with community nonprofit organizations that provide
services for the residents and particularly with groups that serve students outside of the regular school
day. Assistance can be provided for these organizations by helping them to inform students and parents
about the nature of their activities.

Fliers, posters and announcements over the public address system may be used to advertise an

event for a school or community group if, in the judgment of the Building Principal and Superintendent,
the material is appropriate for distribution.

(Continued)
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SUBJECT: CHANNELS OF COMMUNICATION (Cont'd.)

The organization requesting this service should contact the Business Officer to determine the
number of students who will be involved and to determine the best method of communication with the
students.

At the secondary level, the most efficient way of communicating with students is usually over the
public address system, and by way of posters. Fliers may be used if made available to interested parties
through the appropriate department.

At the elementary level, the distribution of fliers is usually the most effective method of
communicating about an event through the student to home.

To ensure consistency at the elementary level, policy questions should be resolved through the
Office of the Superintendent of Schools.

NOTE:  Refer also to Policy #3120 -- Media/Municipal Governments/Senior Citizens

Adopted: 7/10/2017
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Community Relations

SUBJECT: MEDIA/MUNICIPAL GOVERNMENTS/SENIOR CITIZENS
School District Media

The Building Principal is responsible for the preparation of news releases concerning the activities
within that building, and for reviewing them with the Superintendent prior to release. Copies of all final
news releases will be sent to the Superintendent's Office.

In addition, a periodic newsletter may be prepared and sent to each resident of the District or posted
on its website. Included in the newsletter will be information regarding school activities, a monthly
calendar and other items of interest to the community. The Board accepts the funding obligation for the
necessary staff and production costs.

As the official spokesperson, the Superintendent or designee will issue all news releases
concerning the District. All statements of the Board will be released through the Office of the
Superintendent and/or the District Clerk.

Municipal Governments

The Board will establish and maintain a positive working relationship with the governing bodies
of the municipality. The Board will also cooperate with municipal, county and state agencies whose
work affects the welfare of the children of the District, including, but not limited to, the County Social
Service Department, the Board of Health, the Recreation Department, the Public Library, and all
community emergency service agencies.

Senior Citizens
The Board will consider school related programs for senior citizens in accordance with Education

Law and/or the Commissioner’s regulations. These programs include special use of school buildings or
school buses, school lunches and partial tax exemptions.

Education Law §§ 1501-b(1)(a), 1501-b(1)(b), and 1709(22)
Real Property Tax Law § 467

Adopted: 7/10/2017
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Community Relations

SUBJECT: FLAG DISPLAY

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

When ordered by the President, Governor, or local official, to commemorate a tragic event or the
death of an outstanding individual, the flag will be flown at half-staff. The Superintendent's approval
will be required for the flag to be flown at half-staff upon any other occasion.

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

4USC§6

Education Law §§ 418 - 420
Executive Law §§ 402 and 403
8 NYCRR §§ 108.1-108.3

Adopted: 7/10/2017
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Community Relations

SUBJECT: SCHOOL VOLUNTEERS

The Board recognizes the need to develop a school volunteer program to support District
instructional programs and extracurricular activities. The purpose of the volunteer program will be to:

a)  Assist employees in providing more individualization and enrichment of instruction;

b) Build an understanding of school programs among interested citizens, thus stimulating
widespread involvement in a total educational process;

¢)  Strengthen school/community relations through positive participation.

Volunteers are persons who are willing to donate their time and energies to assist Building
Principals, teachers, and other school personnel in implementing various phases of school programs.
Volunteers will serve in that capacity without compensation or employee benefits except for liability
protection under the District's insurance program.

Administrative regulations will be developed to implement the terms of this policy.

Volunteer Protection Act of 1997, 42 USC § 14501 et seq.
Education Law §§ 3023 and 3028
Public Officers Law § 18

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

Adopted: 7/10/2017
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Community Relations

SUBJECT: VISITORS TO THE SCHOOL

All visitors will be required to report to the Main Office upon arrival at school and state their
business. Visitations to classrooms for any purpose require permission in advance from the Building
Principal in order to allow teachers the opportunity to arrange their schedules to accommodate these

requests.

When individual Board members visit the schools, they must abide by the regulations and
procedures developed by the administration regarding school visits.

Education Law § 2801
Penal Law §§ 140.10 and 240.35

Adopted: 7/10/2017
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SUBJECT: THERAPY DOGS

The District supports the use of therapy dogs and service dogs in training by teachers and other
qualified school personnel (“Owner”) for the benefit of its students, subject to the conditions of this
policy.

Therapy Dog

A “therapy dog” is a dog that has been individually trained and certified to work with its owner
to provide emotional support, well-being, comfort, or companionship to District students. Therapy dogs
are not “service animals” as that term is used in the American with Disabilities Act. The dog must be
well behaved and have a temperament that is suitable for interaction with students and others in a public
school. Therapy dogs are the personal property of the teacher or employee and are not owned by the
District.

Therapy Dog Standards and Procedures

The following requirements must be satisfied before a therapy dog will be allowed in school
buildings or on school grounds:

a) Request: An Owner who wants to bring a therapy dog to school must submit a written request
form to a principal or superintendent. The request must be renewed each school year or
whenever a different therapy dog will be used.

b) Training and Certification: The Owner must submit the American Canine Good Citizen
Certification or its equivalent as determined by the Superintendent or designee. The
certification must remain current at all times.

c) Health and Vaccination: The therapy dog must be clean, well groomed, in good health, house
broken, and immunized against diseases common to dogs. The Owner must submit proof of
current licensure from the local licensing authority and proof of the therapy dog’s current
vaccinations and immunizations from a licensed veterinarian.

d) Control: A therapy dog must be under the control of the teacher or school employee through
the use of a leash or other tether unless the use of a leash or other tether would interfere with
the therapy dog’s safe, effective performance of its work or tasks. However, the therapy dog
must always be under the owner’s control at all times.

€) Identification: The therapy dog must have appropriate identification identifying it as a
therapy dog.

(Continued)
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SUBJECT: THERAPY DOGS (Cont'd.)

f)

g)

h)

)

k)

No Disruption: The therapy dog must not disrupt the educational process by barking,
seeking attention, or any other behavior.

Health and Safety: The therapy dog must not pose a health and safety risk to any student,
employee, or other person at school.

Supervision and Care of Therapy dogs: The Owner is solely responsible for the supervision
and care of the therapy dog, including any feeding, exercising, and clean up while the animal
is in a school building or on school property. The District is not responsible for providing
any care, supervision, or assistance for a therapy dog.

Authorized Area(s): The Owner will only allow the therapy dog to be in areas in school
buildings or on school property that are authorized by District administrators.

Insurance: The Owner must submit to the Business Office a copy of an insurance policy that
provides liability coverage for the therapy dog while on school property. Limits will be
determined by the business office in conjunction with the districts insurance carrier.

Prior to every adult and every student being exposed to a therapy dog, they may have access
to an appropriate release and waiver of liability.

Exclusion or Removal from School

A therapy dog may be excluded from school property and buildings if an administrator

determines that:

a)
b)
c)
d)

A handler does not have control of the therapy dog;
The therapy dog is not housebroken;
The therapy dog presents a direct and immediate threat to others in the school; or

The animal’s presence otherwise interferes with the educational process.

The Owner will be required to remove the therapy dog from school premises immediately upon such a
determination.

Allergic Reactions

If any student or school employee assigned to a classroom in which a therapy dog is permitted

suffers an allergic reaction to the therapy dog, the Owner of the animal will be required to remove the
animal to a different location designated by an administrator.

(Continued)
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SUBJECT: THERAPY DOGS (Cont'd.)
Damages to School Property and Injuries

The Owner of a therapy dog is solely responsible and liable for any damage to school property
or injury to personnel, students, or others caused by the therapy dog.

Therapy Dog in Training

This policy will also be applicable to therapy dogs in training that are accompanied by a bona
fide trainer.

Adopted: 12/13/2021
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Community Relations

SUBJECT: PUBLIC COMPLAINTS

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

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

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

NOTE: Refer also to Policies #3420 — Non-Discrimination and Anti-Harassment in the District
#8330 - Objection to Instructional Materials and Controversial Issues
District Code of Conduct

Adopted: 7/10/2017
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SUBJECT: STUDENT PARTICIPATION

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

Adopted: 7/10/2017
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Community Relations

SUBJECT: PARENT-TEACHER ORGANIZATIONS

The Board of Education recognizes that the goal of the Parent-Teacher Organizations is to develop
a united effort between educators and the general public to secure for every child the highest
achievement in physical, academic and social education. Therefore, staff members and parents are
encouraged to join the applicable Parent-Teacher Organization and to participate actively in its
programs.

Adopted: 7/10/2017
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SUBJECT: SOLICITATION OF CHARITABLE DONATIONS
School Children

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

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

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

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

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

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

School Personnel

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

Distribution of information about worthwhile area charities may be made through the Office of

the Superintendent of Schools as a service to District personnel.

New York State Constitution Article 8, § 1
Education Law § 414
8 NYCRR § 19.6

NOTE:  Refer also to Policy #7450 — Fund Raising by Students

Adopted: 7/10/2017
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SUBJECT: ADVERTISING IN THE SCHOOLS

Neither the facilities, the staff, nor the students of the District will be employed in any manner for
advertising or otherwise promoting the interests of any commercial, political, or other non-school
agency, individual or organization, except that:

a)  Schools may cooperate in furthering the work of any non-profit, community-wide, social
service agency, provided that such cooperation does not restrict or impair the educational
program of the schools or conflict with the Rules of the Board of Regents;

b)  The schools may use films or other educational materials bearing only simple mention of the
producing firm;

c) The Superintendent may, at his or her discretion, announce or authorize to be announced,
any lecture or other community activity of particular educational merit;

d) The schools may, upon approval of the Superintendent of Schools, cooperate with any
agency in promoting activities in the general public interest that are non-partisan and non-
controversial, and that promote the education and other best interests of the students.

No materials of a commercial nature will be distributed through the children in attendance in the
District except as authorized by law or the Commissioner's Regulations.

New York State Constitution Article 8, § 1
8 NYCRR § 19.6

Adopted: 7/10/2017
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SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT
School Facilities

It is the policy of the Board to encourage the greatest possible use of school facilities for
community-wide activities including those uses permitted by New York State Law. Groups wishing to
use the school facilities must secure written permission from the Superintendent or his or her designee
and abide by the rules and regulations established for use including restrictions on alcohol, tobacco and
drug use. The Superintendent, at his or her discretion, may consult with the Board. Monthly reports may
be made to the Board regarding community use of the school facilities.

The District reserves the right to charge a fee for the use of its facilities in a manner consistent
with law, and on terms specified in regulation or by agreement with these organizations.

Materials and Equipment

Except when used in connection with or when rented under provisions of Education Law Section
414, school-owned materials or equipment may be used by members of the community, Board members,
or by District employees and/or students for school related purposes only. Private or personal use of
school-owned materials and equipment is strictly prohibited. The loan of equipment and materials for
public purposes that serve the welfare of the community is allowed, as long as the equipment is not
needed at that time for school purposes and that the proposed use will not disrupt normal school
operations.

The Board will permit school materials and equipment to be loaned to Board or staff members
when such use is directly or peripherally related to their District responsibilities and/or employment,
and to students when the material and equipment is to be used in connection with their studies or
extracurricular activities. Community members will be allowed to use school-owned materials and
equipment only for educational purposes that relate to school operations. All individuals will be
expected to be familiar with the operation of any equipment they propose to borrow. The Board will
also allow the loan of equipment to local governments and other entities that benefit the welfare of the
surrounding community. The Board supports this intermunicipal cooperation as it saves taxpayer monies
and is a more efficient use of scarce or costly equipment and resources.

The Superintendent/designee will establish administrative controls to assure the lender's
responsibility for, and return of, all such materials and equipment.

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

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

This statute provides for the following:

(Continued)
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SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT (Cont'd.)

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

1. A designated open forum exists when the school designates a time and place for one or
more outside youth community groups to meet on school premises or in school
facilities, including during the hours in which attendance at the school is compulsory,
for reasons other than to provide the school's educational program.

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

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

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

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

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

20 United States Code (USC) § 7905

36 United States Code (USC) Subtitle 11

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

NY Constitution Article 8

NOTE:  Refer also to Policies #3410 -- Code of Conduct on School Property
#5640 -- Smoking/Tobacco Use
#7320 -- Alcohol, Tobacco, Drugs and Other Substances
#7410 — Extracurricular Activities
District Code of Conduct

Adopted: 7/10/2017
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SUBJECT: NAMING OF SCHOOL FACILITIES, PLAQUES AND
MEMORIALS/PUBLIC DEDICATION

Memorials and Recognitions

Community or school groups who wish to memorialize or recognize the outstanding contribution
of a deceased student, staff member of the school, or outstanding service of a retired staff member or
former board member may pursue signage, plaque, bench or landscaping with the approval from both
the individual building principal and Director of Facilities.

e No individual, group, or organization shall be permitted to erect memorial, or structure
of any kind upon school grounds without approval.

e Costs of memorials or recognitions shall be borne by those seeking the dedication and
shall not be paid for from school district funds.

e Any memorials or recognitions shall not incur any ongoing costs or create any additional
liability for the district.

e All approved memorials and recognitions become school district property and will be
temporarily hung, such as a painting or plaque; no memorial will be permanently mounted
into the structure of a school building or its grounds.

e Appropriate memorials may be items such as garden benches, library books, wall
hangings or plaques, landscaping small removable items or a gift of money to the school
or district.

e Wall hangings and plaques shall not be affixed to specific rooms and must be displayed
in the school entrance, foyer or dedicated area for such memorials.

Naming of School Facilities

The Board of Education shall, by majority vote, approve the naming or renaming of any building
or facility owned by the District.

District facilities may be named after persons who have attained national or local prominence
in fields such as education, arts and sciences, and government; after past U.S. presidents or persons of
local significance; or after the geographic characteristics of the area in which the facility is located.

Community or school groups who wish to have a facility named or re-named must provide data
regarding the propose names with sufficient information to enable the Board of Education to make
discriminating decisions. The family of the individual being recognized or memorialized will be
consulted as a part of the decision-making process.

Portions of school facilities, such as libraries, gymnasiums, athletic fields, and classrooms, shall
be named according to their educational purpose and shall not be named for individuals.

(Continued)
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SUBJECT: NAMING OF SCHOOL FACILITIES, PLAQUES AND
MEMORIALS/PUBLIC DEDICATION (Cont'd.)

The Board of Education shall, by formal resolution, name the facility.

Grandfathering

This policy will guide decisions moving forward from the date of the first adoption and will not
impact previous memorials.

Adopted: 10/15/2018
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SUBJECT: OPERATION OF MOTOR-DRIVEN VEHICLES ON DISTRICT PROPERTY

The use of motor-driven vehicles, including cars, snowmobiles, mini-bikes, motorcycles, all-
terrain vehicles (ATV's) and other like vehicles is prohibited on any school grounds or areas except for
authorized school functions or purposes. A school function means a school-sponsored or school-
authorized extracurricular event or activity regardless of where the event or activity takes place,
including any event or activity that may take place in another state.

All student vehicles must be registered with the High School Principal and parked in authorized
areas only.

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

Adopted: 7/10/2017
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SUBJECT: PUBLIC ACCESS TO RECORDS

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

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

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

Requests for Records via Email

If the District has the capability to retrieve electronic records, it must provide such records
electronically upon request. The District will accept requests for records submitted in the form of
electronic mail and respond to those requests by electronic mail using the forms supplied by the District.
This information will be posted on the District website, clearly designating the email address for
purposes of receiving requests for records via this format.

When the District maintains requested records electronically, the response will inform the
requester that the records are accessible via the internet and in printed form either on paper or other
information storage medium.

Education Law § 2116
Public Officers Law §§ 87 and 89
21 NYCRR Parts 1401 and 9760

Adopted: 7/10/2017
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION

The safeguarding of confidential data from inappropriate use is essential to the success of the
District's operation. Access to confidential computerized data will be limited only to authorized
personnel of the District.

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

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

Family Educational Rights and Privacy Act of 1974, 20 USC § 1232(g)
34 CFR Part 99
Public Officers Law § 84 et seq.

Adopted: 7/10/2017
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY

The District has developed and will amend, as appropriate, a written Code of Conduct for the
Maintenance of Order on School Property, including school functions, which will govern the conduct
of students, teachers and other school personnel, as well as visitors and/or vendors. The Board will
further provide for the enforcement of this Code of Conduct.

For purposes of this policy, and the Code of Conduct, school property means in or within any
building, structure, athletic playing field, playground, parking lot or land contained within the real
property boundary line of the District’s elementary or secondary schools, or in or on a school bus; and
a school function means a school-sponsored extracurricular event or activity regardless of where such
event or activity takes place.

The District Code of Conduct has been developed in collaboration with student, teacher,
administrator, and parent organizations, school safety personnel and other school personnel.

This District Code of Conduct will be adopted by the Board only after at least one public hearing
that provided for the participation of school personnel, parents or persons in parental relation, students,
and any other interested parties.

The District Code of Conduct will be reviewed on an annual basis, and updated as necessary in
accordance with law. The District may establish a committee to facilitate review of its Code of Conduct
and the District’s response to violations. The Board will reapprove any updated Code of Conduct or
adopt revisions only after at least one public hearing that provides for the participation of school
personnel, parents or persons in parental relation, students, and any other interested parties. The District
will file a copy of its Code of Conduct and any amendments with the Commissioner, in a manner
prescribed by the commissioner, no later than thirty (30) days after their respective adoptions.

The Code of Conduct will include, at a minimum, the following:

a) Provisions regarding conduct, dress and language deemed appropriate and acceptable on
school property and at school functions, and conduct, dress and language deemed
unacceptable and inappropriate on school property; provisions regarding acceptable civil and
respectful treatments of teachers, school administrators, other school personnel,
students and visitors on school property and at school functions; the appropriate range of
disciplinary measures which may be imposed for violation of such Code; and the roles of
teachers, administrators, other school personnel, the Board and parents/persons in parental
relation to the student.

b) Provisions prohibiting discrimination and harassment against any student, by employees or
students on school property or at a school function, that creates a hostile environment by
conduct, with or without physical contact and/or verbal threats, intimidation or abuse, of
such a severe nature that:

(Continued)
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY (Cont'd.)

g)

h)

1. Has or would have the effect of unreasonably and substantially interfering with a
student’s educational performance. Opportunities or benefits, or mental, emotional
and/or physical well-being; or

2. Reasonably causes or would reasonably be expected to cause a student to fear for
his or her physical safety.

Such conduct will include, but is not limited to, threats, intimidation, or abuse based on a
person's actual or perceived race, color, weight, national origin, ethnic group, religion,
religious practices, disability, sexual orientation, gender as defined in Education Law
Section 11(6), or sex; provided that nothing in this subdivision will be construed to

prohibit a denial of admission into, or exclusion from, a course of instruction based on a
person's gender that would be permissible under Education Law Sections 3201-a or
2854(2) (a) and Title IX of the Education Amendments of 1972 (20 USC Section 1681, et
seq.), or to prohibit, as discrimination based on disability, actions that would be permissible
under 504 of the Rehabilitation Act of 1973;

Standards and procedures to assure security and safety of students and school personnel,

Provisions for the removal from the classroom and from the school property, including a school
function, of students and other persons who violated the Code;

Provisions prescribing the period for which a disruptive student may be removed from the
classroom for each incident, provided that no such student will return to the classroom until the
Principal (or his or her designated School District administrator) makes a final determination
pursuant to Education Law Section 3214(3-a)(c) or the period of removal expires, whichever is
less;

Disciplinary measures to be taken for incidents on school property or at school functions
involving the use of tobacco, the possession or use of illegal substances or weapons, the use of
physical force, vandalism, violation of another student’s civil rights, harassment and threats of
violence;

Provisions of responding to acts of discrimination and harassment against students by employees
or students on school property or at a school function pursuant to clause (b) of the subparagraph;

Provisions for detention, suspension and removal from the classroom of students, consistent with
Education Law Section 3214 and other applicable federal, state and local laws, including
provisions for school authorities to establish procedures to ensure the provisions of continued
educational programming and activities for students removed from the classroom, placed in
detention, or suspended from school, which will include alternative educational programs
appropriate to individual student needs;

(Continued)
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY (Cont'd.)

)

)

k)

D

Procedures by which violations are reported and determined, and the disciplinary measures
imposed and carried out;

Provisions ensuring the Code of Conduct and its enforcement are in compliance with state and
federal laws relating to students with disabilities.

Provisions setting forth the procedures by which local law enforcement agencies will be notified
of Code violations which constitute a crime;

Provisions setting forth the circumstances under and procedures by which parents/persons in
parental relation to the student will be notified of Code violations;

m) Provisions setting forth the circumstances under and procedures by which a complaint in

p)

Q)

criminal court, a juvenile delinquency petition or person in need of supervision (“PINS) petition
as defined in Article 3 and 7 of the Family Court Act will be filed,

Circumstances under and procedures by which referral to appropriate human service agencies
will be made;

A minimum suspension period for students who repeatedly are substantially disruptive of the
educational process or substantially interfere with the teacher’s authority over the classroom,
provided that the suspending authority may reduce such a period on a case-by-case basis to be
consistent with any other state and federal law. For purpose of this requirement as defined in
Commissioner’s Regulations, “repeatedly is substantially disruptive of the educational process
or substantially interferes with the teacher’s authority over the classroom” will mean engaging
in conduct which results in the removal of the student from the classroom by teacher(s) pursuant
to the provisions of Education Law Section 3214(3-a) and the provisions set forth in the Code
of Conduct on four (4) or more occasions during a semester, or three (3) or more occasions
during a trimester, as applicable;

A minimum suspension period for acts that would qualify the student to be defined as a violent
student pursuant to Education Law Section 3214(2-a)(a). However, the suspending authority
may reduce the suspension period on a case-by-case basis consistent with any other state and
federal law;

A Bill of Rights and Responsibilities of Students which focuses upon positive student behavior

and a safe and supportive school climate, which will be written in plain-language, publicized
and explained in an age-appropriate manner to all students on an annual basis; and

(Continued)
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY (Cont'd.)

r) Guidelines and programs for in-service education programs for all District staff members to
ensure effective implementation of school policy on school conduct and discipline, including but
not limited to, guidelines on promoting a safe and supportive school climate while discouraging,
among other things, discrimination or harassment against students by students and or school
employees; and including safe and supportive school climate concepts in the curriculum and
classroom management.

The District’s Code of Conduct will be adopted by the Board of Education only after at least one
(1) public hearing that provided for the participation of school personnel, parents/persons in parental
relation, students, and any other interested parties.

The Code of Conduct will be reviewed on an annual basis, and updated as necessary in accordance
with law. The District may establish a committee pursuant to Education Law Section 2801 (5)(a) to
facilitate review of its Code of Conduct and the District’s response to Code of Conduct violations. The
Board will reapprove any updated Code of Conduct or adopt revisions only after at least one (1) public
hearing that provides for the participation of school personnel, parents/persons in parental relation,
students, and any other interested parties. The District will file a copy of its Code of Conduct and any
amendments with the commissioner, in a manner prescribed by the Commissioner, no later than thirty
(30) days after their respective adoptions.

The Board will ensure community awareness of its Code of Conduct by:

a)  Posting the complete Code of Conduct on the Internet website, if any, including any annual
updates and other amendments to the Code;

b) Providing copies of a summary of the Code of Conduct to all students in an age-appropriate
version, written in plain language, at a school assembly to be held at the beginning of each
school year.

c) Providing a plain language summary of the Code of Conduct to all parents or persons in
parental relation to students before the beginning of each school year and making the
summary available thereafter upon request;

d) Providing each existing teacher with a copy of the complete Code of Conduct and a copy of
any amendments to the Code as soon as practicable following initial adoption or
amendment. New teachers will be provided a complete copy of the
Code of Conduct upon their employment; and

e) Making complete copies available for review by students, parents or persons in parental
relation to students, other school staff and other community members.

(Continued)
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY (Cont'd.)
Privacy Rights
As part of any investigation, the District has the right to search all school property and equipment

including District computers and users do not have exclusive use of these locations or equipment and
should not expect that materials stored therein will be private.

Education Law §§ 801-a, 2801 and 3214
Family Court Act Articles 3 and 7
Vehicle and Traffic Law § 142

8 NYCRR § 100.2

NOTE: Refer also to District Code of Conduct

Adopted: 7/10/2017
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE DISTRICT
Overview

The District is committed to creating and maintaining an environment which is free from
discrimination and harassment. This policy addresses complaints of discrimination and/or harassment
made under applicable federal and state laws and regulations, as well as any applicable District policy,
regulation, procedure, or other document such as the District’s Code of Conduct. 1t is just one
component of the District’s overall commitment to maintaining a discrimination and harassment-free
educational and work environment.

In accordance with applicable federal and state laws and regulations, the District does not
discriminate on the basis of any legally protected class or category in its education programs and
activities or when making employment decisions. Further, the District prohibits discrimination and
harassment on school property and at school functions on the basis of any legally protected class or
category including, but not limited to:

a) Age;

b) Race;

¢) Creed;

d) Religion;

e) Color;

f) National origin;

g) Citizenship or immigration status;
h) Sexual orientation;

1) Gender identity or expression;

j) Military status;

k) Sex;

1) Disability;

m) Predisposing genetic characteristics;
n) Familial status;

0) Marital status; and

p) Status as a victim of domestic violence.

The District adopts this policy as part of its effort to provide for the prompt and equitable resolution
of complaints of discrimination and/or harassment. The District will promptly respond to reports of
discrimination and/or harassment, ensure that all investigations are conducted within a reasonably
prompt time frame and under a predictable fair grievance process that provides due process protections,
and impose disciplinary measures and implement remedies when warranted.

Inquiries about this policy may be directed to the District’s Civil Rights Compliance Officer(s)
(CRCO(s)).

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

Scope and Application

This policy outlines the District’s general approach to addressing complaints of discrimination
and/or harassment. This policy applies to the dealings between or among the following parties on school
property and at school functions:

a) Students;

b) Employees;

¢) Applicants for employment;

d) Paid or unpaid interns;

e) Anyone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or other
person providing services pursuant to a contract in the workplace;

f) Volunteers; and

g) Visitors or other third parties.

Further, discrimination and/or harassment that occurs off school property and somewhere other
than a school function can disrupt the District’s educational and work environment. This conduct can
occur in-person or through phone calls, texts, emails, or social media. Accordingly, conduct or incidents
of discrimination and/or harassment that create or foreseeably create a disruption within the District may
be subject to this policy in certain circumstances.

Other District policies and documents such as regulations, procedures, collective bargaining
agreements, and the District’s Code of Conduct may address misconduct related to discrimination and/or
harassment and may provide for additional, different, or more specific grievance procedures depending
on a number of factors including, but not limited to, who is involved, where the alleged discrimination
and/or harassment occurred, and the basis of the alleged discrimination and/or harassment. These
documents must be read in conjunction with this policy.

The dismissal of a complaint under one policy or document does not preclude action under another
related District policy or document.

Definitions

For purposes of this policy, the following definitions apply:

a) “School property” means in or within any building, structure, athletic playing field,
playground, parking lot, or land contained within the real property boundary line of any District
elementary or secondary school, or in or on a school bus or District vehicle.

b) “School function” means a school-sponsored or school-authorized extracurricular event or
activity regardless of where the event or activity takes place, including any event or activity

that may take place virtually or in another state.

(Continued)
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What Constitutes Discrimination and Harassment

Determinations as to whether conduct or an incident constitutes discrimination and/or harassment
will be made consistent with applicable federal and state laws and regulations, as well as any applicable
District policy, regulation, procedure, or other document such as the District’s Code of Conduct. These
determinations may depend upon a number of factors, including but not limited to: the particular conduct
or incident at issue, the ages of the parties involved, the context in which the conduct or incident took
place, the relationship of the parties to one another, the relationship of the parties to the District; and the
protected class or characteristic that is alleged to have been the basis for the conduct or incident. The
examples below are intended to serve as a general guide for individuals in determining what may
constitute discrimination and/or harassment. These examples should not be construed to add or limit the
rights that individuals and entities possess as a matter of law.

Generally stated, discrimination consists of the differential treatment of a person or group of
people on the basis of membership in a legally protected class. Discriminatory actions may include, but
are not limited to: refusing to promote or hire an individual on the basis of their membership in a
protected class, denying an individual access to facilities or educational benefits on the basis of their
membership in a protected class, or impermissibly instituting policies or practices that
disproportionately and adversely impact members of a protected class.

Generally stated, harassment consists of subjecting an individual, on the basis of their membership
in a legally protected class, to unwelcome verbal, written, or physical conduct which may include, but
are not limited to: derogatory remarks, signs, jokes, or pranks; demeaning comments or behavior, slurs,
mimicking, name calling, graffiti, innuendo, gestures, physical contact, stalking, threatening, bullying,
extorting, or the display or circulation or written materials or pictures.

This conduct may, among other things, have the purpose or effect of: subjecting the individual to
inferior terms, conditions, or privileges of employment; creating an intimidating, hostile, or offensive
environment; substantially or unreasonably interfering with an individual’s work or a student’s
educational performance, opportunities, benefits, or well-being; or otherwise adversely affecting an
individual’s employment or educational opportunities.

Under New York State Human Rights Law (NYSHRL), discrimination or harassment does not
need to be severe or pervasive to be illegal. It can be any discriminatory or harassing behavior that rises
above petty slights or trivial inconveniences. Every instance of discrimination or harassment is unique
to those experiencing it, and there is no single boundary between petty slights and harassing behavior.
However, NYSHRL specifies that whether discriminatory or harassing conduct is considered petty or
trivial is to be viewed from the standpoint of a reasonable victim of discrimination with the same
protected characteristics.

(Continued)
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Civil Rights Compliance Officer

The District will designate one or more individuals to serve as Civil Rights Compliance Officer
(CRCO). The CRCO(s) will coordinate the District’s efforts to comply with its responsibilities under
applicable non-discrimination and anti-harassment laws and regulations, including, but not limited to:
the Americans with Disabilities Act of 1990, Section 504 of the Rehabilitation Act of 1973, Title VI of
the Civil Rights Act of 1964, and the Age Discrimination Act of 1975.

Where appropriate, the CRCO(s) may seek the assistance of other District employees, such as the
District’s Title IX Coordinator(s) or Dignity Act Coordinator(s) (DAC(s)), or third parties in
investigating, responding to, and remedying complaints of discrimination and/or harassment.

The CRCO for the District is the Director of Curriculum.
Reporting Allegations of Discrimination and/or Harassment

Anyone who experiences, witnesses, or becomes aware of potential instances of discrimination or
harassment is encouraged to report the behavior to a supervisor, building principal, other administrator,
or the CRCO. Individuals should not feel discouraged from reporting discrimination or harassment
because they do not believe it is bad enough or conversely because they do not want to see someone
punished for less severe behavior.

Reports of discrimination and/or harassment may be made verbally or in writing. A written
complaint form is posted on the District’s website if an individual would like to use it, but the complaint
form is not required. Individuals who are reporting discrimination and/or harassment on behalf of
another individual may use the complaint form and note that it is being submitted on another individual’s
behalf. A verbal or otherwise written complaint (such as an email) on behalf of oneself or another
individual is also acceptable.

Reports may be made to a CRCO in person, by using the contact information for a CRCO, or by
any other means that results in a CRCO receiving the person’s verbal or written report. This report may
be made at any time (including during non-business hours) by using the telephone number or email
address, or by mail to the office address, listed for a CRCO.

Reports of discrimination and/or harassment may also be made to any other District employee
including a supervisor or building principal. All reports of discrimination and/or harassment must be
immediately forwarded to the CRCO. Reports may also be forwarded to other District employees
depending on the allegations. Failure to immediately inform the CRCO may subject the employee to
discipline up to and including termination.

If the CRCO is unavailable, including due to a conflict of interest or other disqualifying reason,
the report will be directed to another CRCO, if the District has designated another individual to serve in

(Continued)
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that capacity. If the District has not designated another CRCO, the Superintendent will ensure that
another person with the appropriate training and qualifications is appointed to act as the CRCO.

In addition to complying with the reporting requirements in this policy, District employees must
comply with any other applicable reporting requirements contained in District policy, regulation,
procedure, collective bargaining agreement, or other document such as the District’s Code of Conduct.
Applicable documents include, but are not limited to, the District’s policies, regulations, and procedures
related to Title IX, sexual harassment in the workplace, and the Dignity for All Students Act (DASA).

Supervisory Responsibilities

Supervisors, building principals, other administrators, and the CRCOs are responsible for helping
to maintain a discrimination and harassment-free educational and work environment.

All supervisors, building principals, and other administrators who receive a complaint or
information about suspected discrimination or harassment, observe what may be discriminatory or
harassing behavior, or for any reason suspect that discrimination or harassment is occurring, are required
to report the suspected discrimination or harassment to the CRCO. If the CRCO is unavailable, including
due to a conflict of interest or other disqualifying reason, the report will be directed to another CRCO,
if the District has designated another individual to serve in that capacity. If the District has not designated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
qualifications is appointed to act as the CRCO.

Supervisors, building principals, and other administrators should not be passive and wait for an
individual to make a claim of discrimination or harassment. If they observe such behavior, they must
act.

Supervisors, building principals, and other administrators can be disciplined if they engage in
discriminatory or harassing behavior themselves. Supervisors, building principals, and other
administrators, can also be disciplined for failing to report suspected discrimination or harassment or
allowing discrimination or harassment to continue after they know about it.

While supervisors, building principals, and other administrators have a responsibility to report
discrimination and harassment, they must be mindful of the impact that discrimination and/or
harassment and a subsequent investigation has on victims. Being identified as a possible victim of
discrimination or harassment and questioned about discrimination or harassment can be intimidating,
uncomfortable and re-traumatizing for individuals. Supervisors, building principals, and other
administrators must accommodate the needs of individuals who have experienced discrimination or
harassment to ensure the workplace is safe, supportive, and free from retaliation for them during and
after any investigation.

(Continued)
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Grievance Process for Complaints of Discrimination and/or Harassment

All complaints or information about discrimination or harassment will be investigated, whether
that information was reported in verbal or written form. An investigation of any complaint, information,
or knowledge of suspected discrimination or harassment will be prompt, thorough, equitable, and started
and completed as soon as possible. Investigations will be kept confidential to the extent possible.
Disclosure may, however, be necessary to complete a thorough investigation of the charges and/or notify
law enforcement officials. All individuals involved, including those making a discrimination or
harassment claim, witnesses, and alleged harassers deserve a fair and impartial investigation.

The CRCO will generally oversee the District’s investigation of all complaints of discrimination
and/or harassment. In the event an anonymous complaint is filed, the District will respond to the extent
possible.

District employees may be required to cooperate as needed in an investigation of suspected
discrimination or harassment. The District recognizes that participating in a discrimination or
harassment investigation can be uncomfortable and has the potential to retraumatize an individual.
Individuals receiving claims and leading investigations will handle complaints and questions with
sensitivity toward participants.

Various District policies and documents address discrimination and harassment. All complaints
will be handled in accordance with the applicable District policies and/or documents.

The determination as to which District policies and/or documents are applicable is fact specific,
and the CRCO may work with other District staff such as the District’s Dignity Act Coordinators
(DAC:s) or Title IX Coordinator(s) to determine which District policies and/or documents are applicable
to the specific facts of the complaint.

If an investigation reveals that discrimination and/or harassment based on a legally protected class
has occurred, the District will take immediate corrective action as warranted. This action will be taken
in accordance with applicable law and regulation, as well as any applicable District policy, regulation,
procedure, collective bargaining agreement, third-party contract, or other document such as the
District’s Code of Conduct.

Knowingly Makes False Accusations

Any employee or student who knowingly makes false accusations against another individual as to
allegations of discrimination and/or harassment will face appropriate disciplinary action.

Prohibition of Retaliatory Behavior (Commonly Known as “Whistle-Blower” Protection)

The District prohibits all retaliation. Any individual that reports an incident of discrimination or
harassment, provides information, or otherwise assists in any investigation of a discrimination or

(Continued)
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harassment complaint is protected from retaliation. No one should fear reporting discrimination or
harassment if they believe it has occurred. Even if the alleged discrimination or harassment does not
turn out to rise to the level of a violation of law, the individual is protected from retaliation if the person
had a good faith belief that the practices were unlawful. However, the retaliation provision is not
intended to protect persons making intentionally false charges of discrimination or harassment.

Any District employee who retaliates against anyone involved in a discrimination or harassment
investigation will face disciplinary action, up to and including termination.

Complaints of retaliation may be directed to the CRCO. If the CRCO is unavailable, including due
to a conflict of interest or other disqualifying reason, the report will be directed to another CRCO, if the
District has designated another individual to serve in that capacity. If the District has not designated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
qualifications is appointed to act as the CRCO.

Where appropriate, follow-up inquiries will be made to ensure that discrimination and/or
harassment has not resumed and that those involved in the investigation have not suffered retaliation.

Confidentiality

To the extent possible, all complaints will be treated as confidential. Disclosure may be necessary
in certain circumstances such as to complete a thorough investigation and/or notify law enforcement
officials. All disclosures will be in accordance with law and regulation.

Training

In order to promote familiarity with issues pertaining to discrimination and harassment in the
District, and to help reduce incidents of prohibited conduct, the District will provide appropriate
information and/or training to employees and students. As may be necessary, special training will be
provided for individuals involved in the handling of discrimination and/or harassment complaints.

Notification

Prior to the beginning of each school year, the District will issue an appropriate public
announcement or publication which advises students, parents, or legal guardians, employees, and other
relevant individuals of the District’s established grievance process for resolving complaints of
discrimination and/or harassment. This announcement or publication will include the name, office
address, telephone number, and email address of the CRCO(s). The District’s website will reflect current
and complete contact information for the CRCO(s).

A copy of this policy and its corresponding regulations and/or procedures will be available upon
request and will be posted and/or published in appropriate locations and/or District publications.

(Continued)
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Additional Provisions

Regulations and/or procedures will be developed for reporting, investigating, and remedying
allegations of discrimination and/or harassment.

8 USC Section 1324b

29 USC Section 206

42 USC Section 1981

Age Discrimination Act of 1975, 42 USC Section 6101 et seq.

Age Discrimination in Employment Act of 1967 (ADEA), 29 USC Section 621 et seq.
Americans with Disabilities Act (ADA), 42 USC Section 12101 et seq.

Equal Educational Opportunities Act of 1974, 20 USC Section 1701 et seq.

Genetic Information Non-Discrimination Act (GINA), 42 USC Section 2000ff et seq.
Section 504 of the Rehabilitation Act of 1973, 29 USC Section 790 et seq.

Title IV of the Civil Rights Act of 1964, 42 USC Section 2000c et seq.

Title VI of the Civil Rights Act of 1964, 42 USC Section 2000d et seq.

Title VII of the Civil Rights Act of 1964, 42 USC Section 2000e et seq.

Title IX of the Education Amendments Act of 1972, 20 USC Section 1681 et seq.
Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 USC Section 4301 et seq.
28 CFR Part 35

29 CFR Chapter I — National Labor Relations Board

29 CFR Chapter XIV — Equal Employment Opportunity Commission

34 CFR Parts 100, 104, 106, 110, and 270

45 CFR Part 86

Civil Rights Law Sections 40, 40-a, 40-c, 47-a, 47-b, and 48-a

Civil Service Law Sections 75-b and 115

Correction Law Section 752

Education Law Sections 10-18, 313, 313-a, 2801, 3201, and 3201-a

Labor Law Sections 194-a, 201-d, 201-g, 203-¢, 206-c, 215, and 740

New York State Human Rights Law, Executive Law Section 290 et seq.

Military Law Sections 242, 243, and 318

8 NYCRR Section 100.2

9 NYCRR Section 466 et seq.

NOTE: Refer also to Policies #3421 -- Title IX Policy against Sexual Harassment and Sex

Discrimination

#6120 -- Equal Employment Opportunity

#6121 -- Sexual Harassment in the Workplace

#6122 -- Employee Grievances

#7550 -- Dignity for All Students

#7551 -- Sexual Harassment of Students

#8130 -- Equal Educational Opportunities

#8220 -- Career and Technical (Occupational) Education
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SUBJECT: TITLE IX POLICY AGAINST SEXUAL HARASSMENT AND SEX
DISCRIMINATION

I. TITLE IX NOTICE OF NON-DISCRIMINATION

In compliance with Title IX of the Education Amendments of 1972, the Clarence Central School District
(“the District”) does not discriminate on the basis of sex in the educational programs or activities it
operates, including employment and admissions, and it is required by Title IX and its attendant
regulations not to discriminate in such a manner. All forms of sex-based discrimination, including
sexual harassment, are strictly prohibited by the District. Inquiries regarding Title IX may be referred
to the Title IX Coordinator(s) or to the Assistant Secretary for Civil Rights of the U.S. Department of
Education, or both.

I1. TITLE IX SEXUAL HARASSMENT POLICY

While all forms of sex-based discrimination are prohibited in the District, the primary purpose of this
policy is to address sexual harassment as defined in Title IX and its attendant regulations that occurs
within an education program or activity of the District, and to provide a grievance process for
investigating and reaching a final determination regarding responsibility for a formal complaint of
sexual harassment. The Title IX Grievance Process (“Grievance Process”) is set forth below in Section
V. While the District must and will respond to all reports it receives of sex discrimination or sexual
harassment, the Grievance Process herein is initiated only with the filing of a formal complaint which
alleges sexual harassment in violation of Title IX. Please refer to the definitions below in Section I.A
for an explanation of what constitutes a formal complaint of sexual harassment.

The Superintendent shall have overall responsibility for implementing this Policy, and shall annually

appoint at least one Title IX Coordinator as that position is described in Section IL.B below. Below
please find contact information for the District’s Title IX Coordinator(s):

Title IX Coordinator(s)

e Robert Michel, Director of Personnel
9625 Main Street, Clarence, NY 14031, rmichel@clarenceschools.org, (716) 407-9107

e Kristin Overholt, Assistant Superintendent for Curriculum & Instruction
9625 Main Street, Clarence, NY 14031, koverholt@clarenceschools.org, (716) 407-9109

(Continued)


mailto:rmichel@clarenceschools.org
mailto:koverholt@clarenceschools.org

2021 3421
2 0f 24

Community Relations

SUBJECT: TITLE IX POLICY AGAINST SEXUAL HARASSMENT AND SEX
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A. Definitions

“Actual knowledge” — notice of sexual harassment or allegations of sexual harassment to the Title IX
Coordinator or to any District official with authority to institute corrective measures on behalf of the
District, or to any District employee (other than a “Respondent” or alleged harasser).

“Complainant” — an individual who is alleged to be the victim of conduct that could constitute sexual
harassment, whether or not that person files a report or formal complaint.

“Days” — all references to “days” shall mean calendar days unless otherwise specified. If a deadline
falls on a weekend or holiday, the deadline shall be extended to the next regular business day.

“Decision-Maker” — the person tasked with the responsibility of making determinations regarding
responsibility. The Superintendent of Schools shall be responsible for designating the Decision-Maker
on a case-by-case basis, in consultation with the Title IX Coordinator. Neither the investigator nor the
Title IX Coordinator may serve as the Decision-Maker.

“Determination regarding responsibility” — the formal finding by the Decision-Maker on each
allegation of sexual harassment contained in a formal Complaint that the Respondent did or did not
engage in conduct constituting sexual harassment under Title IX.

“Education program(s) or activity(ies)” — refers to locations, events or circumstances over which the
District exercises substantial control over both the Respondent and the context in which the sexual
harassment occurs.

“Formal Complaint” — a document filed by a Complainant, the Complainant’s parent/guardian, or the
Title IX Coordinator, alleging sexual harassment against a Respondent, and requesting that the District
investigate the allegation of sexual harassment. [ The phrase “document filed by a Complainant” includes
the complaint form which is available on the District website or by request at District Office, or a
document or electronic submission that contains the Complainant’s physical or digital signature, or
otherwise indicates that the Complainant is the person filing the formal complaint.]

(Continued)
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“Respondent” — an individual who has been reported to be the perpetrator of conduct that could
constitute sexual harassment.

“Sexual Harassment” — conduct on the basis of sex (including, without limitation, gender, sexual
orientation and/or gender identity) that occurs in the District’s education programs or activities that
satisfies one or more of the following:

(1) An employee of the District conditioning the provision of an aid, benefit, or service of
an education program or activity on an individual’s participation or refusal to participate
in sexual conduct irrespective of whether the conduct is welcomed by the student or other
employee (i.e. quid pro quo sexual harassment);

(2) Unwelcome sex-based/related conduct determined by a reasonable person to be so
severe, pervasive and objectively offensive that it effectively denies a person equal
access to the District’s education program or activity; or

(3) Sexual assault, dating violence, domestic violence, or stalking as defined in state or
federal law (see e.g. 20 U.S.C. § 1092(f)(6)(A)(v); 34 U.S.C. § 12291(a)(10); 34 U.S.C.
§ 12291(a)(8); 34 U.S.C. § 12291(a)(30)).

Sexual harassment may be directed against a particular person or persons, or a group, whether of the
opposite sex or the same sex. The context of behavior can make a difference between conduct falling
within the technical definition of sexual harassment under Title IX, and conduct of a sexual nature that
is offensive or hostile in itself but which does not rise to the level defined above. District policies
prohibit both, but for purposes ofits Title IX obligations, the District must address reports or complaints
of conduct which may constitute sexual harassment as defined above in accordance with this Policy and
the grievance procedures set forth herein. Unless otherwise specified, all references to “sexual
harassment” in this Policy refer to sexual harassment as defined above. Please note, however, that
conduct that otherwise satisfies that definition does not fall within the scope of this particular Policy if
the conduct occurred (1) outside the United States or (2) under circumstances in which the District did
not have substantial control over both the harasser/Respondent and the context in which the harassment
occurred.

“Supportive Measures” — non-disciplinary, non-punitive, individualized services offered as
appropriate, as reasonably available, and without fee or charge to the Complainant or the Respondent
before or after the filing of a formal complaint or where no formal complaint has been filed. Supportive
measures are designed to restore or preserve equal access to the District’s

(Continued)
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education program or activity without unreasonably burdening the other party, including measures
designed to protect the safety of all parties or the District’s educational environment, or deter sexual
harassment. Examples may include counseling, extensions of deadlines or other course-related
adjustments, modifications of work or class schedules, leaves of absence, mutual restrictions on contact
between the parties, and other similar measures.

“Title IX” of the Educational Amendments of 1972 — No person in the United States shall on the
basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial assistance. Sex discrimination
under Title IX includes sexual harassment and sexual violence.

B. Title IX Coordinator

The Title IX Coordinator shall be responsible for coordinating the District’s efforts to comply with its
responsibilities under Title IX. In this regard, the Title IX Coordinator shall receive general reports and
formal complaints reports of sexual harassment (as well as other forms of sex discrimination), and shall
coordinate the District’s responses to such reports or complaints so that the same are prompt and
equitable. In addition to any other specific responsibilities assigned under this Policy, or as assigned by
the Superintendent, the Title IX Coordinator will be responsible for:

1. Identification and implementation of supportive measures;

2. Signing or receiving formal complaints of sexual harassment;

3. Coordinating with District and school-level personnel to facilitate and assure implementation of
investigations, and remedies, and helping to assure that the District otherwise meets its
obligations associated with reports and formal complaints of sexual harassment;

4. Coordinating with the Superintendent with respect to assignment of persons to fulfill the
District’s obligations, both general and case specific, relative to this Policy (e.g., investigator,
Decision-Maker, etc., which may involve the retention of outside counsel or other third party
personnel);

(Continued)
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5. Coordinating with District and school-level personnel to assure appropriate training and
professional development of employees and others in accordance with Section II.C of this
Policy; and

6. Helping to ensure that appropriate records are kept and maintained in connection with this
Policy.

In cases where the Title IX Coordinator is unavailable, including unavailability due to a conflict of
interest or other disqualifying reason, the Superintendent shall assure that another person with the
appropriate training and qualifications is appointed as acting Title IX Coordinator for that case. In such
instances, “Title IX Coordinator” shall include the acting Title IX Coordinator.

C. Training

All District employees shall receive training relative to mandatory reporting obligations, and any other
responsibilities they may have relative to this Policy.

Title IX Coordinators, investigators, Decision-Makers, any individuals who decide appeals or who
facilitate an informal resolution process, must receive training on:

e The definition of sexual harassment;

e The scope of the District’s education program or activity;

e How to conduct an investigation and the Grievance Process, including appeals and the informal
resolution process, as applicable; and

e How to serve impartially, including by avoiding prejudgment of the facts at issue, conflicts of
interest and bias.

Decision-Makers, including individuals who decide appeals, must also receive training on issues of
relevance of questions and evidence, including when questions about the Complainant’s sexual
predisposition or prior sexual behavior are not relevant.

Also, investigators must receive training on issues of relevance to create an investigative report that
fairly summarizes relevant evidence.

(Continued)
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Materials used to train Title IX Coordinators, investigators, Decision-Makers, individuals who decide
appeals and individuals who facilitate an informal resolution process must not rely on sex stereotypes,
must promote impartial investigations and adjudications of formal complaints of sexual harassment.
The training materials for the individuals identified in this paragraph shall be made publicly available
on the District’s website.

D. Confidentiality

The District will respect the confidentiality of a Complainant and Respondent as much as possible,
however, some information may need to be disclosed to appropriate individuals or authorities. All
disclosures shall be consistent with the District’s legal obligations and the necessity to investigate
allegations of sexual harassment and take appropriate action in response thereto. Examples of required
disclosures include:

1. Information to either party to the extent necessary to provide the parties due process during the
Grievance Process;

2. Information to individuals who are responsible for handling the District’s investigation and
determination regarding responsibility to the extent necessary to complete the District’s
Grievance Process;

3. Mandatory reports of child abuse or neglect; and

4. Information to the Complainant’s and the Respondent’s parent/guardian as required by this
Policy and/or the Family Educational Rights and Privacy Act (“FERPA”).

Additionally, any supportive measures offered to the Complainant or the Respondent shall remain
confidential to the extent that maintaining such confidentiality would not impair the ability of the District
to provide the supportive measures.

Except as specified above, the District shall keep confidential to the extent permitted by law the identity
of (1) any individual who has made a report or complaint of sex discrimination or sexual harassment;
(2) any Complainant or Respondent; (3) any individual who has been reported to be the perpetrator of
sex discrimination; and (4) any witness.

(Continued)
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E. Retaliation Prohibited

Retaliation against any person who makes a report or complaint, or against any person who assists,
participates, or refuses to participate in any investigation of an act alleged in this Policy is strictly
prohibited. The District further prohibits any other intimidation, threats, coercion or discrimination
against anyone for the purpose of interfering with any right or privilege secured by Title IX. Charging
an individual with Code of Conduct violations that arise out of the same facts or circumstances as a
report or complaint of sex discrimination, or a report or formal complaint of sexual harassment, for the
purpose of interfering with any right or privilege secured by Title IX, also constitutes retaliation and is
strictly prohibited.

However, charging an individual with a violation of the Code of Conduct or other applicable policy or
rule for making a materially false statement in bad faith, or for submitting materially false information
in bad faith, in the course of a grievance proceeding does not constitute retaliation. Please note that a
determination regarding responsibility alone is not sufficient to conclude that any party made a
materially false statement in bad faith.

Complaints of retaliation in connection with this Policy will be handled in accordance with District
Policies [3420, 5571, 6120-6122, 7550-7551, and 8130]. Individuals who are found to have engaged in
retaliation may be subject to disciplinary action.

F. Conflict of Interest

No person designated as a Title IX Coordinator, investigator, Decision-Maker, nor any person
designated by the District to facilitate an informal resolution process, may have a conflict of interest or
bias for or against Complainants or Respondents generally, or against an individual Complainant or
Respondent.

G. Dissemination and Notice
The District shall publish on its website this Policy, and shall prominently display on its website the
contact information for the Title IX Coordinator(s) and the Title IX Notice of Non-Discrimination (see

Section I, above). The District shall also publish that information in any student or employee handbooks
that it may produce. The District shall take any other steps that

(Continued)
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may be necessary in order to notify students, parents or legal guardians of students, employees,
applicants for admission or employment, and all unions or professional organizations holdmg collective
bargaining or professional agreements with the District of this Policy, the Title IX Coordinator’s contact
information and the District’s notice of non-discrimination.

H. Records and Record Keeping
The District will maintain the following for a period of seven (7) years:

1. Records of each sexual harassment investigation, including any:
a. Determination regarding responsibility, including dismissal,
b. Disciplinary sanctions imposed on the Respondent; and
c. Remedies provided to the Complainant designed to restore or preserve equal access
to the District’s education program or activity.
2. Any appeal and its result;
Any informal resolution and its result; and
4. All materials used to train the Title IX Coordinator(s), investigations, Decision-Maker(s), and
any person who facilitates an informal resolution process;

(98]

In addition, when the District obtains actual knowledge of sexual harassment as defined herein, the
District shall create and maintain for a period of seven (7) years the following:

1. Records of any actions, including any supportive measures, taken in response to a report or
formal complaint of sexual harassment, as well as documentation:
a. Explaining why the District’s response was not deliberately indifferent; and
b. That it took measures designed to restore or preserve equal access to the District’s
education program or activity;
2. In the event that no supportive measures were provided to the Complainant, documentation of
the reason(s) why such a response was not clearly unreasonable in light of the known
circumstances.

Please note that documentation of certain reasons or measures taken shall not limit or preclude the
District in the future from providing additional explanations or detailing additional measures taken.

(Continued)
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III. COMPLAINTS OF SEX DISCRIMINATION OTHER THAN SEXUAL
HARASSMENT

Any individual seeking to report allegations of sex discrimination other than sexual harassment is
encouraged to file a formal complaint form with the Title IX Coordinator, or contact the Title IX
Coordinator. A copy of the formal complaint form is available on the District website or by request at
the District Office. For discriminatory or harassing conduct which does not meet the definition of sexual
harassment under this Policy, the District’s response will be governed by other applicable laws and
policies, such as Board Policies 3410, 3420, 6121, 7550-7551. All reports or complaints of sex
discrimination, including sexual harassment, are encouraged to be submitted to the Title IX Coordinator,
who will determine the applicable process through which the allegations will be handled.

IV.  REPORTS OF SEXUAL HARASSMENT, FORMAL COMPLAINTS AND
DISTRICT RESPONSES

Please note that a report does not initiate the Grievance Process. That process is begun only upon the
filing of a formal complaint, as explained further below.

Any person may report sexual harassment whether relating to her/himself or another person. However,
if any District employee — other than the employee harasser, or the Title IX Coordinator —
reasonably believes a student has been discriminated against based on sex or who receives
information of conduct which may constitute sexual harassment under this Policy, he/she shall
immediately inform the Title IX Coordinator of the alleged sexual harassment. Failure to report will
subject the employee to discipline up to and including dismissal.

A report of sexual harassment may be made at any time, in person, by mail, by telephone, electronic
mail, or by any other means that results in the Title IX Coordinator receiving the person’s verbal or
written report. Additionally, while the District encourages reports of sexual harassment to be made
directly to the Title IX Coordinator, the report may be made to any District staff member, including, for
instance, a guidance counselor, teacher or principal.

If a Title IX Coordinator is the alleged Respondent, the report or formal complaint may be made

(Continued)
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to a different Title IX Coordinator if the District has designated more than one Title IX Coordinator, or
directly to the Superintendent, who shall thereafter fulfill the functions of the Title IX Coordinator
regarding that report/complaint, or delegate the function to another person.

A. District Response to Report of Sexual Harassment

The District will promptly respond when there is actual knowledge of sexual harassment, even if a
formal complaint has not been filed. The District shall treat Complainants and Respondents equitably
by offering supportive measures to the Complainant and by following the Grievance Process prior to
imposing any disciplinary sanctions or other actions that are not supportive measures against a
Respondent. The Title IX Coordinator is responsible for coordinating the effective implementation of
supportive measures.

As soon as reasonably possible after receiving a report of alleged sexual harassment from another
District employee or after receiving a report directly through any means, the Title IX Coordinator shall
contact the Complainant to:

e Discuss the availability of and offer supportive measures, as well as inform the Complainant of
the availability of supportive measures with or without the filing of a formal complaint;

e Consider the Complainant’s wishes with respect to supportive measures; and

e Explain to the Complainant the process for filing a formal complaint.

B. Formal Complaints and Disciplinary Action

Pursuant to federal regulations and this Policy, a formal complaint that contains an allegation of sexual
harassment and a request that the District investigate the allegations is required before the District may
conduct a formal investigation of sexual harassment or take any action (other than supportive measures)
against a person accused of sexual harassment. Once a formal complaint of sexual harassment is
received by the Title IX Coordinator, he/she shall commence the Grievance

(Continued)
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Process set forth below in Section V. The process for filing a formal complaint is explained below in
Section V.A. if a formal complaint is filed, no disciplinary action may be imposed against a Respondent
for conduct which may constitute sexual harassment until the Grievance Process has been completed.
If no formal complaint is filed, no disciplinary action may be imposed against a Respondent based upon
conduct that would constitute sexual harassment under this Policy.

C. Emergency Removal and Administrative Leave

At any point after receiving a report or formal complaint of sexual harassment, the Title IX Coordinator
(or other District official charged with a specific function under this Policy or applicable regulations,
such as the investigator or Decision-Maker, for example) may request the Superintendent to direct that
an individualized safety and risk analysis be performed to determine whether a Respondent student is
an immediate threat to the physical health or safety of any person arising from the allegations of sexual
harassment. In the event that the safety and risk analysis determines that the Respondent student does
present such a threat and removal is therefore justified, the District may remove the Respondent student
on an emergency basis, provided that such removal is in full compliance with the IDEA, a student’s IEP
and or 504 plan if applicable. Such emergency removal shall not be disciplinary. However, the District
must provide the Respondent with notice and an opportunity to challenge the decision immediately
following the removal, and shall continue to offer educational programming until a final determination
is made pursuant to the Grievance Process.

The Title IX Coordinator shall keep the Superintendent of Schools informed of any employee
Respondents so that he/she can make any necessary reports to the New York State Education
Department. In appropriate cases, the Superintendent may place an employee Respondent on non-
disciplinary administrative leave until a final determination on responsibility is made pursuant to the
Grievance Process.

V. GRIEVANCE PROCESS

PURPOSE: The purpose of these procedures is to secure prompt and equitable resolutions of formal
complaints of sexual harassment, and to treat both Complainants and Respondents equitably in the
process. These procedures apply only to formal complaints alleging sexual

(Continued)
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harassment prohibited by Title IX. Upon receipt of a formal complaint of sexual harassment, the
Title IX Coordinator will coordinate the District’s efforts to comply with its responsibilities related to
the Grievance Process. These procedures shall be followed prior to the imposition of any disciplinary
sanctions or other actions that are not supportive measures against the Respondent unless otherwise
noted herein.

A. Process for Filing a Formal Complaint of Sexual Harassment

The Title IX Grievance Process is initiated by way of a formal complaint filed by the Complainant, the
Complainant’s parent/guardian, or the Title IX Coordinator. A formal complaint should be filed with
the Title IX Coordinator. The Complainant may file a formal complaint or choose not to file a formal
complaint and simply receive the supportive measures. If the Complainant does not file a formal
complaint, the Title IX Coordinator may sign a formal complaint, but only if initiating the Grievance
Process against the Respondent is not clearly unreasonable in light of the known circumstances, or in
other cases where, in the exercise of good judgment, the Title IX Coordinator determines that a
Grievance Process is necessary to comply with the obligation not to be deliberately indifferent to known
allegations of sexual harassment. If the formal complaint is filed by the Title IX Coordinator, he/she is
not a party to the action, and the District must comply with all of the provisions of the Title IX Grievance
Process relative to Respondents and Complainants.

Although there is no limit per se to filing a formal complaint, a Complainant must be participating
in or attempting to participate in the education program or activity of the District at the time of
filing. Delays in reporting may significantly impair the ability of school officials to investigate and
respond to the allegations.

At a minimum, a formal complaint must:

1. Contain the name and address of the Complainant;
2. Describe the alleged sexual harassment;

3. Request an investigation of the matter; and

(Continued)



2021 3421
13 of 24

Community Relations

SUBJECT: TITLE IX POLICY AGAINST SEXUAL HARASSMENT AND SEX
DISCRIMINATION (Cont’d.)

4. Be signed by the Complainant or otherwise indicate that the Complainant is the
person filing the formal complaint.

The formal complaint may be filed with the Title IX Coordinator in person, by mail, or by email. A
complaint form may be obtained from the Title IX Coordinator or on the District’s website. A written
narrative may be attached to the complaint form explaining the nature of the formal complaint. The
complaint form or narrative should contain information that describes the conduct and identifies with
reasonable particularity the Complainant(s), the Respondent(s), and any witness(es) to the alleged
conduct.

B. Initial Steps and Notice of Formal Complaint

Following receipt of a formal complaint:

1. The Title IX Coordinator will provide notice to the Complainant and to the Respondent (if
known), as well as to any other known parties, of the following:

a. this Grievance Process, including any informal resolution process;

b. the allegations of sexual harassment potentially constituting sexual harassment,
including sufficient details known at the time and with sufficient time to prepare a
response before any initial interview. “Sufficient details” shall include to the extent
known identities of persons involved, the conduct allegedly constituting sexual
harassment, and the date and location of the incident(s);

c. a statement that the Respondent is presumed not responsible for the alleged conduct
and that a determination regarding responsibility will be made at the conclusion of
the Grievance Process;

d. that each party has the right to have an advisor of his or her choice who may be, but
is not required to be, an attorney;

e. that each party is entitled to inspect and review evidence; and

(Continued)
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f. any provisions in the District’s Code of Conduct or other applicable District policies,
rules or collective bargaining agreements that prohibit knowingly making false
statements or knowingly submitting false information in the course of the grievance
procedures.

2. The Title IX Coordinator will contact the Complainant to discuss and offer supportive
measures as appropriate.

3. The Title IX Coordinator may contact the Respondent to discuss, and/or impose, non-
disciplinary supportive measures.

4. The Title IX Coordinator will examine the allegations in the formal complaint to determine
whether the allegations, if assumed to be true, are sufficient to sustain a finding of sexual
harassment under this Policy.

a. Ifthe Title IX Coordinator was not involved with preparing the formal complaint, the
Title IX Coordinator will contact the Complainant to discuss the allegations in the
formal complaint and whether amendment is appropriate. In the event that
amendment is appropriate, the Title IX Coordinator shall immediately provide notice
of the additional allegations to the parties whose identities are known.

b. Ifthe allegations set forth in the formal complaint are insufficient to sustain a finding
of sexual harassment under this Policy, the complaint shall be dismissed. Please refer
to Section V.H, below, for additional details regarding dismissal, including additional
grounds on which a formal complaint must/may be dismissed.

5. If the formal complaint is not dismissed, then the Title IX Coordinator will consult with the
Superintendent with regard to designating an appropriate investigator and Decision-Maker,
both of whom must be properly trained and otherwise qualified.

(Continued)
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C. Miscellaneous Provisions

1. Copies and Notices. Except as specifically stated elsewhere in this Policy, for any document,
information or material required to be delivered to a party or to a person assigned with
responsibility under the Grievance Process, the manner of transmittal may be by hand
delivery, electronic mail, regular mail or such other manner reasonably
calculated to assure prompt delivery with evidence thereof. However, hand delivery to the
District will only be permitted if made to the District official charged with the specific
function under this Policy (e.g., Title IX Coordinator, Superintendent, investigator, Decision-
Maker(s), etc.).

2. Legal Privileges. Nothing in the Grievance Process shall require, allow, rely upon, or
otherwise use questions or evidence that constitute, or seek disclosure of, information
protected under a legally recognized privilege (e.g. medical records, attorney-client
privileged information, etc.), unless the person or entity holding such privilege has waived
the privilege.

3. Additional Allegations. If, in the course of an investigation, the District decides to
investigate allegations about the Complainant or Respondent that were not included in the
previous notice, the District shall simultaneously provide notice of the additional allegations
to the parties whose identities are known.

4. Consolidation of Complaints. The District may consolidate formal complaints where the
allegations of sexual harassment arise out of the same facts or circumstances and the formal
complaints are against more than one Respondent; or by more than one Complainant against
one or more Respondents; or by one party against the other party. When the District has
consolidated formal complaints so that the Grievance Process involves more than one
Complainant or more than one Respondent, references to the singular “party”,
“Complainant”, or “Respondent” include the plural, as applicable.

D. Timeframe of Grievance Process
The District shall make a good faith effort to conduct a fair, impartial grievance process in a timely

manner designed to provide all parties with a prompt and equitable resolution. It is expected that in
most cases, the Grievance Process will be concluded through at least the determination regarding

(Continued)
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responsibility within ninety (90) days after filing the formal complaint. In more complex cases, where
a determination regarding responsibility cannot reasonably be made within that time frame, additional
time may be required in order to complete a fair and thorough investigation, or to complete other aspects
of the Grievance Process.

Delays and Extensions of Time. At any stage of the Grievance Process, the District may for good cause
allow for temporary delays or extensions of time upon request of either party, or on its own initiative.
Examples of good cause may include such things as availability of parties or witnesses; school or school
administrative office holidays or vacations; school recess periods; referral back to an earlier stage of the
grievance process; concurrent law enforcement or other agency activity; or need to obtain interpreters
or accommodation of disabilities. For any such delay or extension of time, the Title IX Coordinator,
Superintendent or any other individual appointed to play a role in the Grievance Process will provide
written notice to the parties of the delay/extension and the reason(s).

E. Investigation

The Title IX Coordinator will coordinate the investigation in accordance with his or her duties as Title
IX Coordinator. The investigator designated by the District shall conduct the investigation. The
investigator may but is not required to be a District employee so long as the investigator is appropriately
trained and does not have a conflict of interest or other bias prohibited by this Policy. The investigation
shall include the following:

1. An objective evaluation of all relevant evidence including inculpatory and exculpatory
evidence, and shall not make credibility determinations based on a person’s status as a
Complainant, Respondent or witness;

2. Ensure that the burden of proof and the burden of gathering evidence sufficient to reach a
determination regarding responsibility rests on the District and not on either of the parties;

3. Provide an equal opportunity for the parties to present witnesses and other inculpatory and
exculpatory evidence, and not restrict the ability of either party to discuss the allegations
under investigation or to gather and present relevant evidence;

(Continued)
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4. Provide the parties with the same opportunities to have others present during any interview
or other part of the investigation, including the opportunity to be accompanied by an advisor
of their choice. However, the District, including the investigator, may establish restrictions
regarding the extent to which an advisor may participate in the proceedings as long as the
restrictions apply equally to both parties.

5. Provide, to a party (e.g., Respondent or Complainant, and parent/guardian as appropriate)
whose participation is invited or expected, written notice of the date, time, location,
participants, and purpose of all investigative interviews or other meetings, with sufficient
time for the party to prepare to participate.

6. Provide both parties an equal opportunity to inspect and review any evidence obtained as
part of the investigation that is directly related to the allegations raised in a formal complaint,
regardless of whether the evidence may or may not be relied upon in reaching a determination
regarding responsibility.

7. Prior to completion of the investigative report, the District, through the Title IX Coordinator,
must send to each party as well as each party’s advisor, if any, the evidence subject to
inspection and review in an electronic format or a hard copy, and the parties shall have 10
days from transmission of same to submit a written response, which the investigator will
consider prior to completion of the investigative report.

8. The investigator must prepare a written investigative report that:
a. Fairly summarizes relevant evidence;
b. Identifies allegations potentially constituting sexual harassment;

c. Describes the procedural steps taken from receipt of the formal complaint through
the preparation of the investigative report, including notifications to the parties,
interviews with parties and witnesses, site visits and any methods used to gather other
evidence; and

d. Addresses any witness credibility issues, if applicable.

(Continued)
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9. The completed investigative report shall be provided in hard copy or electronic format to the

Title IX Coordinator, to each party and each party’s advisor, if any, and to the Decision-
Maker. The Title IX Coordinator shall ensure that the report is provided to the appropriate
individuals. In transmitting the report to the parties and their advisors, if any, the parties
shall be notified in writing that they have ten (10) days from the date on which the report is
transmitted to:

a. Submit a written response to the report, if they desire;

b. Submit written, relevant questions that the party wants asked of any party or witness,
if they desire; and

c. That any such written response or relevant questions must be sent directly to the
Decision-Maker, along with the Decision-Maker’s contact information.

F. Determination Regarding Responsibility and Decision-Maker

The determination regarding responsibility of Respondent shall be made by the Decision-Maker. In
addition to allowing the parties an opportunity to submit a written response to the investigation report
as well as relevant questions, per the above, the Decision-Maker shall adhere to the following in
rendering a determination regarding responsibility:

1.

In event the Decision-Maker decides to exclude a question posed by a party as not relevant,
the Decision-Maker must explain that decision to the party.

The Decision-Maker will provide the relevant questions to the party/witness, with copies to
each party, and shall provide at least five (5) days for written responses, which responses
shall be provided to each party.

. After the parties have received responses to their initial questions, the Decision-Maker will

provide five (5) days for additional, limited follow-up questions and five (5) days for written
responses to same. The Decision-Maker may but is not required to provide for additional
rounds of follow-up questions, as long as the provision is extended to both parties equally.

(Continued)



2021 3421
19 of 24

Community Relations

SUBJECT: TITLE IX POLICY AGAINST SEXUAL HARASSMENT AND SEX
DISCRIMINATION (Cont’d.)

4. The Decision-Maker may not make any credibility determinations based on the person’s
status as a Complainant, Respondent or witness. The Respondent must be deemed to be not
responsible for the alleged conduct until a determination regarding responsibility is made at
the conclusion of the grievance process.

5. In rendering his or her determination regarding responsibility, the Decision-Maker shall
apply a preponderance of evidence standard, which requires evidence establishing that it is
more likely than not that Respondent engaged in sexual harassment in violation of this

Policy.

6. The Decision-Maker shall issue a written determination regarding responsibility within
fifteen (15) business days after the close of the period for responses to the last round of
follow-up questions. The written determination must include:

a.

b.

Identification of the allegations potentially constituting sexual harassment;

A description of the procedural steps taken from the receipt of the formal complaint
through the determination regarding responsibility, including any notifications to the
parties, interviews with parties and witnesses, site visits and methods used to gather
evidence;

Findings of fact supporting the determination;

Conclusions regarding the application of the District’s Code of Conduct or other
policies, rules or regulations to the facts;

A statement of, and rationale for, the result as to each allegation, including a
determination regarding responsibility (i.e., whether or not the Respondent is
responsible for sexual harassment); any disciplinary sanctions or remedies that are
imposed or that are recommended to be imposed; and whether remedies designed to
restore or preserve equal access to the District’s education program or activity will
be provided by the District to Complainant; and

The District’s procedures and permissible bases for Complainant or Respondent to
appeal (see section V.1, below).

(Continued)
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7. The Decision-Maker shall provide his or her determination regarding responsibility to the

Title IX Coordinator, the Superintendent and the parties simultaneously.

The determination regarding responsibility shall become final on the date on which an appeal
would no longer be considered timely, or if an appeal is timely filed, when the District
provides the parties with the written determination of the result of the appeal.

G. Remedies Upon Final Determination Regarding Responsibility

1.

Remedies must be designed to restore or preserve equal access to the District’s education
program or activity. Remedies may include supportive measures and/or disciplinary
sanctions, as appropriate under the circumstances.

Disciplinary sanctions against an employee Respondent may include any sanction available
for the discipline of employees, up to and including dismissal, in accordance with any
applicable collective bargaining agreement as well as any applicable state or federal laws or
regulations.

Disciplinary sanctions against a student may include any available discipline or sanction, up
to and including expulsion, pursuant to the District’s Code of Conduct and any other
applicable policies or rules, and in accordance with any applicable state or federal laws or
regulations.

H. Dismissal of a Formal Complaint

1.

The District must dismiss a formal complaint with regard to Title IX sexual harassment if
the alleged conduct:

a. Does not fall within the scope of this policy (e.g. the allegations do not constitute
sexual harassment as defined herein), even if proved;

b. Did not occur in the District’s education program or activity; or

c. Did not occur against a person in the United States.

(Continued)
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2. The District may dismiss a formal complaint with regard to Title IX sexual harassment if at
any time during the investigation or determination regarding responsibility stage(s):

a. A Complainant notifies the Title IX Coordinator in writing that the Complainant
would like to withdraw the formal complaint or any allegations therein;

b. The Respondent is no longer enrolled or employed by the District; or

c. Specific circumstances prevent the District from gathering evidence sufficient to
reach a determination regarding responsibility as to the formal complaint or
allegations therein.

3. Prior to dismissal of a formal complaint, the person responsible at that stage shall consult
with the Superintendent.

4. Upon dismissal of a formal complaint, the District must promptly send written notice of the
dismissal and the reason(s) therefor simultaneously to the parties.

5. NOTE: The dismissal of a formal complaint under Title IX does not preclude the District
from continuing any investigation or taking action under other applicable policies, rules or
Code of Conduct of the District. In some cases, the District may have an obligation to
continue an investigation and proceed under a different policy or mandated process.

I. Appeals Process

1. Complainant(s) or Respondent(s) may appeal from a determination regarding responsibility,
or from a dismissal of a formal complaint or any allegations therein, on the following bases
only:

a. Procedural irregularity that affected the outcome of the matter.

(Continued)
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b. New evidence that was not reasonably available at the time the determination
regarding responsibility or dismissal was made, that could affect the outcome of the
matter; or

c. The Title IX Coordinator, investigator, or Decision-Maker had a conflict of interest
or bias for or against complainants or respondents generally or the individual
Complainant or Respondent that affected the outcome of the matter.

2. Appeals for any other reason, or upon any determination regarding responsibility not
included in the written appeal, will not be heard.

3. An appeal must be filed within seven (7) days from the date on which the determination
regarding responsibility is transmitted to the parties. An appeal must be submitted in writing
to the Title IX Coordinator, with a copy to the Superintendent of Schools, and shall state
with particularity the basis(es) for the appeal as well as all information and evidence in
support of the basis(es) identified. Appellants should include with the appeal any
documentary or electronic evidence in support of the appeal. Any supportive measures shall
remain in place during the pendency of an appeal unless a change in circumstances warrant
modifications to those measures.

4. Following receipt of the appeal, the Title IX Coordinator shall notify all parties in writing of
the appeal, any deadlines associated with the appeal process, and the individual who will
decide the appeal (i.e. the Superintendent or a member of the District’s Administration who
is not the Title IX Coordinator, investigator or Decision-Maker, who does not have a conflict
of interest, and who underwent the training specified in this Policy). The non-appealing
party(ies) shall also be provided a copy of the appeal and any information submitted in
connection with the appeal.

5. Either party may submit a written statement in response to the appeal, whether in support of
or challenging the outcome. Any such written statement must be received by the Title IX
Coordinator, with a copy to the individual who will decide the appeal, within seven (7) days
from the date on which the appeal was transmitted to the non-appealing party(ies). Each
party which submits a written statement shall simultaneously provide a copy to the other
party(ies) and to the Title IX Coordinator.

(Continued)
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6. The individual who will decide the appeal, in rendering a decision on the appeal, shall
consider the record as well as any statements or information submitted by the parities in
connection with the appeal.

7. The individual who will decide the appeal shall issue a written decision within ten (10)
business days after the deadline for either party to submit a written statement in response to
the appeal. The written decision shall describe the result of the appeal and the rationale. The
decision may deny or grant the appeal, in whole or in part, and may but is not required to
refer an appealed issue back to a prior point in the Grievance Process, if appropriate under
the circumstances. The written decision shall be provided to both parties as well as the Title
IX Coordinator.

J. Informal Resolution

At any time prior to reaching a determination regarding responsibility, but only after a formal complaint
has been filed, the District may offer an optional informal resolution process (e.g. mediation) that does
not involve a full investigation and adjudication of the formal complaint. In order to do so, the District
must:

1. Provide written notice to the parties disclosing:
a. The allegations of the formal complaint;

b. The requirements of the informal resolution process, including that the parties will
be precluded from resuming a formal complaint arising from the same allegations in
the event that an informal final resolution is agreed to during the informal resolution
process, and that any party has the right to withdraw from the informal resolution
process and resume the Grievance Process with respect to the formal complaint at
any time prior to agreeing to an informal final resolution;

c. Any consequences resulting from participating in the informal resolution process,
including the records that will be maintained or could be shared; and

(Continued)
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2. Obtain the parties’ voluntary written consent to the informal resolution process.

In no event may the District offer or facilitate an informal resolution process to resolve allegations that
an employee sexually harassed a student.

If the parties’ consent to the informal resolution process, the District will attempt to complete that
process within thirty (30) days. If at any point during the informal resolution process it is determined
that the allegations are unlikely to be resolved, the District reserves the right to resume the Grievance
Process.

20 USC § 1092(H)(6)(A)(V)

20 USC § 1681, et. seq.

34 USC § 12291(a)(8, 10 and 30)
34 CFR Part 106

Education Law § 13

8 NYCRR § 100.2(kk)

NOTE: Refer also to Policies #3420 — Non-Discrimination and Anti-Harassment in the District
#6121 — Sexual Harassment in the Workplace
#7550 — Dignity for All Students
District Code of Conduct

Adopted: 2/22/2021
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SUBJECT: EMERGENCY SCHOOL CLOSINGS

In the event it is necessary to close school for the day, activate a delayed starting time or early
dismissal (as well as information relating to cancellation of after-school activities/late bus runs), due to
inclement weather, impassable roads, or other emergency reasons, announcements will be made when
possible over local radio and television stations, auto dialing, and the Internet/District Website.

When school is closed, all related activities, including athletic events and student activities, will
be cancelled for that day and evening. Exceptions may be made by the Superintendent of Schools or
his or her designee.

The attendance of personnel will be governed by their respective contracts.

Education Law § 3604(7)

Adopted: 7/10/2017
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Administration

SUBJECT: ADMINISTRATIVE PERSONNEL

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

These employees must meet all certification and/or Civil Service requirements as outlined in New
York State Civil Service Law, and the Commissioner’s regulations. Administrative and supervisory
staff must be eligible to meet these requirements at the time of employment.

Abolishing an Administrative Position

Existing administrative positions will not be abolished by the Board without previous written

notification of the impending abolition. This written notification must be served to the individual

currently holding that position. In all cases the individual currently holding the position should receive
as much advance notice as possible.

Education Law §§ 1709, 2503(5) and 3013

Adopted: 9/18/2017
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SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION

The basic principles of Administrative Organization and Operation are:

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

b) The Board will formulate and legislate educational policy.

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

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

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

f)  Areas of responsibility for each individual will be clearly defined.

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

Line Responsibility

All employees of the District will be under the general direction of the Superintendent. Teachers
will be immediately responsible to the Principal of the building in which they work. Other employees
will be immediately responsible to the administrative personnel under whom they work directly.

The lines of responsibility/reporting will be as depicted on the Organizational Chart.

Adopted: 9/18/2017
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SUBJECT: ADMINISTRATIVE AUTHORITY
During the Absence of the Superintendent

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

In the Absence of Board Policy
From time to time problems and new questions arise for which no specific policy has been

prepared. Members of the administrative staff will act in a manner consistent with the existing policies
of the District and will alert the Superintendent to the possible need for additional policy development.

Adopted: 9/18/2017
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SUBJECT: DISTRICT COMMITTEES

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

Adopted: 9/18/2017
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SUBJECT: EVALUATION OF THE SUPERINTENDENT AND OTHER
ADMINISTRATIVE STAFF

Superintendent

The Board will conduct annually a formal performance evaluation of the Superintendent. The
formal procedures used to complete the evaluation are to be filed in the District Office, and will be made
available for review by any individual, no later than September 10 of each year.

The formal performance procedures will include written criteria, a description of the review
procedures, provisions for post-conferencing, and methods used to record results of the evaluation. The
Superintendent will be granted the opportunity to respond to the evaluation in writing.

Evaluation of Administrative Staff

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

The purposes of this evaluation are:

a) To determine the adequacy of administrative staffing;

b) To improve administrative effectiveness;

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

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

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

8 NYCRR § 100.2(0)(2)(v)

Adopted: 9/18/2017
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SUBJECT: SUPERINTENDENT OF SCHOOLS

The Superintendent is the chief executive officer of the District. He or she is responsible for
carrying out the policy of the Board and for keeping it informed of matters which should be weighed by
the Board in reaching decisions. He or she is responsible to the Board in his or her stewardship of the
entire school system.

The Superintendent will have the specific powers and duties discussed below and will be directly
responsible to the Board for their proper exercise. As chief executive officer of the District, he or she
will:

a)  Attend all regular, special, and work meetings of the Board except that the Superintendent may be
excluded when his or her employment contract or performance is discussed in executive session.

b)  Administer all policies and enforce all rules and regulations of the Board.

c) Review the local school situation and recommend to the Board areas in which new policies seem
to be needed.

d) Organize, administer, evaluate, and supervise the programs and personnel of all school
departments, instructional and non-instructional.

e) Recommend to the Board the appointment of all instructional and support personnel.

f)  Prepare and recommend to the Board the annual District budget in accordance with the format and
development plan specified by the Board.

g)  Advise the public about the activities and needs of the schools through his/her written and spoken
statements, and will be responsible for all news releases emanating from the local schools.

h)  Create all salary scales and administer the salary plan approved by the Board. Some of these salary
scales will be developed within staff contracts negotiated under the provisions of the Taylor Law.

1)  Determine the need and make plans for plant expansion and renovation.

j)  Recommend for hire, evaluate, promote, and dismiss all professional and non-professional staff
personnel.

k) Prepare or supervise the preparation of the teacher's handbook, staff bulletins, and all other
District-wide staff materials.

(Continued)
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SUBJECT: SUPERINTENDENT OF SCHOOLS (Cont'd.)

D

m)

p)

Plan and coordinate the recruitment of teachers and other staff to assure the District of the best
available personnel.

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

Distinguish for all concerned between the areas of policy decisions appropriate to the Board and
management decisions appropriate to the District's administrative personnel.

Transfer personnel when necessary and/or desirable to promote optimal effectiveness. Any
personnel transfers will be made pursuant to appropriate guidelines established by state laws,
District policies and negotiated contracts; and

Submit data from the School Report Card or other reports of student or District performance as
prescribed by and in accordance with requirements of the Commissioner of Education.

Education Law §§ 1711, 2508 and 3003
8 NYCRR § 100.2(m)

Adopted: 9/18/2017
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SUBJECT: SUPERINTENDENT - BOARD RELATIONS

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

a)

b)

d)

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

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

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

Should the Superintendent or designee consider it unwise or impractical to comply with an
explicit Board policy, the Superintendent will inform the Board of that determination. The
Board will decide whether such judgment was warranted.

Education Law §§ 1711, 2503 and 2508

Adopted: 9/18/2017
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SUBJECT: PROFESSIONAL DEVELOPMENT OPPORTUNITIES

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

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

Participation will be limited by available resources and reimbursement guidelines.

General Municipal Law §§ 77-b and 77-c

Adopted: 9/18/2017
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Clarence Central School District NUMBER
BUDGET
1.1 Budget Planning and Development .............ccceevuieriieiiieniiiiienieeiiece e 5110
1.2 School District Budget Hearing............coeouieriieiiieiiieiieeieeiteee et 5120
1.3 BUdget AdOPHION.....ooiuiiiiieiieeiieiie ettt ettt et e st eebeesiaeesbeesebeeseesnsaens 5130
1.4 Administration of the Bud@et ..........ccooiiiiiiiiiiiiiiie e 5140
1.5 Contingency BUd@EL ........coouiieiiiiiiiiieiie ettt ettt 5150
INCOME
2.1 REVEIIUCS ...ttt ettt ettt e ettt e sttt et e e s abee et ee s st e e enaeesasaeeenbeeeeaneeas 5210
2.2 DiStrict INVESLMENTS .....oeuvieiiiiiiieiiieiie ettt et te et et ae et e sebeeaeesabeesbeessaeeseesasaens 5220
2.3 Acceptance of Gifts, Grants and Bequests to the School District ...........cccceveeveenne. 5230
2.4 School Tax Assessment and Collection/Property Tax Exemptions............c.ccvenee.n. 5240
EXPENDITURES
3.1 Bonding of Employees and School Board Members............cccceeeuierieniiieniienieenenne, 5310
3.2 Expenditures of District FUNAS .......c.coocviiiiiiiiiiiieieceeceeeeee e 5320
3.2.1 Use of the District Credit Card ..........coocueeriieiiieiiieieeieeeeee e 5321
3.2.2  Use of the District Cell Phone ...........coocvieiiiiiiiiiieieieeecc e 5322
3.2.3 Reimbursement for Meals/Refreshments.............ccccoceeviiiiieniiiiniiniiiciees 5323
PURCHASING
4.1 Purchasing: Competitive Bidding and Offering ...........ccccccoevviievieniienienciieieeieeee, 5410
4.1.1 Procurement of Goods and SErviCes..........ccceervreriiiniiiiieiieeiieie e 5411
4.1.2 Alternative Formats for Instructional Materials ...........ccccoceeveiieniiniiiiniennnnne 5412
FISCAL ACCOUNTING AND REPORTING
5.1 Accounting Of FUNAS........oocuiiiiiiiiiiiiee et 5510
5.1.1 Maintenance of Fund Balance ............cccccoeviieiiiiiiiiiiiniieiecceeeeee e 5511
5.1.2 RESEIVE FUNAS.....oiiiiiiiieiieciiee ettt et 5512
5.2 Extraclassroom Activity FUNd ..........coooieiiiiiiiiiieiieiie e 5520
5.3 Petty Cash Funds and Cash in School Buildings.............cccceeviiniiiiniiniiieieeieeene 5530
5.4 Publication of District's Annual Financial Statement.............cccoeeeeeviienienciieneennenene 5540
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FISCAL ACCOUNTING AND REPORTING (Cont’d.)
5.5 Maintenance of Fiscal Effort (Title I Programs) ...........ccccoovvieviiniiieniiniieieeieeee 5550
5.6 Use of Federal Funds for Political Expenditures.............ccoocvvevieniienieniiienieeieeeene 5560
5.7 Financial AcCOUNtabIlity .......cccuieiiiiiiiiiiiiii e 5570
5.7.1  Allegations of Fraud .........ccccoeiiiiiiiiiiiniieiee e 5571
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT

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

The Superintendent has 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 District’s educational priorities.

All budget documents for distribution to the public will be in plain language and organized in a
manner which best promotes public comprehension of the contents. Documents will be complete and
accurate and contain sufficient detail to adequately inform the public regarding data such as estimated
revenues, proposed expenditures, transfers to other funds, fund balance information, and changes in this
information from the prior year'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 will include, but need not be limited to, all program
expenditures of the District, including the salaries and benefits of teachers and any school
administrators or supervisors who spend a majority of their time performing teaching duties,
and all transportation operating expenses;

b) A capital component which will 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

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

orders or settled or compromised claims; and all facilities costs of the District, including
facilities lease expenditures, the annual debt service and total debt for all facilities financed
by bonds and notes of the District, and the costs of construction, acquisition, reconstruction,
rehabilitation or improvement of school buildings, provided that such budget will 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 will include, but need not be limited to, office and
central administrative expenses, traveling expenses and all compensation, 1nclud1ng 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 Board, the Office of the Superintendent, 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 will append to the proposed budget the following documents:

a)

b)

e)

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

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,

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

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

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

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

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

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

School District Report Card

Each year the District will 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.

a) Accountability and Overview Report — shows District or school profile data, accountability
statuses, data on accountability measures.

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.
Property Tax Report Card

Each year, the Board will prepare a Property Tax Report Card, pursuant to Commissioner's
Regulations, and will make it publicly available by transmitting it to local newspapers of general
circulation, appending it to copies of the proposed budget made publicly available as required by law,
making it available for distribution at the Annual Meeting, and otherwise disseminating it as required
by the Commissioner.

A copy of the Property Tax Report Card prepared for the Annual District Meeting will be
submitted to the SED 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, but no later than twenty-four (24)
days prior to the statewide uniform voting day (i.e., the third Tuesday in May).

The SED will compile such data for all school districts whose budgets are subject to a vote of the
qualified voters, and will make this 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
on the SED’s official website.

Tax Exemption Report

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

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

Education Law §§ 1608(3)-(7), 1716(3)-(7), 2022(2-a), 2601-a(3) and 2601-a(7)
General Municipal Law § 36

8 NYCRR §§ 170.8, 170.9 and 170.11

State Education Department Handbook No. 3 on Budget

Adopted: 1/8/2018
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING

The Board 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 and other required information will
be included in the notice of the Annual Meeting and Election and/or Special District Meeting as required
by law.

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. Request for copies of the proposed budget should
be made at least seven (7) days before the budget hearing. Copies will 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.

Budget Notice

The District Clerk will 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 Budget Notice will
compare the percentage increase or decrease in total spending under the proposed budget over total
spending under the District budget adopted for the current school year, with the percentage increase or
decrease in the Consumer Price Index from January first of the prior school year to January first of the
current school year.

The Notice will 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 District budget as compared with savings under the proposed budget.

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

The Notice will 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 will be in a form prescribed by the
Commissioner of Education.

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

Adopted: 1/8/2018
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SUBJECT: BUDGET ADOPTION

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

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

Education Law §§ 1608, 1716, 1804(4), 1906(1), 2002(1), 2003(1), 2004(1), 2022, 2023, 2023-a and 2601-a
8 NYCRR §§ 100.2(bb), 170.8 and 170.9

Adopted: 1/8/2018
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SUBJECT: ADMINISTRATION OF THE BUDGET

The Superintendent, working in conjunction with the administrative staff, is responsible to the
Board for the administration of the budget. This includes, but is not limited to:

a) Acquainting District employees with the final provisions of the program budget and guiding
them in planning to operate efficiently and economically within these provisions.

b) Providing direction to the District in maintaining those records of accounting control as are
required by the New York State Uniform System of Accounts for School Districts, the Board,
and other procedures, as are deemed necessary.

c) Keeping the various operational units informed through periodic reports as to the status of
their individual budgets.

Unless otherwise provided by law, no claim against the District will be paid unless such claims
have been audited and approved by the Board/Claims Auditor.

Education Law Sections 1604(35), 1709(20-a), 1711, 1718, 1724, 1950(4)(k), 2508, 2523-2526, and 2554(2-a)
8 NYCRR Sections 170.12(c) and 170.2(1)

Adopted: 12/11/2023
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SUBJECT: CONTINGENCY BUDGET

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 will 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 §§ 2002, 2023, 2023-a, 2024 and 2601-a

Adopted: 1/8/2018
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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 §§ 1604(a) and 1723(a)

Adopted: 1/8/2018
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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 will authorize the Treasurer
under the supervision of the Business Official 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)
b)

c)

d)

Investments will be made in a manner so as to safeguard the funds of the District.
Bank deposits will be made in a manner so as to safeguard the funds of the District.

Investments will be sufficiently liquid so as to allow funds to be available as needed to meet the
obligations of the District.

Funds will 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 will 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)

Obligations of the State of New York

b) Obligations of the United States Government, or any obligations for which principal and

c)

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.)

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.

(Continued)
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e) 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.

1. Deposits in excess of the amount insured by the Federal Deposit Insurance
Corporation will be secured in accordance with subdivision 3 of the General
Municipal Law Section 10.

2. The District may, in its discretion, authorize the bank designated for the deposit
of District funds to arrange for the redeposit of such funds in one or more

banking institutions, for the account of the District, through a deposit placement
that meets the conditions set forth in General Municipal Law Section

10(2)(a)(ii).

f) 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) A list of authorized investments;

b) Procedures including a signed agreement to ensure the District’s financial interest in
investments;

c) Standards for written agreements consistent with legal requirements;

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

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

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

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

(Continued)
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This policy will 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.

Education Law §§ 1604-a, 1723(a), 2503(1) and 3652
General Municipal Law §§ 10 and 39
Local Finance Law § 165

Adopted: 1/8/2018
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS TO THE SCHOOL
DISTRICT

The Board may accept gifts, grants and/or bequests of money, real or personal property, as well as
other merchandise which, in view of the Board, add to the overall welfare of the 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 will not formally consider the acceptance of gifts or grants until and unless it receives
the offer in writing from the donor or grantor or their attorney or financial advisor. Any such gifts or
grants donated to the Board and accepted on behalf of the 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 or 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 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
or charitable contributions with District funds.

Gifts and/or grants of money to the District will be annually accounted for under the trust and
agency account in the bank designated by the Board.

All gifts, grants and/or bequests will become District property. A letter of appreciation, signed by
the President of the Board and the Superintendent, will be sent to a donor or grantor in recognition of
his or her contribution to the District.

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.
(Continued)
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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, § 1
Education Law §§ 1709(12), 1709(12-a) and 1718(2)
General Municipal Law § 805-a(1)

Adopted: 1/8/2018
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SUBJECT: SCHOOL TAX ASSESSMENT AND COLLECTION/PROPERTY TAX
EXEMPTIONS

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

Senior Citizens

Unless specifically exempted by law, real property used exclusively for residential purposes and
owned by one (1) or more persons, each of whom is sixty-five (65) years of age or over, or real property
owned by husband and wife or by siblings, one of whom is sixty-five (65) years of age or over, will 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.

Alternative Veterans’ Exemption

The Board, having held a public hearing and passed a resolution, in accordance with the Real
Property Tax Law, provides a property tax exemption available to any veteran of the U.S. Armed Forces
who served on active duty during a period of war, or received an expeditionary medal. The District will
grant such exemption in a manner consistent with the Real Property Tax Law and at levels set forth by
the Board. Should the District wish to reduce or increase the ceilings on the exemptions, it must hold a
separate hearing and pass a separate resolution.

Real Property Tax Law §§ 458-a, 459-c, 466-c, 466-f, 466-g, 466-1, 467, 1300-1342
Education Law § 2130
Public Health Law § 2801

Adopted: 1/8/2018
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SUBJECT: BONDING OF EMPLOYEES AND BOARD MEMBERS

In accordance with New York State Education Law and the Commissioner's Regulations, the
Board directs that the Treasurer of the Board, the Tax Collector and the Claims Auditor be bonded prior
to assuming their duties. These bonds shall be in the amounts as determined and approved by the Board.

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

Education Law §§ 1709(20-a), 1720, 2130(5), 2526 and 2527
Public Officers Law § 11(2)
8 NYCRR § 170.2(d)

Adopted: 1/8/2018
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SUBJECT: EXPENDITURES OF DISTRICT FUNDS

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

All claims shall be properly audited before payment by the Claims Auditor who must attest to the
existence of evidence of indebtedness to support the claim.

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

Arts and Cultural Affairs Law § 57.19
Education Law §§ 1720 and 2523
8 NYCRR § 185

NOTE: Refer also to Policies #5321 -- Use of the District Credit Card
#5322 -- Use of a District Cell Phone
#5323 -- Reimbursement for Meals/Refreshments
#6161 -- Reimbursable Conference, Seminar or Workshop Expenses

Adopted: 1/8/2018
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SUBJECT: USE OF THE DISTRICT CREDIT CARD

The District may issue a credit card or cards in its name for the use of its officers and designated
employees for authorized, reimbursable, school business related expenses. However, authorized
personnel must submit purchase orders for those school business related expenses, such as tuition
charges for attendance at conferences, travel expenses and lodging, where costs may be fairly and
accurately estimated prior to the actual incurring of expenses.

District credit cards may only be used for those purchases of goods and services that require a
credit card and do not accept other payment methods. Any other reason for credit card use must be
approved by the Superintendent or Business Official prior to use.

Only those officers and District personnel designated by the Superintendent/designee will be
authorized to use a District credit card.

Expenses incurred on each credit card will be paid in such a manner as to avoid interest charges.
The credit card(s) will be locked in a secure place.

Adopted: 1/8/2018
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SUBJECT: USE OF THE DISTRICT CELL PHONE

A District-owned cell phone will be issued to a District employee when required by that
employee's job duties and as determined by the Superintendent or designee.

Any such employee who opts to regularly possess a District cell phone and occasionally use the
cell phone for personal calls will be charged an annual amount (approximately equal to the monthly
base fee per phone) as determined by the Superintendent or designee. Other District-owned cell phones
left at District facilities for emergency use only are not subject to the annual fee.

All District cell phones may only be used by authorized School District employees. The
Superintendent or designee will keep an inventory of all District-owned cell phones and monitor their

usage.

Adopted: 1/8/2018
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Non-Instructional/Business
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SUBJECT: REIMBURSEMENT FOR MEALS/REFRESHMENTS
Travel Outside of District/Emergency Meetings

District officials and employees are entitled to reimbursement for necessary expenses incurred in
the performance of their official duties. However, meals of public officers and employees generally
should not be reimbursed or paid by the District unless the officer or employee is traveling outside his
or her regular work area on official business for an extended period of time, or where events prevent
them from taking off during mealtime for food consumption because of a pressing need to complete
business. All requests for reimbursement must document who attended the meetings and how the
meetings fit these conditions.

Staff or Board Meetings and District Events

The Board recognizes that at certain times it may be appropriate to provide meals and/or
refreshments at District meetings and/or events which are being held for an educational purpose. Prior
approval of the Superintendent or designee must be obtained for food and beverages provided at
meetings or activities which will be charged to the District.

Any such expenditures must be appropriately documented with an itemized receipt and
information showing the date and purpose of the meeting, food served, who attended the meetings and
why the attendees needed food and/or refreshments to conduct District business. These requirements
must be met for meals/refreshments provided by the school lunch fund or local vendors, charged to
District credit cards and/or reimbursed to a District official.

In no case will the costs for meals exceed the current federal per diem meal rates for the geographic
area.

NOTE:  Refer also to Policy #6161 — Conference/Travel Expense Reimbursement

Adopted: 5/9/2022
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SUBJECT: PURCHASING: COMPETITVE BIDDING AND OFFERING

Except as otherwise provided by law, all contracts for public work involving an expenditure of
more than $35,000 and all purchase contracts involving an expenditure of more than $20,000 will be
awarded by the District to the lowest responsible bidder furnishing the required security after
advertisement for sealed bids. However, the District may, in its discretion, award purchase contracts on
the basis of “best value” to a responsive and responsible bidder or offerer, provided the Board has
authorized this action by rule, regulation, or resolution adopted at a public meeting.

No bid or offer will be accepted that does not conform to specifications furnished unless those
specifications are waived by Board action. The District may, in its discretion, reject all bids or offers
and readvertise for new bids or offers in a manner consistent with New York State law.

All contracts requiring public advertising and competitive bidding or offering will be awarded by
resolution of the Board.

Except as authorized by law, no Board member or employee of the District will have an interest
in any contract entered into by the District.

Standardization

Upon the adoption of a standardization resolution by a vote of at least 3/5 of all Board members,
purchase contracts for a particular type or kind of equipment, materials, or supplies of more than $20,000
may be awarded by the Board to the lowest responsible bidder or offerer furnishing the required security
after advertisement for sealed bids in the manner provided in law. This resolution
must state that, for reasons of efficiency or economy, there is a need for standardization and must contain
a full explanation of those reasons. Upon the adoption of a valid standardization resolution, the District
may provide in its specifications for a particular make or brand to the exclusion of others.

“Piggybacking” Exception to Competitive Bidding

The District may, in its discretion, purchase certain goods and services (apparatus, materials,
equipment, and supplies) at costs beyond the above-referenced thresholds 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.

This method of procurement 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

(Continued)
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SUBJECT: PURCHASING: COMPETITIVE BIDDING AND OFFERING (Cont'd.)

c) Was let in a manner that constitutes competitive bidding consistent with New York State law,
or was awarded on the basis of best value, and is not in conflict with other New York State
laws.

General Municipal Law Articles 5-A and 18
State Finance Law §§ 162, 163 and 163-b

NOTE:  Refer also to Policies #5411 — Procurement of Goods and Services
#5412 — Alternative Formats for Instructional Materials

Adopted: 1/8/2018
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Non-Instructional Business
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES
Purchasing Authority

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. The Purchasing Agent is
authorized to enter into cooperative bidding and cooperative purchasing arrangements to meet the
various needs of the District. No contracts for goods and services will be made by individuals or
organizations in the school that involve expenditures without first securing approval for the contract
from the Purchasing Agent.

Except as authorized by law, no Board member or employee of the District will have an interest
in any contract entered into by the District.

Purchasing Process

The Board 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 will 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 will 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, provide that alternative proposals or quotations for goods and services
will 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;

c) 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;

(Continued)
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES

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; and

g) Identify the individual or individuals responsible for purchasing and their respective titles.
This information will be updated biennially.

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

The District will develop administrative regulations to establish procedures for the procurement
of goods and services.

Education Law §§ 1604, 1709, 1950, 2503, 2554 and 3602
General Municipal Law Articles 5-A and 18
General Municipal Law § 119-0

NOTE: Refer also to Policies #5410 — Purchasing: Competitive Bidding and Offering
#5412 — Alternative Formats for Instructional Materials

Adopted: 1/8/2018
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SUBJECT: ALTERNATIVE FORMATS FOR INSTRUCTIONAL MATERIALS

Preference in the purchase of instructional materials will be given to vendors who agree to provide
materials in a 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 disability, including students requiring Section 504 Accommodation Plans, enrolled in the
District). Alternative formats include, but are not limited to, Braille, large print, open and closed
captioned, audio, or an electronic file in an approved format as defined in Commissioner’s 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.
The District will 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 District will establish a plan to ensure that instructional materials in a usable alternative format
for each student with a disability (including students requiring Section 504 Accommodation Plans) are
based upon the student’s educational needs and course selections, and will be available at the same time
as those instructional materials are available to non-disabled students.

The Plan will:
a) Specify that the District gives a preference in the purchase of instructional materials it has
selected for its students to those vendors who agree to provide such instructional materials in

alternative formats;

b) Specify when an electronic file is provided, how the format will be accessed by students and/or
how the District will convert to an accessible format;

c) Specify the process to be used when ordering materials to identify the needs of students with
disabilities residing in the District for alternative format materials;

d) Specify ordering timelines to ensure that alternative format materials are available at the same
time as regular format materials are available; and

e) Include procedures so that when students with disabilities move into the District during the

school year, the process to obtain needed materials in alternative formats for those students is
initiated without delay.

20 USC § 1474(¢)(3)(B)
8 NYCRR §§ 200.2(b)(10), 200.2(c)(2) and 200.2(i)

Adopted: 1/8/2018
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SUBJECT: ACCOUNTING OF FUNDS

Accounting and reporting procedures will 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 will be maintained in accordance with statutory
requirements. Provision will be made for the adequate storage, security, and disposition of all financial
and inventory records.

Online Banking

The Board has entered into a written agreement with designated banks and trust companies for
online banking and electronic or wire transfers, which includes the implementation of a security
procedure for all transactions. Online transactions must be authorized by the District’s Business
Official. The District Treasurer, with a separate established user name and password, will have the
authority to process online banking transactions. The Business Office Clerk or Deputy Treasurer, with
a separate established user name and password, will be responsible for online banking transactions in
the event the District Treasurer is not available, or as a job responsibility delegated to him or her by the
District Treasurer.

Electronic Transactions and Wire Transfers

Procedures will be implemented specifying who is authorized to initiate, approve, transmit, record,
review, and reconcile electronic transactions. At least two individuals will be involved in each
transaction. Authorization and transmitting functions will be segregated and, whenever possible, the
recording function will be delegated to a third individual.

The District will enter into written wire transfer security agreements for District bank accounts
which will include established procedures for authenticating wire transfer orders. All wire transfers
must be authorized by the District Treasurer or his or her designee. Dual approval controls will be
established for non-routine wire transfer orders.

Education Law § 2116-a
General Municipal Law Article 2 § 5, 5-a, 5-b, 99-b
N.Y. UCC § 4-A-201

Adopted: 1/8/2018



2018 5511

Non-Instructional/Business
Operations

SUBJECT: MAINTENANCE OF FUND BALANCE
General Provisions

The Board recognizes that the maintenance of a fund balance is essential to the financial integrity
of the District insofar as it helps mitigate current and future risks and assists in ensuring stable tax rates.
Consistent with this understanding, the Board adopts the following standards and practices.

Classification of Funds

The District will ensure that funds are classified consistent with Governmental Accounting
Standards Board (GASB) Statement Number 54, Fund Balance Reporting and Governmental Fund Type
Definitions. Consequently, fund balance amounts will be categorized as non-spendable, restricted,
committed, assigned or unassigned.

Fund Balance and Budget Development

The District’s ability to maintain its unassigned fund balance is contingent upon the development
of a reasonable budget. Consequently, the District will develop and adopt budgets that, to the extent
possible, reflect the anticipated revenues and expenditures.

Likewise, the District will ensure that appropriate reserve funds are established and utilized,
consistent with applicable law and District policy, to ensure the fund balance is sufficient to meet District
needs.

Compliance

The District will adhere to the reporting requirements of Article 3 of the General Municipal Law
of the State of New York, and the practices set forth in GASB Statement Number 54.

NOTE: Refer also to Policies #5110 — Budget Planning and Development
#5512 — Reserve Funds

Adopted: 1/8/2018
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SUBJECT: RESERVE FUNDS

Reserve funds (essentially a legally authorized savings account designated for a specific purpose)
are an important component in the District’s financial planning for future projects, acquisitions, and
other lawful purposes. To this end, the District may establish and maintain reserve funds in accordance
with New York State Laws, Commissioner’s regulations, and the rules and/or opinions issued by the
Office of the New York State Comptroller, as applicable. The District will comply with the reporting
requirements of Article 3 of the General Municipal Law of the State of New York and the Governmental
Accounting Standards Board (GASB) issued GASB Statement Number 54, Fund Balance Reporting
and Governmental Fund Type Definitions.

Any and all District reserve funds will be properly established and maintained to promote the goals
of creating an open, transparent, and accountable use of public funds. The District may engage
independent experts and professionals, including, but not limited to, auditors, accountants, and other
financial and legal counsel, as necessary, to monitor all reserve fund activity and prepare any and all
reports that the Board may require.

Adopted: 1/8/2018
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SUBJECT: EXTRACLASSROOM ACTIVITY FUND

An extraclassroom activity fund will be established for activities conducted by students whose
financial support is raised other than by taxation or through charges of the Board.

All extraclassroom activities will be approved by the Board. Each extraclassroom activity will
have a faculty advisor appointed by the building principal. A Central Treasurer and a Faculty Auditor
will oversee all financial aspects of extraclassroom activities. The annual District audit will include all
extraclassroom activity funds.

All extraclassroom activity funds will be handled in accordance with the financial procedures set
forth in Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds. Revised 2015,
published by the New York State Education Department. All commitments and contracts will be the
sole responsibility of the extraclassroom activity club giving rise to the transaction, regardless of a
change in advisors, membership or officers.

Proper books will be kept and all moneys deposited in appropriate accounts as set up by the Board.
These accounts will be subject to audit. All transactions involving extraclassroom funds will be on a
cash basis and no accounts will remain unpaid at the end of the school year. Funds will be invested in
accordance with the Board’s Fiscal Management Policy on the “Investment of District Funds.”

The extraclassroom activities of the District are not included in the exemption granted to the
District from New York State sales tax. Without exception, clubs and activities are prohibited from
using the school’s tax exemption. The Central Treasurer will be responsible for filing the periodic sales
tax returns for the extraclassroom activity funds.

Funds of discontinued extraclassroom activities those inactive for one year and of graduating
classes will revert to the account of the general student organization or student council and will be
expended in accordance with the organization’s constitution.

The Building Principals, with approval of the Superintendent will set up procedures for receipt
and payment from the extraclassroom activity fund in their respective schools.

8 NYCRR Part 172

NOTE:  Refer also to Policy #5620 — Fixed Asset Inventories, Accounting and Tracking

Adopted: 1/8/2018
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS
Petty Cash Funds

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

Cash in School Buildings

Not more than two hundred fifty dollars ($250), whether District or extraclassroom funds, will be
held in the vault in the Main Office of each District school building. Under no circumstances will 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, will be deposited prior to close of school each

week. Only authorized personnel designated by the building administrator will be allowed in the Main
Office vault.

Education Law §§ 1604(26), 1709(29) and 2503(1)
8 NYCRR § 170.4

Adopted: 1/8/2018



2018 5540

Non-Instructional/Business
Operations

SUBJECT: PUBLICATION OF DISTRICT'S ANNUAL FINANCIAL STATEMENT

In compliance with Education Law, the Board is required to publish a financial statement,
including a full and detailed account of moneys received and moneys expended at least once a year,
during either July or August. This annual financial report will be in the form prescribed in
Commissioner’s regulations.

The law requires that the information be published in one public newspaper which is published in
the District. If no public newspaper is published in the District, then the District must use a newspaper
having general circulation in the District. If no public newspaper is published in the District, and there
is no newspaper having general circulation in the District, then the District must provide the information
to the taxpayers by posting copies in five public places in the District.

Education Law §§ 1610, 1721, 2117, 2528 and 2577
8 NYCRR § 170

Adopted: 1/8/2018
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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 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) will 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 will 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 assigns the School Business Official the responsibility of reviewing, as part of the
budgeting process, this combined fiscal effort to ensure compliance.

Title I of the Elementary and Secondary Education Act of 1965, as amended by the No Child Left Behind Act of
2001
34 CFR Part 200

Adopted: 1/8/2018
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SUBJECT: USE OF FEDERAL FUNDS FOR POLITICAL EXPENDITURES

The Board 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.

The Board assigns the Purchasing Agent the responsibility of monitoring expenditures of federal
funds so that these funds are not used for partisan political purposes.

OMB Circular A-87 Cost Principles for State, Local and Indian Tribal Governments (revised May 10, 2004)
Compliance Supplement for Single Audit of State and Local Governments (revised June 27, 2003)
supplementing OMB Circular A133

NOTE:  Refer also to Policy #6430 — Employee Political Activities

Adopted: 1/8/2018



2018 5570
1 of2

Non-Instructional/Business
Operations

SUBJECT: FINANCIAL ACCOUNTABILITY

The District has internal controls in place to ensure that:

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

The goals and objectives of the District are accomplished;

Laws, regulations, policies, and good business practices are complied with;
Audit recommendations are considered and implemented;

Operations are efficient and effective;

Assets are safeguarded; and

Accurate, timely, and reliable data are maintained.

The District’s governance and control environment will include the following:

a)

b)

d)

The District’s code of ethics addresses conflict of interest transactions with Board members
and employees. Transactions that are less-than-arm’s length are prohibited. Less-than-arm’s
length is a relationship between the District and employees or vendors who are related to
District officials or Board members.

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,

2. Budget status reports,

3. Revenue status reports,

4. Monthly extra-classroom activity fund reports, and

5. Fund balance projections (usually starting in January).

The District has a long-term financial plan for both capital projects and operating expenses.

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

f)

2)
h)

)
k)

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

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

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

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.

The District periodically verifies that its controls are working efficiently.
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 public places within the District. Additionally, final audit reports from the Office of the
New York State Comptroller should be posted on the District website, if one is available, for a period
of five years.

8 NYCRR § 170.12
General Municipal Law § 33(2)(e) and 35 (1)(2)

Adopted: 1/8/2018
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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 course 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 should disclose this 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 described in the District’s
Organizational Chart. In the event that the allegations of financial improprieties/fraud and/or wrongful
conduct concern the investigating official, the report shall be made to the next level of supervisory
authority. If the chain of supervisory command is not sufficient to ensure impartial, independent
investigation, allegations of financial improprieties/fraud and/or wrongful conduct will be reported as
applicable, to the Internal Auditor (if available), or the External (Independent) Auditor, or the School
Attorney, or the Board. 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
the conduct promptly and thoroughly. To the extent possible, within legal constraints, all reports will
be treated confidentially and privately. 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. 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 disciplinary measures by the District does not preclude the filing of civil and/or
criminal charges. 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.

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).

(Continued)



2018 5571
20f2

Non-Instructional/Business
Operations

SUBJECT: ALLEGATIONS OF FRAUD (Cont’d.)

Protection of School Employees who Report Information Regarding Illegal or Inappropriate
Financial Practices

Any employee of the District who has reasonable cause to believe that the fiscal practices or
actions of an employee or officer of the District violates any local, state, federal law or rule and
regulation relating to the financial practices of the District, and who in good faith reports such
information to an official of the District, or to the Office of the State Comptroller, the Commissioner of
Education, or to law enforcement authorities, will have immunity from any civil liability that may arise
from the making of the report. Further, neither the District, nor any employee or officer of the District
will take, request, or cause a retaliatory action against any employee who makes such a report.

Prohibition of Retaliatory Behavior (Commonly Known as “Whistle-Blower” Protection)

The Board also prohibits any retaliatory behavior against any witnesses and/or any other
individuals who participate in the investigation of an allegation of illegal or inappropriate fiscal practices
or actions. Follow-up inquiries will be made to ensure that no reprisals or retaliatory behavior has
occurred to those involved in the investigation. Any act of retaliation will be 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 or fraud may also face appropriate disciplinary action.

Civil Service Law § 75-B
Education Law § 3028-d

Adopted: 1/8/2018
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SUBJECT: AUDIT COMMITTEE

The Audit Committee will consist of at least three members and at least one of which must be a
sitting Board Trustee, who should collectively possess knowledge in accounting, auditing, financial
reporting, and District finances. They will serve without compensation, but will be reimbursed for any
actual and necessary expenditure incurred in relation to attendance at meetings. Employees of the
District are prohibited from serving on the Audit Committee. Members of the Audit Committee will be
deemed District Officers, but will not be required to be residents of the District.

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

The Audit Committee will develop and submit to the Board for approval a formal, written charter
which includes, but is not limited to, provisions regarding the committee’s purpose, mission, duties,
responsibilities, and membership requirements.

The Audit Committee will hold regularly scheduled meetings and report to the Board on the
activities of the Committee on an as needed basis, but not less than annually. The report will address or
include at a minimum:

a) The activities of the Audit Committee;

b) A summary of the minutes of the meeting;

c) Significant findings brought to the attention of the Audit Committee;

d) Any indications of suspected fraud, waste, or abuse;

e) Significant internal control findings; and

f) Activities of the internal audit function.

The responsibilities of the Audit Committee include the following:

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

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

¢) Reviewing and discussing 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;

(Continued)
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d)

e)
f)

Receiving and reviewing the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, assist the Board in
interpreting such documents;

Making a recommendation to the Board on accepting the annual audit report; and

Discussing and analyzing every corrective action plan developed by the District in response to
any audit and assist the Board in its implementation.

The Audit Committee may conduct an Executive Session pertaining to the following matters:

a)
b)

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

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 in interpreting
such documents.

Any Board member who is not a member of the Audit Committee may be allowed to attend an
Audit Committee Meeting, including an executive session of the Audit Committee, if authorized by a
Board resolution. However, if the Board member’s attendance results in a meeting of a quorum of the
full Board, any action taken by formal vote may constitute official Board action.

Education Law §§ 2116-c, and 3811-3813
Public Officers Law §§ 105(b), 105(c) and 105(d)
8 NYCRR § 170.12(d)

NOTE:

Refer also to policies #1330 — Appointments and Designations by the Board
#1335 — Appointment and Duties of the Claims Auditor
#2210 — Committees of the Board

Adopted: 1/8/2018
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SUBJECT: INTERNAL AUDIT FUNCTION
The District has established an Internal Audit Function which includes:

a) Development of a risk assessment of District operations including, but not limited to, a review
of financial policies, procedures and practices;

b) An annual review and update of such risk assessment;

c) Annual testing and evaluation of one or more of the District’s internal controls, taking into
account risk, control weaknesses, size, and complexity of operations;

d) Preparation of reports, at least annually which analyze risk assessment findings and
recommended changes.

The District is permitted to utilize existing District personnel to fulfill the Internal Audit Function,
but these individuals will not have any responsibility for other business operations of the District while
performing Internal Audit Functions. The District will also be permitted to use inter-municipal
cooperative agreements, shared services to the extent authorized by Education Law Section 1950, or
independent contractors to fulfill the Internal Audit Function as long as the personnel or entities
performing this function comply with any Regulations issued by the Commissioner of Education and
meet professional auditing standards for independence between the auditor and the District.

Personnel or entities serving as the Internal Auditor and performing the Internal Audit Function

will report directly to the Board. The Audit Committee will assist in the oversight of the Internal Audit
Function on behalf of the Board.

Education Law §§ 1950, 2116-b and 2116-c
8 NYCRR § 170.12(d)

NOTE:  Refer also to Policy #1339 — Duties of the Internal Auditor

Adopted: 1/8/2018
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SUBJECT: INSURANCE

The objective of the Board 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 will carry insurance to protect the District's real and personal property against loss or
damage. This property includes school buildings, the contents of such buildings, school grounds and
vehicles.

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

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

Education Law §§ 1709(8), 1709(26), 1709(34-b), 2503(10), 2503(10-a), 2503(10-b), 3023, 3028
and 3811

General Municipal Law §§ 6-n and 52

Public Officers Law § 18

Adopted: 1/8/2018
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SUBJECT: FIXED ASSET INVENTORIES, ACCOUNTING, AND TRACKING

The Superintendent or designee will be maintain a continuous and accurate inventory of fixed
assets owned by the District in accordance with applicable rules, standards, procedures, and best
practices. Fixed assets are, generally, long-term, tangible resources intended to be continuously held or
used, and may include land buildings, improvements, machinery, and equipment.

All fixed assets purchased and received by the District will be checked, logged, and stored through
an established procedure.

The School Business Official will account for assets on an annual basis according to applicable
rules, standards, procedures, and best practices. These accounts will serve to maintain an inventory of
assets, establish accountability, determine replacement costs, and determine and provide appropriate
insurance coverage.

The Board will establish a dollar threshold as a basis for considering which fixed assets are to be
depreciated. This threshold will ensure that at least 80% of the value of these assets is reported. The
threshold will not be greater than $5,000. Standard methods and averaging conventions will be used in
assessing, capitalizing, and depreciating fixed assets.

Fixed assets will be recorded at initial cost or, if not available, at estimated initial cost; gifts of
fixed assets will be recorded at estimated fair value at the time of the gift. A property record will be
maintained for each fixed asset and will contain, where possible, the following information: date of
acquisition, description, serial or other identification number, any funding source and percentage
contributed by the source, vendor, cost or value, location and use, asset type, condition and estimated
useful life, replacement cost, current value, salvage value, sale price and date and method of disposition,
and responsible official.

Management of Assets Acquired Under a Federal Government Grant or Subgrant

Inventories will be maintained for assets acquired with funds obtained through federal grant
programs. A separate inventory will be maintained for each program. Each inventory will record assets
in the same manner as the District’s fixed asset inventory. Assets will be labeled to specify the source
of funds used to purchase the item. All Title I assets will include “Title I on the label. These inventories
will track assets for at least five years from the date of receipt.

Equipment Purchased with Extraclassroom Funds

Title to all equipment acquired with extraclassroom activity funds will reside with the District and
be carried as an insurable asset on its list of insurable values. This equipment will be tagged as District
property but is available for exclusive use by the extraclassroom activity club acquiring it.

34 CFR Parts 74-99, 200
SED Finance Pamphlet, The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds, 2015
Uniform System of Accounts for School Districts (Fiscal Section)

Adopted: 1/8/2018
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE
Overview

The District is committed to providing a healthy and safe environment for all individuals on school
grounds. As part of this commitment, the District will comply with all applicable laws, regulations, and
codes related to the construction, inspection, operation, and maintenance of District facilities.

Construction and Remodeling of School Facilities

The District will ensure all capital projects and maintenance comply with the requirements of the
New York State Uniform Fire Prevention and Building Code, the State Energy Conservation
Construction Code, the Manual of Planning Standards and the Commissioner’s regulations. The New
York State Education Department (NYSED) Office of Facilities Planning has provided an Instruction
Guide on its official website.

Plans and specifications for the erection, enlargement, repair or remodeling of District facilities
will be submitted to the Commissioner consistent with applicable law and regulation.

Plans and specifications submitted to the Commissioner will 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 must also certify that the plans and specifications conform to the standards
set forth in the State Uniform Fire Prevention and Building Code and the State Energy Conservation
Construction Code.

For remodeling or construction projects, the District will ensure compliance with the requirements
of the State Uniform Fire Prevention and Building Code, the State Energy Conservation Construction
Code, and applicable law and regulation. This District will also retain the services of an architect or
engineer licensed to practice in New York State as required by law or regulation, or as necessary given
the scope and cost of the project.

Carbon Monoxide Detection

All District facilities will have carbon monoxide alarms or detection systems installed in
accordance with all applicable laws, regulations, and/or codes.

Asbestos Inspections

In accordance with the Asbestos Hazard Emergency Response Act (AHERA), the District will
inform all employees and building occupants (or their legal guardians) at least once each school year
about all asbestos inspections, response actions, post-response action activities, as well as triennial re-
inspection activities and surveillance activities that are either planned or in progress. The District will
provide yearly written notification to parent, teacher, and employee organizations on the availability of
the District’s asbestos management plan and any asbestos-related actions taken or planned in the school.

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

The District will triennially test potable water for lead contamination from all outlets as required
by law and regulation. If an outlet exceeds the action level for lead content, the District will prohibit use
of the outlet and it will remediate the lead level of the outlet before allowing its use. The District will
make all required notifications and issue all mandated reports to the public, local health department, and
NYSED. For ten years following creation, the District will retain all records of test results, lead
remediation plans, lead-free building determinations, and waiver requests. The District may seek a
waiver from testing requirements from the local health department by demonstrating prior substantial
compliance with testing requirements.

Comprehensive Long-Range Plan
The District will develop and keep on file a comprehensive long-range plan pertaining to
educational facilities in accordance with the Commissioner’s regulations. This plan will be reevaluated

and updated at least annually and will include, at a minimum, an appraisal of the following:

a) The educational philosophy of the District, with resulting administrative organization and
program requirements;

b) Present and projected student enrollments;
c) Space use and state-rated student capacity of existing facilities;

d) The allocation of instructional space to meet the current and future special education program
and service needs, and to serve students with disabilities in settings with nondisabled peers;

e) Priority of need of maintenance, repair, or modernization of existing facilities, including
consideration of the obsolescence and retirement of certain facilities; and

f) The provision of additional facilities.
Comprehensive Public School Building Safety Program

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

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

The Comprehensive Public School Safety Program will consist of the following components:

a)

b)

Building Condition Surveys

Building condition surveys will be conducted on a schedule as assigned by the Commissioner
of Education in calendar years 2020-2024 and at least every five years thereafter. Building
condition surveys will be conducted on all occupied school buildings in accordance with law
and regulation, including being conducted by a licensed architect or a licensed professional
engineer who will assess the condition of all major building systems of a school building.
Visual Inspections

Visual inspections will be conducted when deemed necessary by the Commissioner to maintain
the safety of public school buildings and the welfare of their occupants. When visual
inspections occur, they will be conducted in accordance with law and regulation.

Five-Year Capital Facilities Plan

The District will develop a five-year capital facilities plan and update the plan annually. In
developing and amending the plan, the District will use the safety rating of each occupied
school building. The plan must be consistent with all District planning requirements and
identify critical maintenance needs. The plan will be prepared in a manner and format
prescribed by the Commissioner and submitted to the Commissioner upon request. The plan
will include, but not be limited to:

1. A breakdown for each of the five years of the plan of the estimated expenses for the
following:

(a) Current or proposed new construction ranked in priority order;
(b) Current or proposed additions to school facilities ranked in priority order;

(c) Current or proposed alterations or reconstruction of school facilities ranked in priority
order;

(d) Major repairs ranked in priority order;
(e) Major system replacement and repairs, and maintenance ranked in priority order; and

(f) Energy consumption.

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

A District-wide building inventory that includes, but is not limited to:
(a) The number and type of facilities owned, operated, or leased by the District;

(b) The age, enrollment, rated capacity, use, size, and the safety rating of the buildings as
determined pursuant to Commissioner’s regulations;

(c) The energy sources for the buildings;
(d) Probable useful life of each building and its major subsystems;
(e) Need for major system replacement and repairs, and maintenance;

(f) Summary of the triennial asbestos reports required pursuant to AHERA regulations;
and

(g) Any other information which may be deemed necessary by the Commissioner to
evaluate safety and health conditions in school facilities.

d) Monitoring System

The District will establish a process to monitor the condition of all occupied school buildings
in order to assure that they are safe and maintained in a state of good repair. The process will
include, but not be limited to:

1.

The establishment of a health and safety committee comprised of representation from
District officials, staff, bargaining units, and parents.

The establishment of a comprehensive maintenance plan for all major building systems to
ensure the building is maintained in a state of good repair. This plan will include provisions
for a least toxic approach to integrated pest management and establish maintenance
procedures and guidelines which will contribute to acceptable indoor air quality. The
comprehensive maintenance plan will be available for public inspection.

The annual review and approval by the Board of the annual building inspection reports and
the five-year building condition surveys.

Procedures for assuring that an annual fire safety inspection of each building is conducted
in accordance with all applicable laws, regulations, and/or codes.

Procedures for assuring that a current and valid certificate of occupancy is maintained for
each building and posted in a conspicuous place.
(Continued)
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE (Cont'd.)

6. Procedures for the investigation and disposition of complaints related to health and safety.
These procedures will involve the health and safety committee and, at a minimum, will
conform to the following requirements:

(a) Provide for a written response to all written complaints. The written response will
describe:

1) The investigations, inspections, or tests made to verify the substance of the
complaint, or a statement explaining why further investigations, inspections, or
tests are not necessary.

2) The results of any investigations, inspections, or tests which address the
complaint;

3) The actions, if any, taken to solve the problem; and

4) The action, if any, taken if the complaint involved a violation of law or of a
contract provision.

(b) A copy of the response will be forwarded to the health and safety committee.
(c) Copies of all correspondence will be kept in a permanent project file.
(d) These records will be made available to the public upon request.

7. The Board will take actions to immediately remedy serious conditions affecting health and
safety in school buildings, and will report the actions to the Commissioner.

8. All construction and maintenance activities will comply with the Uniform Safety Standards
for School Construction and Maintenance Projects.

15 USC Sections 2641-2656

40 CFR Part 763, Subpart E

Education Law Sections 408, 409, 409-d, 3602, and 3641
Executive Law Section 378

Public Health Law Section 1110

8 NYCRR Sections 155.1, 155.2, 155.3, and 155.4

10 NYCRR Sections 4-1.1 et seq. and 67-4.1 et seq.

19 NYCRR Sections 1219-1240

Adopted: 10/30/2023
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SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY
EMPLOYEES

The Board directs the Superintendent to establish rules to ensure District implementation of
applicable federal and state laws pertaining to the identification, transportation, treatment, storage, and
disposal of hazardous wastes.

Hazard Communication Standard

All personnel will be provided with applicable training to comply with the New York State "Right-
to-Know" Law and the Hazard Communication Standard. Both the “Right to Know” poster and the
“Labor Law Information Relating to Public Employees” poster must be posted in common areas
informing workers of relevant work hazards and associated rights.

The Superintendent or designee will maintain a current record of the contact information of every
employee who handles or uses toxic substances and which substance(s) were handled or used by the
employee.

Environmental Protection Agency, 40 CFR Parts 261 and 262

Occupational Safety and Health Administration (OSHA), 29 CFR § 1910.1200
Labor Law §§ 875-883

Public Health Law §§ 4800-4808

6 NYCRR Part 371

9 NYCRR Part 1174

Adopted: 1/8/2018
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SUBJECT: GENDER NEUTRAL SINGLE-OCCUPANCY BATHROOMS

The District is committed to creating and maintaining an inclusive educational and work-
environment. The District will ensure that all single-occupancy bathroom facilities are designated as
gender neutral for use by no more than one occupant at a time or for family or assisted use.

“Single-occupancy bathroom” means a bathroom intended for use by no more than one occupant
at a time or for family or assisted use and which has a door for entry into and egress from the bathroom
that may be locked by the occupant to ensure privacy and security.

All gender neutral bathroom facilities will be clearly designated by the posting of signage either
on or near the entry door of each facility.

Education Law § 409-m
Public Buildings Law § 145

NOTE: Refer also to Policy #7552 — Student Gender Identity

Adopted: 3/22/2021
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SUBJECT: SMOKING/TOBACCO USE
School Grounds

Tobacco use will not be permitted and no person will use tobacco on school grounds or within 100
feet of the entrances, exits, or outdoor areas of any public or private elementary or secondary schools.
However, this does not apply to smoking in a residence, or within the real property boundary lines of
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.

Similarly, “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.

It is the policy of the District that the use of e-cigarettes, vaporizers, 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 will 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:

a) On school grounds;

(Continued)
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SUBJECT: SMOKING/TOBACCO USE (Cont’d.)
b) In school vehicles;

c) Atschool sponsored events, including those that take place off school premises and in another
state;

d) In school publications;

e) 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 will be enforced in accordance with the District
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 § 7101 et seq.

Pro-Children Act of 2001, as amended by the No Child Left Behind Act of 2001, 20 USC §§ 7181-7184
Education Law §§ 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 Property
#7320 -- Alcohol, Tobacco, Drugs, and Other Substances (Students)
#8211 -- Prevention Instruction
District Code of Conduct

Adopted: 1/8/2018
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SUBJECT: ENERGY CONSERVATION AND RECYCLING IN THE SCHOOLS

The Board recognizes the importance of energy conservation and is committed to the analysis,
development, and initiation of conservation measures throughout the District for the purpose of reducing
energy consumption, particularly in these times of declining levels of natural energy resources and
increasing cost of these resources. The Board maintains an aggressive and responsible program to reduce
consumption of energy by its facilities and to provide education to both staff and students on the
conservation of energy.

The District is committed to an energy conservation program that addresses not only capital-
related energy projects but ongoing, day-to-day energy related issues as well. All staff are urged to
participate actively in a program of energy conservation by assisting in the efforts to eliminate the
wasteful use of energy in the operation of the District’s buildings. Cooperation will be required of each
employee and each student to achieve a meaningful energy conservation program that results in a more
efficient use of energy resources. Involvement of staff and students is essential to a successful program
of energy conservation.

Energy Manager

The Director of Facilities and Operations is designated as the Energy Manager of the District and
he or she will report directly to the Board and the Superintendent, or their designee, on matters pertaining
to energy conservation.

Minimum Indoor Air Temperature

The District will comply with the Property Maintenance Code of New York State, part of the New
York State Uniform Fire Prevention and Building Code, which requires that indoor occupiable work
spaces be maintained at a minimum temperature of 65 degrees from September 14 to May 31 during the
period the spaces are occupied. There are exceptions for areas of vigorous physical activities such as
gymnasiums as well as processing spaces such as coolers or freezers. However, by law, code, or
regulation there is no maximum temperature specified. Ventilation requirements only require fresh air,
not cool air-conditioning.

Long-Range Considerations
The energy conservation program is an important factor to be considered in planning effective use

of school facilities, new construction, remodeling or rehabilitation programs, and modernization
projects.

(Continued)
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SUBJECT: ENERGY CONSERVATION AND RECYCLING IN THE SCHOOLS (Cont’d.)

Recycling

The Board is committed to protecting and improving the environment by recycling commonly
used materials, waste prevention strategies, and purchasing recycled products when feasible. The
Superintendent and/or designee will develop a program for the source separation and segregation of
recyclable or reusable materials in the District. This District-wide recycling plan will include:

a)

b)

d)

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;

A concerted effort to purchase recycled items and biodegradable items;

Separation of waste into appropriate categories for the purpose of recycling; and

A cooperative effort with community recycling programs.

Environmental Conservation Law §§ 27-2101-27-2117
General Municipal Law § 120-aa

19 NYCRR §§ 1221-1228 and 1240

Energy Conservation Code of New York State 2007

Adopted: 1/8/2018
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST)
School Food Service Program (Lunch and Breakfast)

The Board has entered into an agreement with the New York State Education Department (SED)
to participate in the National School Lunch Program, School Breakfast Program and/or Special Milk
Program to receive commodities donated by the Department of Agriculture and to accept responsibility
for providing free and reduced price meals to elementary and secondary students in the schools of the
District.

The Superintendent or designee will have the responsibility to carry out the rules of the School
Lunch and Breakfast Programs. The determination of which students are eligible is the responsibility of
the Reviewing Official and Verification Official or the Office of Temporary and Disability Assistance
of the Department of Social Services. Appeals regarding eligibility should be submitted to the Hearing
Official of the District.

Free or reduced price meals may be allowed for qualifying students attending District schools upon
receipt of a written application from the student's parent or guardian or a "Direct Certification" letter
from the New York State Office of Temporary and Disability Assistance (OTDA). Applications will be
provided by the School District to all families.

School officials must also determine eligibility for free/reduced meals and milk by using the Direct
Certification Matching Process, a dataset supplied by the Office of Temporary and Disability Assistance,
and made available by the SED. Any student receiving federal assistance through Supplemental
Nutrition Assistance Program (SNAP) or Temporary Assistance to Needy Families (TANF) is
automatically eligible for free meals and milk. There is no need for families to complete further
applications. The District will notify parents or guardians of eligibility, giving them the opportunity to
decline free meals and milk if they so choose.

Procedures for the administration of the free and reduced price meal program of this District will
be the same as those prescribed in current state and federal laws and regulations.

Child Nutrition Program/Charging Meals Policy

Although not required by law, because of the District’s participation in the Child Nutrition
Program, the Board approves the establishment of the following system:

Philosophy
All students enrolled at Clarence Schools are given a student ID number. This number does not

change and remains with the student until they leave the district. All food purchases are rung
through our computerized system and tracked utilizing this number.

(Continued)
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST) (Cont’d.)

At Clarence, we believe that no student should ever go hungry therefore a student will never be
denied a meal. However, snacks and a la carte items cannot be charged if the account has a
significant negative balance.

Payments to the student’s meal account may be sent to the school or food service office in the
form of cash or a check payable to Clarence Schools. Payments may be made online by credit
card.

Collection Procedure

Once the student’s account reaches a negative balance, our system will automatically generate and
send a letter to the parent/guardian even with the smallest negative balance owed and a subsequent
phone call will be made to collect the debt or determine free and reduced eligibility.

New York State and the federal government has a direct certification process for free and reduced
meals in addition to the application process. Once approved through either process the District
will cover the charges built up during any interim period.

If an account balance reaches a negative $100.00 the principal of the student’s school will be
notified to assist with collection of the debt.

All negative balances must be paid by June 30" each year.

Restriction of Sweetened Foods in School

The sale of sweetened foods will be prohibited from the beginning of the school day until the end
of the last scheduled meal period.

Sweetened foods consist of sweetened soda water, chewing gum, candy, including hard candy,
jellies, gum, marshmallow candies, fondant, licorice, spun candy, candy coated popcorn, and water ices
except those which contain fruit or fruit juices.

Restrictions on Sale of Milk Prohibited

Schools that participate in the National School Lunch Program may not directly or indirectly
restrict the sale or marketing of fluid milk products at any time or in any place on school premises or at
school sponsored events.

Food Substitutions for Children with Disabilities

Federal regulations governing the operation of Child Nutrition Programs, Part B of the Individuals
with Disabilities Education Act, and Section 504 of the Rehabilitation Act of 1973 require

(Continued)



2018 5660
3 of4

Non-Instructional/Business
Operations

SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST) (Cont’d.)

that children with disabilities be offered the opportunity to participate in all academic and nonacademic
activities including the school nutrition programs. The District will make reasonable accommodations
to those children with disabilities whose disabilities restrict their diets, such as providing substitutions
and/or modifications in the regular meal patterns. These meal substitutions for

students with disabilities will be offered at no extra charge. A student with a disability must be provided
substitutions in food when

that need is supported by a statement signed by a physician attesting to the need for the substitutions
and recommending alternate foods.

However, the school food service is not required to provide meal services (for example, School
Breakfast Program) to students with disabilities when the meal service is not normally available to the
general student body, unless a meal service is required under the student’s individualized education
program (IEP) or Section 504 Accommodation Plan as mandated by a physician’s written instructions.

Food Substitutions for Nondisabled Children

Though not required, the District will also allow substitutions for non-disabled children who are
unable to consume the regular meal because of medical or other special dietary needs if the request is
supported by a statement signed by a recognized medical authority.

The District may also allow substitutions for fluid milk with a non-dairy beverage that is
nutritionally equivalent (as established by the Secretary of Agriculture) to fluid milk and meets
nutritional standards for students who are unable to consume fluid milk because of medical or other
special dietary needs if the request is supported by a statement signed by a recognized medical authority
or by the student’s parent/legal guardian.

Prohibition Against Adults Charging Meals
Adults should pay for their meals at the time of service or set up pre-paid accounts.
HACCP-Based Food Safety Program

Schools participating in the National School Lunch and/or School Breakfast programs are required
to implement a food safety program based on Hazard Analysis and Critical Control Point (HACCP)
principles. The District must develop a written food safety program for each of its food preparation and
service facilities that is based on either traditional HACCP principles or the “Process Approach” to
HACCP. (The “Process Approach” simplifies traditional HACCP by grouping foods according to
preparation process and applying the same control measures to all menu items within the group, rather
than developing an HACCP plan for each item.) Regardless of the implementation option that is
selected, the District’s written food safety program must also include: critical control points and critical
limits, monitoring procedures, corrective actions, verification procedures, recordkeeping requirements,
and periodic review and food safety program revision.

(Continued)
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Child Nutrition and WIC Reauthorization Act of 2004, PL 108-265

Child Nutrition Act 1966, 42 USC § 1771 et seq.

Richard B. Russell National School Lunch Act 1946, 42 USC § 1751 et seq.

§ 504 of the Rehabilitation Act of 1973, 29 USC § 794 et seq.

Individuals with Disabilities Education Act (IDEA), 20 USC §§ 1400-1485

7 CFR Parts 15B, 210 and 220

Education Law §§ 902(b), 915, 918, 1604(28), 1709(22), 1709(23) and 2503(9)(a)
8 NYCRR §§ 200.2(b)(1) and 200.2(b)(2)

Social Services Law § 95
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SUBJECT: WELLNESS

The Clarence Central School District is committed to providing a school environment that
enhances the learning and development of lifelong wellness practices.

The District’s Wellness and Nutrition Committee (previously known as the Nutrition
Committee) is designated as the vehicle for oversight of this policy and will report to the Board of
Education as required.

To accomplish the intended goals the Board of Education:

A) Recognizes that a student’s overall emotional wellness will play one of the most important roles in
making healthy food and physical activity choices. All student guidance/support services will be
recognized as integral parts of any strides in overall wellness.

B) Requires that each building principal or “Wellness Designee” meet with the District’s Wellness and
Nutrition Committee at least annually to review wellness activities in his/her building. Written minutes
documenting these activities are to be filed and reviewed as needed by the Board of Education.

C) Acknowledges that sequential and interdisciplinary nutrition education will be provided and
promoted through formal classroom instruction. Health and wellness instruction will be instituted at
each grade level through the efforts of the building principals, the Director of Health, Physical Education
and Athletics, and the Director of Curriculum and Staff Development. “Team Nutrition” and other
valuable resources will be made available.

D) Requires that all child nutrition programs comply with federal, state and local requirements, and are
accessible to all students.

E) Requires that all snack food sold in school, on school property and in student accessible vending
machines before, during and after the school day meets rules and regulations as defined by the USDA
Federal Regulations guiding the National School Lunch program. Nutrition standards must meet or
exceed the following guidelines per individual portion: 7 grams or less of fat, 2 grams or less of saturated
fat, 0 grams of trans fat, 5 grams or less of sugar, 360 milligrams or less of sodium. Certain foods may
be exempt from these standards because they are nutrient dense. Exceptions, as approved by
administration for special events, tournaments and athletic events will be allowed.

F) Requires that the only beverages sold to students in schools, on school property and in student

accessible vending machines before, during and after the school day meet the USDA Federal regulations

guiding the National School Lunch Program and at a minimum must meet: milk with a fat.
(Continued)
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SUBJECT: WELLNESS (Cont’d.)

regulations guiding the National School Lunch Program and at a minimum must meet: milk with a fat.

content of no more than 1%, water, vegetable and fruit juices having at least 50% juice. The District’s
Wellness and Nutrition Committee will have the responsibility to review products and implement
changes should new acceptable products become available. Exceptions, as approved by administration,
for special events, tournaments and athletic events will be allowed

G) Requires that all foods prepared by the district will adhere to food safety and security guidelines.
H) Recommends that food and/or physical activity will not be used as a reward or punishment.

I) Requires that nutrition information disseminated to students, parents and staff will occur on a regular
basis. Items such as newsletter nutrition tips, lunchroom displays and web site menu and nutrition
information postings will be utilized.

J) Requires that elementary students meet or exceed the minimum requirements for physical education
as mandated by the NYS Education Department. In addition it is strongly encouraged that elementary
students have at least a brief activity period on a daily basis if no formal physical education period is
scheduled.

K) Supports that secondary schools, through a coordinated physical education and health curriculum,
will offer a variety of non-traditional physical education courses designed to promote wellness and
increase participation within the framework of all New York State standards.

L) Recognizes that staff wellness will be promoted by supporting staff to participate in wellness
activities and/or use building fitness equipment.

M) Supports using appropriate funding sources for student and staff wellness, including but not limited
to: fitness equipment, educational classroom resources, speakers and guidance/student support service
enhancements.

N) Acknowledges the need to cooperate with Parent Teacher Organizations, as well as all school and
community support groups, to accomplish wellness goals. Support groups will be encouraged to
coordinate with and assist building principals or “Wellness Designees” when planning activities.

O) Encourages all fundraising efforts and classroom celebrations to follow the District Wellness and
Nutrition Standards. Resources will be made available by the District, for teachers and parents at the
beginning of each school year to help facilitate this goal. Both fund raising and classroom celebrations
must conform to all NY'S and Federal regulations.

Adopted: 1/8/2018
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A Records Management Officer shall be designated by the Superintendent, subject to the approval
of the Board. Such Records Management Officer will develop and coordinate an orderly and efficient
records management program. This program includes the legal disposition or destruction of obsolete
records and the storage and management of inactive records. The Records Management Officer will
further 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 or
designee may comprise the Advisory Board.

Retention and Disposition of Records

The District will retain records for such a period and dispose of them in the manner described in
Records Retention and Disposition Schedule ED-1.

Special Approvals for Disposition of Records

Records not listed on a records retention and disposition schedule will not be disposed of without
the approval of the Commissioner of Education. Similarly, records that have been damaged by natural
or manmade disasters, such that the information contained in those records is substantially destroyed,
or the records constitute a human health or safety risk also require the Commissioner’s approval before
disposition.

Replacing Original Records with Microforms or Electronic Images

Digital images of public records may be stored on electronic media, and such electronic records
may replace paper originals or micrographic copies of these records. To ensure accessibility and
intelligibility for the life of these records, the District will follow the procedures prescribed by the
Commissioner of Education.

Retention and Preservation of Electronic Records
The District will ensure that records retention requirements are incorporated into any plan and
process for design, redesign, or substantial enhancement of an information system that stores electronic

records. The District will also ensure that electronic records are not rendered unusable because of
changing technology before their retention and preservation requirements are 