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LANSINGBURGH CENTRAIL SCHOOL DISTRICT

Managcerial/Confidential Employee Benefits

Managerial or contidential employees {covered employees”) will continue to receive, based on
past practice, the followings benefits:

Seetion [ — Sick Leave

1.1

12

1.3

1.4

Covered employees shall be eniitled to sick lcave as follows:

Ten month cmployecs — 15 days annually
‘Twelve month coployees — 19 days anrmally

Unused Sick leave oredits may be acoumulated, as used for retiree health insurance, as
tollows:

Ten month employees — 283 days
Twelve month eroployeos - 350 days

Supplemental Sick Leave, A covered employee who has exhausted the regular sick
feave allowance and accumulation shall be allowed additional absence from daty in any
school year to a maximum of 35 days, plus two days for each year of rorvice in the
School District. Unused supplementary sick leave shall not be cumulative. Each day
of absenve under supplementary sick leeve shall be with salary reduction at the rate of
the annual salary divided by 400 for 10 month employces, and by 520 for 12 month
employees. Absence from duty beyond the supplemeniary sick lesve allowmmee shall
be with complete loss of salary. Supplementary sick leave may be denied in specitic
instances at the discretion of the Board. Upon requcest, an employee shall be granted 2
private hcaring before the Board of Education in the event that supplementary sick
lcave is denicd.  Howcever, )] decisions of the Board of Education, or its committes,
shall be final and binding.

Whenever an employee i¢ absent from histher employment and unable to perform
big/her dutics as a result of personal Byjury caused by an accident or assault ocecurring n
the course of hister cmployment and veccived workers' compensation payment for
such absence, hefshe will be paid hisher tull salary during his/her absence trom
employment up to a period of one year, (less the amoumt of any Workers' Compensation
awurd made for tomporary disability duce to said disability) and no part oi'such absence
shall he charged to his/her annua) sick leave or acoumulated sick leave, Physician's
verification shall be supplied upon request.




t.5

1.6

1.7

1.8

1.y

o521

A pool sick [eave shall be established to supplement or exfend the present practice of
granting 35-1/2 days of supplemental sick lcave. This pool shall be filled by voluntary
contributions Irom covered employees, Lhe Supcrintendent, the Assistant
Supcrintendent, and the School Business Official of any portion of their own sick leave,
Coniributions to the pool may be made at any time during the school year on a form
approved by the Superimtendent or designee. Use of the sick leave pool is contingent
on availability of donated days. Applications to borrow from the sick leave pool will
be made to the Superintendent or designes. The Supcrintendent or designee will serve
as trustee of the sick leave pool, and all decisions relaling to applications for borrowing
will be made by them, in their sole discretion. Employees who have dzawn on the pool
will make prompt repayment of the days borrowed. When a covered cmployee dics, or
leaves the employment of the District due to resignation, any of hisfer sick Teave may
be added to the sick leave pool with option of the employce to donate histher time,

A statemient shall accompany the first paycheck in Seplember for all 10 month
employees and in July for all 12 month cmployees indicating the amount of cach
employee's accumulated sick leave.

The Superintendent may, after three days of consecutive absence, require a physician's
slatement to certify the use of sick leave. The certification may be by the employee's
physician or the District's physiclan at his option.

Porronal Iliness. An employce whose personal illness extends beyond thal covered by
siclc leave provisions will be granted a leave of absence without pay for such time as is
necessary for complete recnvery from such illness for a period not to exceed two years.

Payout of Sick Leave., At the time of retitement from this School Disirict, accumulated
sick leave will be given a dollar value and the amount so calculated will be used by the
District to defray the cost of medical insurance for as long as such sum shall fast. For
any employee retiring on or after October 1, 2017, the cash halance resulting from the
conversion of accumulated sick leave shall be applied to the cmployee’s share of the
premium for retirce health insurunce coverage until that balance is exhausted, at which
time the employee shall pay his/her share and the District shall pay its share.

1.10 The District agrees to pay the retirecs’ health insurance costs at the following rates:

A. 50% for individual coverage
B. 35% for family (dependents) coverage

.11 At the discretion of the Superintendent comp time may be awarded to those individuaals

who work beyond the normal scope of the workday. Use of such comp time shall be
approved by the Superintendent or designee.
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Section 2 — Person

2.1 FRach school year, covered employecs may usc uop to three days (four days in the case of
12 month cmployces) against the accumulated sick lcave credits for the transaction of
personal business that cannot be accomplished at times other than during school hours.
Application for use of such leave, cxeept in an emergency, shall be made no less than:
48 hours in advance of each anticipated absence, The employee need only state that the
leave iy [or porsonsl reasons. :

2.2 Peorsonal feave may nol be used for days immediately preceding or following a vacation.
or holiday without the prior approval of the Superintendent or his or her designee,

Sectian 3 — Relivious Leave

3.1 Each year, three days of leave wilh pay will be granted to any covered employee who
wishes to observe traditional and customary religious holidays where abstention from
work s required by the official rules or Jaws of that person's religion. These days of
absence must be those rocognized by the Coramissioner of Lducation 85 "Days of
Religious Obacrvance” and the employee involved must be willing to have the Board
verify his or her being @ practicing member of such a religlon,

Section 4 — Sury / Lepgl Leave

4.1 Time nocessary for appearance in any [egal proceeding counceted with a covered
employse’s employment or with the sehool system, or the performance of jury duty, or
because hefshe has been subpoenaed in a legal matier in which he/she is not legally
personally involved will be granted. An employec taking such leave shall teimburse
the District for any fees he/she received as a juror or witness.

Section 5 — Beregyement Leay

5.1 In the event of the death of the covered employec's spouse, child, parents, or pervon
who served in fact as parent or guardian of the employee, grandchild, parent-in-law,
sibling, sibling-in-law, grandparent or grandpurent-in-taw, person residing in the
immediaie houschold of the covered employee or person wheo served in fact as parent or
covered employee's spouse, & covered cmployee shall be granted up to five days per
oceuzrence.

5.2 Tn the cvent of serjous illncss requiring the covered employee's bedside or househoid
aitendance of a spouse, child, parent, sibling, sibling-in-luw, gnardian, grandparent,
grandchildren, pareat-in-law, person who scrved in fact as parent or covered caployee's
spouse, or gny telative lving in the tmmediate household, the covered employoe shall
be granted up o threc days paid leave, Dlays taken in excess of three duys shall be
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charged sgainsi the covered employec's sick leave vredits.

Section § — Holiduys
6.1 Twelve month, full-time employecs will be granted the following holidays with pay:

Independence Day Christmas Day

Labor Day New Yeat's Day

Columbus Ty Martin Luther King's Rirthday

Fleetion Day (unless Washington or Lincoln's
schog] is in session) Birthday (whichever is

Veteran's Day obscrved by District)

Thanksgiving Day Good Friday

Friday after Memorial Day

Thanksgiving Christmas Eve

6.2 Ten month employees will be granted the following holidays with pay (such pay equal

the mumber of assigned hours in the regular work schedule):

Cotumbus Day New Yeur's Day

Election Day (unless Martin Luther King's Birthduy
school is in scssion) Washington or Lincoln's

Veteran's Day Birthday (whichever ia

Thanlesgiving Day observed by Distriet)

Friday after Good Friday

Thanksgiving Memorial Day

Clristmas Day

63 Hmployecs will be provided one floating holiday, Twelve month, full-time emplayeces

may select a day subject to the approval of the ecmployee’s mmmediate supervisor. Ten
month employees and less than full-time employecs shall receive one regular day’s pay
in licu of time oif with pay.

Suetion 7 — Parental Leave

7.1

Lmployees hired prior to July 1, 1993. A covered cmployes muy request an unpaid
leave of absence for up to two years, to begin with onc yesr after the delivery or
adoption of a child. There may be one reguest to extend a leave of absence of less than
two years to the muximum of two years. The employee shall notify, in writing, the
superintendent or bis or her designee of the intent to take such Jeave 60 days prior to the
anticpaled commencement of the leave. The application shall state the dates of the
anticipated commencement and termination of the fcave,

7.2 'Bmployces hired on and after July 1, 1993, A covered employce may request an unpaid

Jeuve of abscnce for up to two years, to begin within one year after the delivery or
adoption of’ a child. All teaves under {his paragraph will terminatc on June 30, The

4
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omployee shall notify, in writtng, the superintcndent or his or her designes of the intent
{0 lake such leave 60 drys prior to the anticipated commencement of the teave, The
application shall sfute the dste of the anticipuied commencement of and a {etmination
daie (which shall be eithcr the next June 30 or the June 30th of the following school
year), Amy request to exiend a leave ol abscace of less than the maximum duration
shall be made prior to March 1,

Segtinn 8 — Health Insurance

8.1 Medical Insurance

8.1.1 The District will maintain voluntary medical insurance (hrough the R-C-G llcaith -
Insurance Trust Blue Shkield PPO plan.

8.1.2 All covered employees hired prior to July 1, 2003 shall contribute 10% of the
premium for individual, two-persou, and family health insurance coverage.

8.1.3 All covered employees hired on or after July 1, 2003 but before July 1, 2006 and
the treasurer shafl contribute 15% of the premium for individual, two-person and
family health insurance coverage.

8.1.4 The District will provide for an individual and family dental plan.

8.2 Insurance Buyout

8.2.1 Employees who have alternate health insurance coverage from an employer other
than the District and who elected to withdraw from the Districl health Insurance
plan for the 2010-2011 schoo! year shall be entitled to receive an annual buyonl
puyment equal to the amount they were cligible to receive in the 2010-2011
sehool year, for 28 long as they continunousty maintein their clection to reccive the
buyout.

822 Lmployees cmployed who have zltcrnate health insvrance coverage from an
employer other than fhwe District and have elected to withdraw ffom the District
health insurance plan for the first tie, or who have re-clected a buyout after
having participated in the District health insurance plan, for any school year after
2010-2011 ghall be entitted to reccive an amngal buyout payment of §4,000,

82.3 The buyout paymenis described in the above sections shall be made in two equal
payments in Japuary and I Jume. No buyout payment will be made for
dvclination of dental or vision plans, '

B.24 In the cvent of a withdrawal other than at the beginning of a school year, the
payment shafl be pro-rated. In the event a covered employce who has reccived
the benefit provided by this ssetion leaves THstrict service prior to the end of the
school yeasr, he or she shall refund to the District the pro-rata portion of the
benefit for the balance of the school year A covered employee, having
withdrawn or declined coverage, may rejoin the plan during a school year if he or
she Inscs such eliernate heallh insurance coverage (&) in accordance with the mles
and regulations of the District's health insurance carrier and (b) after having
repaid to the Distiict the proaited portion of sums received atwibutable 1o the
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balance of the school year. A covered employee who elects o receive the benelit
provided by this scetion shall continue w0 be cligible to receive the benefit
provided he or she is enroled in the District's health insurance plan on the day
prior to retirement.

8.3 Retirees. The Disirict agrees to pay the heulth insurance costs of retirees who, at the
time of retirement have completed 10 years of service to the District and are covered
employces, at the following rates:  50% percent for individuat and 35% percent of the
additional cost for family (dependenis) coverage.

8.4 Cafeteria Plan, The District will maintain a Caleteria Plan for covered employees.

Section 9 — Salgry and Longevity Payments

9.1 The salaves of covercd employees shall be sct by a resolution of the Board of |
Education passed at o before the annual orgenrizational meeting.

July 1, 2023 - z raise of 3% upon the cmployes’s base salary
July 1, 2024 — a raise of 3% upon the employce’s base salary
July 1, 2025 — a raisc of 3% upon the employce’s base salary

9.2 TLongevity payments shall he payable upon the completion of the year specified below,
retroactive to July 1 of the fiscal year in which the year of scrvice as a District
eniployee was completed. Said payments shall be incorporuled into the base salary in
the year in which it is paid:

10 years - $1,000
i5 ycars - $1,500
20 years - $2,000
25 years - $2,500

93 Effective July 1, 2017, the District will require direct deposit of employee’s paychecks
to the bank account specified by the cmployee. It will be the responsibility of the
employee to contact the District payrofl office and complele the papcrwork necessary 1o
establsh such dircet deposit.

Sectign 10 .. Vacation
8.1 Acerual

Full-time, twelve month covered employoes shali be entitted to the following vacation
days:

Tn first year, through fifth year - 15 days
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After fifth year, through tenih year - 20 days
After tenth year - 25 days

10.2 Vacations shall be scheduted during the period from the close of schoot in June through
the month of August unless mutually agroed with the Superintendent. No vacations
may be tken in the last week of August (ie,, last five working days),

10.3 Ten month covered employces shall receive 7' days of vacalion pay.

10,4 Covered cmployees who have been employed lcss than one year, but st jeast three
monlhs prior to June 30th of the school year in which they are appointed, will be
granted vacalion lcave on a pro-rated basis from the cifective date of appointment
through June 30¢th,

10.5 Vacation days must be used in the year in which they acome. Covered employees may
carry-over o more than five (5) accrued but unused vacation days to the following year
and may elect to be paid at their per diem rate of their then current annual salary for up
to five {5) accrued but unused vacation days, with approval of the superintendent, All
other noused time is forfeited annually. Requests to rollover vacation days must be
submitted by June 30™ or earlicr. Unused vacation days will be calculaled as of June
30",

11.1 Upon the recommendation and approval of the Supcrintendent, in his or her discretion,
a ¢overed employce may be given permission lo attond professional conferences,

11.2 A covered employee may reecive reimbursement for his or her actual costs of travet to,
eals dering, and attendance at such appraved professional couferences. Bvidence of
the expensc shall be required to process payment.

Sectfon 12 — Evaluations

12.1 Covered employees shull be cvalmaicd at least once euch school year hy the
superintendent and/or school business official. Such evaluation shall be bused on
performance measured against job dulies, Each employee shall receive a copy of their
performance evaluation.

Adopted: Angust 28, 2007

Ainended: May 23, 2011

Amended: Sepiember 14, 2015

Amended with Revistona: July 10, 2017
Amended with Revisions: August 26, 2019
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Amended with Revisions: November 25, 2019
Amended with Revisions: May 24, 2021
Amended with Revisions: Decersber 20, 2021




Board Resolution for lune 20, 2023

Be it resolved that the Board authorizes the Purchasing Agent to dispose of the following assets:

‘Manufacturer|  Type  :  Model | Asset HD?
| Brother 1 Printer  iHLi2380DW| 210262 | -

| Tosioa i Laplop Computer | ~LEOB | BE008RSAC i
'_fq_si_t;_am . Laptop Computer | .L_.-qqg __1 'BEQ9B014C |

_ Tosba i Laplop Compuler |~ 1-508 [ 8508018C |

[ T R A s T

__HP_ iDeskiop Computer| 6200 ! 212113

W
W
| WP {Lepiop Computer: 45308 _.;cmu-ma-;aa(n W
! ) Tos;ba_" 1La:;vlc:vp Computerl L»EGB. ; .21'1325'_“ _; W
| Toslba tLaptmp Computer | L-50B | 212863 W
‘ Toslba‘  Laptop Computer ) L-SBB __55““210{186 W,
Tossba_ Laptop Computer . ;7-:59“3_. .'._215788_._‘_5;‘\!?_.'&
. Tosiba _ lLaptop Computer © LB | 210801 : W !
| Tosba _ILlapiop Computer ! 'LS0B | 215500 [ W
i Tosba ' Laptop Computer | LS0B | 210205 | W]
| WP iDesktop Computer] 6200 '} 212042 | R
| .. HP___ iDeskop Computer; 6200 1 212069 'R |
R
" WP iDesktop Camputer! 6200 “3 21207 | R

_ HP_‘ {Desktop Computer' . B0 212081 i R
W Desktop Computer ) s'gq_q____.__s" 212082 | R
3 Smart 'iDocumentGamera, ..280 | 201524 -

Eéfé;-?

201541 oy
201488

Sony i Projector | VPLES? |
_Tosba | Laptop Computer; " L&0B | BE09G036C {
_HP'_ " [Laptop Compuler | _ 41508 _ jONUDTZ3Q1D}

|
u Smart }Document Cameraj 2680 i
I

[ WS S S I SR SV BN

e ke
H R A




Cowrective Action Plan
2021-22 Risk Assessment Amended
Revised 6/25/23

The Lansingburgh Central School District hired Marvin and Companry us the district’s internal
anditors 1o review internal conirols and to conduct a risk assessment., They included various
recommendations in the Risk Assessment Reporl, The district has tindertaken & corrective aclion
plan Lo address these concerns,

The contact person responsible for all corrective actions is Linda Klimme, Business Administrator.
Payroll

Recommendation: Users should not have access to make changes to their own payroil related
information.

Action Plan Response: The Business Administrator will roview the Payroll Change Anulysia
report when certifying payroll.

Amnticipated Completion Date: Qclober 1, 2022

Recommendation: The District should implement the use of a comprehensive checlkdist for new
hircs personne] filey.

Agtion Plan Response: The District will create a comprehensive cheeldist of all pertinent
documents that should be kept in an employce personndl files.

Anticipated Completion Date: June 30, 2023
Cash Receipts and Bank Reeonciliation Process

Recommendaiion: The District should consider a policy for writing off uncollectible account
receivabie balances.

Action Plan Respotse: The District will prepare and present a proposed policy to the appropriale
comrniftes for consideration,

Anticipated Compietion Date: Qetober 1, 2022
Cash Disbursementy

Recommendation: The Purchasing Agent should contirue to monitor purchases made without a
purchuse order and cnsure the purchasing depariment is kept apprised of siteations when
purchase orders were not used and did not meet the criteria of an urgent or unexpected purchase.

Action Plan Response: The Purchasing Agent will continue % mowitor all prirchases with a
purchase order.

Auticipaled Completion Date: June 30, 2023



Bank Recongiliations

Recommendation: The individual preparing the bank reconciliation should signoff and indicate
the date the reconciliation was performed. The individual reviewing the bank reconciliation
should signoff and indicute the date of their roview.

Action Plan Response; The Treasurer will note the date the bank statements ave reconcited. The
Business Administrator will initial and date when the reconciliation i3 reviewed.

Anticipated Completion Date: October 1, 2022
Fxtreaciassroom Activity Fund

Recommondation: Profit and loss statements sheuld be required for all fundraising events and
provided to the Central Treasurer. These statemoents should be complete sad reconcile the aciyal
cash collected to the amount deposited as well as the expenses incurved lor each fundraiscr. The
profit and Joss statements should also indicate leflover “inventory” from fundraisers that may be
uble to be uscd in futere fundraisers.

Aclion Plan Response: Appropriale traiting will be provided to class advisors and studenls on
how to prepare a profil and loss statement as well as how fo reconeile the statemeni with the
checkbook,

Anticipated Completion date: June 30, 2023

Recommendation: Prior profit and 1oss stalements should be reviewed in determining whether a
fundraiser is viable. -

Action Plan Response; Incorporate this decision making in training mentioned above.
Anficipated Completion Date: June 30, 2023

Revommendation: The person who reconciles the bank statement should not also have check
signing authority, and be responsible for maintaining the records.

Action Plan Response: The Treasurcer will reconcile the bank statement.
Anticipated Completion Date: October [, 2022

Recommendation: The Club should reconcile the Club’s ledger to the Central Treasurer’s ledger
on at least a quaricrly basis and communicated whether they agree.

Action Plan Response: This task will be assigned to the Chief Faculty Auditor
Aunticipated Completion Date: October I, 2022

Recomumendation: Per the NYSED (Guidance, a Chief Faculty Auditor should be appoinied
annwally. The fzcully auditor will call in the ledgers kept by the student activity treasuver at least
iwice ¢ year, on a rotating basis, in vrder & comparo the balance as shown on the central
iroasurcr’s report with the balance recoded in the ledger of the stadent aclivily reusarer, They
should also exuming various transactions end paperwork to defermine if correct procodurcs are
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being used. They shall certify on these pages the accuracy of the entries pusted and the availablo
bakunces Histed.

Aglion Plan Response: Appoint 8 Chief Facully Auditor
Anlicipated Completion Date: October 1, 2022

Recommendation: Per the NYSED guidance, each club should annually budget receipts and
disbursements und a copy filed with each the chiief faculty advisor, central treasurcr, faculty
advisor, and siudent activity treasurer,

Action Plan Response: Include this in the training for Club advisors and students.
Anticipated Completion Date: Oclober 1, 2022
General Ledger Access Levels

Recommendation: The District’s IT profossional should be the only user with administrative
rights. All other users should be given rights ouly to these modules (and the specific functions
within those modates) that are required to perform their job dutics and override privileges should
be restricted to onlky appropriate business office staffl

Action Plan Response: The District IT will be the only departnient with administrative rights.
Anticipated Coinpletion Date: October 1, 2022

Recommendation; User Access rights shoukd be reviewed periodically.

Action Plan Respense: The Administrator will review the rights.

Anticipated Completion Date: October 1, 2022

Grant Compliance

Recommendation: The Districi should continue to perform the certificutions (wice a yeur for
cmployees coded 100% to federal programs and should add the requirement to obtain these
certifications memthly for these employees coded less than 100% to federal programs

Action Plan Response: The Percentage changes of employees with less than 100% does not
vhange from month to month, Obluining confirmation twice per year is adequate for ibhe districl,

Anticipated Completion Date: Junc 30, 2023
Other
Recommendation: Tho District should provide employees wilh job deseriptions and expectations

Action Plan Response: This is an ongeing project by the newly rcorganized Human Resources
Dept.
Anticipated Completion Date: June 30, 2023




Recommendation: The District should implement a policy where they have stall cvaluations
with staff members on a periodic basis.

Action Plan Response; Thid is an ongoing project by the newly rcorganized [lnnan Resources
Dept,

Anticipated Complelion Date: June 30, 2023

Recommendation: The Disirict should implement 2 procedure where they document their review
of the Speckd solutions billings to cosure they are complete.

Action Plan Response; The District is purchasing an add-on medule to Froatline IET which will
allow for documenting roviews.

Anticipated Completion Date: June 39, 2023

“Recommendation: The District should iraptement a policy where they revicw their annual
purchases in the aggregate [ur compliance with the competilive bidding regnlations.

Action Plan Response: The District will prepure and present a proposed policy to the appropriale
commmittee for consideration.

Anticipated Completion Date: June 3, 2023
Recommendation: The District should limit the number of vendors whe have 8 nianing balance,

Action Plan Response: The District continue to work with its departments to reduce the number
of apen sccounts,

Anticipated Completion Date: June 30, 2023
Information Technology

Recommendution: The District should ercate a policy for perfonmning petiodic risk asscssments
and work with & skifled professional to schedule an assessment,

Action Plan Response: The District contracts with its local BOCES for phishing tests. Director
of IT attends Cyber Securily information sessions af our local Regional Information Center along
with other relevant training opportunities.

Anticipated Completion Date: June 30, 2023

Recommendation: The District should implement an auta-lock featyre for a set period of time no
mote thaa 15 minutes or get into the practice of locking it manually consistent with the operating
system being used,

Action Plan Response: The District tried to implement this recommendation on twa separate
occasions and both were unsuccessful due lo negative fecdbaclk from teaching stall, Sessions
Tocles were set to 30 minutes and 45 minutes. Due to leaching schedules, a lock in the middle of .
clags time or instruction is time consuming and a distraction 1o both the teacher and the students,




TT stafT have since cmphasized and continue to communicate that the end user manually or “self
locking” the workstatdon when it is not in use is the recommended bost practice.

Anticipated Completion Dute: June 30, 2023

Recommendation: The District should update or create s policy regarding restrictions of USB
for business use. 1{ the District must allow theni then the District should have control over the
inventory and not allow cmployees to use their own USB Devices

Activn Plan Reaponse: The District will creale 2 policy regarding restrictions of UISB use within
the district for the policy commiltee to consider.

Aaticipated Complelion Date: Junc 30, 2023

Recommendation: The District should seek out an ISAC that aligns to its business model and
leverage the available tools on the market to enable a threal intelligence capability for the
Distriet,

Action Plan Respouse; The Digtrict i8 partnered with NERIC which is considered an 1SAC for
the education ficid,

Anticipated Completion Dater October 1, 2022

TRecommendation: The District should remove administrative access or limit the use of
administrative access only for thuse oceasions where it is needed.

Action Plan Response: The District limits the use of administrative aceess to District Office
employees based on work requircments.

Anticipated Completion Date: October 1, 2022

Recommendation: The District should implement a proccss to review the recovery processes
and procedurcs annially.

Agction Plan Response: The District recently created a process that includes daily review with on
demand date recovery which verifies our procedures and systems. '

Anticipaled Completion Date: October 1, 2022




