Please be advised that the District's Policy Manual developed with Erie 1 BOCES Policy Services is not
to be interpreted as the rendering of legal advice. Application of Board policies to specific situations
may necessitate consultation with ®ehool Administrators/School Attorney to address the particular
circumstances.

FOREWORD

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

Policy is defined as a basic plan of action. It establishes limits within which freedom of judgment
can be exercised.

Policy is a goveming 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 fornialvoer.

Policy should accomplish the following:

a) State a position taken by the District;

b) Grant the authority to act;

c) Be sufficiently detailed to give adequate direction;

d) Be achievable within the real environment of the schoolcanamunity;
e) Provide for impartial procedures.

In addition to the adopted policies, the operation of the School District is governed by and subject
to all applicable Laws, Regulations of the Commissioner of Education, Civil Service requirements,
Boardof 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enactment, all other parts shall remain in full effect unless aridthey are amended or repealed by
the Board of Education. The official record of the adoption, amendment, or repeal ofléveskgnd

policies of the Alden Central School District shall be the minutes of the meetings of the Board of
Education.
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PHILOSOPHY STATEMENT

In preparing individuals to develop thdullest potential for living in the society of today and
tomorrow, the Board of Education and 8taff of the School District:

Recognize their responsibility to help meet the physical, intellectual and emotional needs of
children; particularly the nels to inquire, learn, think, and create; to establish aesthetic,
moral and ethical values; and to relate satisfactorily to others in social situations involving
family, work, government and recreation.

Accept primary responsibility for giving studergsmastery of the basic skills of learning,
thinking and problensolving; for teaching them to use the various media ofesgifession;

for instilling in them a knowledge of the social and natural sciences; for acquainting them
with the richness of our higage; and for stimulating them to productive work in the various
areas of human endeavor

Acknowledge the importance of their supplemental role to the home and other social
agencies in developing habits and attitudes which makeffective personal living, the
maintenance of optimum physical and mental health, and the establishment of sound moral,
ethical, and aesthetic values.

Realizing that education, as here defined, is a lifelong process, the School System seeks to orient
its graduates toward various types of pestondary education and further formal training and study of
many types; and to provide educational opportunities particularly suited to the needs of adults, both as
individuals and as citizens in a democracy.
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2014 1110

Bylaws

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

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

The Legislature of the State has implemented this constitutional mandate through the cfreation o
school districts of various types. The Alden Central School District is governed by the laws set forth for
Central School Districts in Article 37 of the Education Law.

The Board of Education is the corporate body charged with the general control, management, and
responsibility of the schools of the Alden Central School District. As such, it possesses those powers
and duties set forth in law.

The Board of Education isuthorized to act as a body duly called in session. Individual Board
members have no authority over school affairs.

Education Law8§ 2, 1501, 1604, 1701, 1709, 1804, 2502, and 2503

Adopted: 6/21/07
Revised: 12/18/14



2007 1130

Bylaws

SUBJECT: NUMBER OF MEMBERS AND TERMS OF OFFICE

The Board of Education of th&lden Central SchoaoDistrict shall consist ofevenmembers
elected by the qualified voters of the School District at the annual election as prescribed by law.

Members of the Board of Education shall serve for five years beginning July 1 following their
electionor upon the taking and filing of the oathoffice and each term shall expire on the thirtieth day
of June of the fifth year.

Education Lawg§ 1602, 1702(1), 1804(12105and 2502

Adopted: 6/21/07



2007 1210

Bylaws

SUBJECT: BOARD OF EDUCATION MEMBERS: QUALIFICATIONS

A Board member of the Alden Central School District must meet the following qualifications:

a)
b)

c)
d)

e)

f)

9)

h)

A citizen of the United States;
Eighteenyears 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 year
prior to the election;

Cannot be an employee of the Alden Central School District;

The only member of his drer family (that is, cannot be a member of thme household)
on the Alden Central School 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.
In central school districts, however, a Board member may be appointed clerk of the Board
and of the District.

Must not have been removed from a school distffate within one year preceding the date
of appointment or election to the Board.

Education Lawg8§ 1804(1), 1950(9), 2101, 2102103, 21031, 2130(1), and 2502(7)
Public Officers Lawg 3
Town Law§ 23(1)

Adopted: 6/21/07



2018 1220
1of2

Bylaws

SUBJECT: BOARD OF EDUCATION MEMBERS: NOMINATION AND ELECTION

a)

b)

9)

h)

)

Candidates for the office of member of the Board of Education shall be nominated by petition.
Such petition shall be directed to tB&rk of the School District, shall be signed by at least 25
qualified voters of the District, or by 2% of the number of voters who voted in the previous annual
election, whichever is greater. Such number is to be determined by the number of persoed record
on the poll list as having voted at such election, shall state the residence of each signer, shall state
the name and residence of the candidate and terms, and describe the vacancy on the Board o
Education for which the candidate is nominated for tiedins or for unexpired portions of such
terms. Each petition shall be filed with the Clerk of the District not later than the thirtieth day
preceding the election day at which time candidates so nominated are to be elected.

The notice of the annual Digt meeting must state that petitions nominating candidates for the
office of member of the Board of Education must be filed with the Clerk of the District no later
than the 30 days preceding the election at which time the candidates so nominateed alected.

Voting will be by machiner paper ballgtand provisiorwill be made for the election by "write
in-vote" of any candidate not previously nominated. The position of candidates on \vdllbis
determined by lot at a drawing conducted bg District Clerk on the day after the last filing.
Candidates or their proxies may be present for the drawing.

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

The position of candidates on ballots shall be determined by lot atvengraonducted by the
District Clerk on the day after the last filing. Candidates or their proxies may be present for the
drawing. The candidates receiving the largest number of votes shall be declared elected in
accordance with Education Law.

At leastten days prior to the election, the Board shall appoint at least two inspectors of election
for each voting machine or ballot box and set their salary.

The District Clerk or his or her designee shall oversee the election and the Clerk and/or tis or he
designee shall record the name and legal residence of each elector.

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

No electioneering will be allowed within 100 feet of the pollihace.
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 begins his or her term of office
immediately upon election and the taking &itidg of the oath of office.

(Continued)



2018 1220
20f2

Bylaws

SUBJECT: BOARD OF EDUCATION MEMBERS: NOMINATION AND ELECTION
(Cont'd.)

k)  Only one petition may be submitted by each candidate.
[) If there is aie vote for a Board seat, the District must have aoffielection within 45 days. The

only candidates in a ruoff election are those who tied. No new nominating petitions are required
[Sections 2034(10), 2610(6)].

Education Lawg§ 2004, 2018, 2022029, 2031a, 2032, 2034(7)(d), 2105(14), 2121, 2502,
2602, 2608(1)and 2610

NOTE: Refer also to Policy #1631 Voting Machines

Adopted: 6/21/07
Revised: 2/3/11; 12/18/14; 2/1/18



2007 1230

Bylaws

SUBJECT: REPORTING OF EXPENDITURES AND CONTRIBUTIONS

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

Required contribution statements shall include:

a)

b)
c)

d)
e)
f)
9)

h)

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

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

If that transferor, contributor or person is a political committee as defined in Secti@914
of the Election Law;

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 expendite.

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 withir20 days after the election.

Any contribution or loan in excess of $1000 received after the close of the period covered in the
last statement filed before the election (b above) but before the election itself shall be reported within
24 hours after receipt

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 Lang8§1528 and 1529
Election Law§ 14-100(1)

Adopted: 6/21/07
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Bylaws

SUBJECT: RESIGNATION AND DISMISSAL

Board members may resign at a District meeting of residents (i.e., the annual meeting, not a regular
Board of Education meeting) or by filing a writtegsignation with the District Superintendent of the
Supervisory District who must endorse his/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 School 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 BOGHiIstrict Superintendent). The School Board has no authority
to act upon a request to withdraw a resignation.

The resignation shall take effect upon the date specified in the letter of resignation; however, if no
effective date is specified, it shall &alkffect on the date of delivery to or filing with the District Clerk.
If an effective date is specified in the letter of resignation, such date shall not be mao8@ tzys
subsequent to the date of its delivery or filing.

It shall be the duty of eadhember of the Board of Education to attend all meetings of the Board
and, if any member shall refuse and/or neglect to attend three consecutive meetings of the Board after
having been regularly notified and a satisfactory cause for eaeattemtance isat 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
reguktion of the Commissioner. The Board of Education 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 |lekstslidefore the time designated
for a hearing on the charges; and the Board member shall 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 School Distriefusal 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 shall
be only for a term ending with thext annual election of the School District at which time such vacancy
shall 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 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 @igpelection for filling a vacancy. When
such special election is ordered, the vacancy shall not be otherwise filled.

(Continued)
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Bylaws

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 shall be ineligible to appointment or election
to any office in the District for a period ofie year from the date of such removal.

Education Lawg8 306, 1607, 1706, 1709(17)(18), 1804(1), 2103(2), 2109, 211P, 2113, 2502, 2503,
and 2553
Public Officers Lawg8830, 31 and 35

Adopted: 6/21/07



2007 1300

Bylaws

SUBJECT: CONSULTANTS

The Board of Education recognizes that the District may at times have need for consultants from
outside the school system concerning the education program, construction, spetiigs needs.

It is therefore the policy of the Board of Education that such consultants shall be hired only upon
approval of the Board of Education and/or upon the recommendation of the Superintendent of Schools.

Adopted: 6/21/07



2007 1310

Bylaws

SUBJECT: POWERS AND DUTIES OF THE BOARD AND ITS OFFICERS

a) The Board of Education shall exercise the powers and duties enumerated in New York State
Education Law principally Articles 33, 35 and 37, and by other applicable Federal and State laws
and by Commissionertegulations.

b) Although each of the enumerategsponsibilities belongs ultimately to the BoafdEducation,
their definition and fulfillment requires the widespread cooperati@ministrators, teachers and
lay citizens if they are to represent an expression of community wishes, as well asti@mesle
professional expertness, wisdom, experience, and research.

c) The basic responsibilities of the Board of Education members shall include:

1.

A A T

o

10.

Developing a philosophy of education and providing citizen leadership in determining the
goalswhich public education in their community should strive to attain.

Developing and determining sound written policies which will assist in developing and
improving the curriculum to implement better the philosophy and goals of the District.

Evaluaing the educational program of the schools as a continuing process.

Establishing conditions which will attract and retain an excellent professional staff.
Providing adequate financing for present needs and future plans of the total program.
Providing good physical facilities and equipment for carrying on the educational program.

Maintaining a program of public information for community understanding of the school's
program policies.

Providing necessary student services.

Engagng in selfimprovement programs and activities for the purpose of rendering better
Board of Education service.

Considering the recommendations submitted by the Shared Decision Making Committee and
other committees of the District.

Education Lawg8 1709

Adopted: 6/21/07



2016 1320

Bylaws

SUBJECT: NOMINATION AND ELECTION OF BOARD OFFICERS AND DUTIES OF
THE PRESIDENT AND VICE PRESIDENT

Board of Educationfficers will be nominated and elected by B@ard at itannualorganizational
meeting for a term of one year. They will take their oath as officers at this meeting along with newly
elected members.

The elected officers of the Board are:

a) Presidentand

b) Vice President.

Duties of the President of the Board of Education

ThePresident's dutiesiayinclude the following:

a) Presides at all meetings of the Board;

b) Calls special meetings as necessary or on request;

c) Appoints members to atlommittees of the Board,;

d) Serves exofficio 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 of Education
The Board may i its discretion, elect one of its memb¥ise Presidentwhowill have the power

to exercise the duties of tiReesidentin case of thd’resident'sibsence or disabilityf the presidency
becomes vacant, théce Presidenwill act as president until Rresident is elected.

Education Lawg§1701,1804,2105(6) and 2502

Adopted: 6/21/07
Revised: 12/18/14; 6/2/16
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Bylaws

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 District, and the community. These appointments usually take place at
the Annual Organizational Meeting.

The followingwill be appointed annually

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

9)
h)

District Clerk;

District Treasurer;

Deputy Treasurer;

Tax Collector;

District Auditors (independent and internal);

Central Treasurer, Extraclassroom Activities Account;
Faculty Auditor, Extraclassroom Activities Account;

Audit Committee.

The following must be appointed but need not be reappointed annually

a)
b)
c)
d)
e)
f)
9)

Census Enumerator;

School Physician/Nurse Practitioner;

Attendance Officer,

Committee orBpecial Education and Committee on Preschool Special Education;
Records Access Officer;

Records Management Officer;

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

(Continued)
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Bylaws

SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD

h)

(Cont'd.)
Civil Rights Compliance Officer(s) (coordinates the Diswi&fforts to comply with civil
rights laws such as Title VI, Section 504, the Americans withdilisas Act, and the Age
Discrimination Act);

Title IX Coordinator(s) (coordinates the Distrscefforts to comply with Title IX; when
appointing, District mustdesignate and authorizthe Title IX Coordinator(s));

Liaison for Homeles€hildren and Youth (McKinneyento Liaison);
Chemical Hygiene Officer;
Dignity Act Coordinator (one in each building);

Chief Emergency Officer.

The following may also be appointed

a)
b)
c)
d)
e)

f)

School Attorney;

Claims Auditor (an appointment with salary);
Internal Auditor;

Insurance Advisor;

Bond Counsel;

Comptroller, Extraclassroom Activities Account.

Designations

July:

The following designations will be made by the Board at the Annual OrganiZatieeding in

a)
b)
c)
d)

Petty Cash Fund(s);
Official Newspaper(s);
Official Bank Depositories;
Official Bank Signatories;

(Continued)
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Bylaws

SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD

(Cont'd.)

e) Purchasing Agent;

f)  Certifier of Payrolls;

g) Designated Educational Official (DEO) to receive court notification regarding a student
sentence/adjudication in certain criminal cases and juvenile delinquency proceedings;

h)  School Pesticide Representative;

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).

Authorizations
1ul The following authorizations will be made by the Board at the Annual Organizational meeting in
uly:

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

b) Superintendent to approve budget transfeithin limits prescribed by Commissiorer
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) Other(s) as deemed appropriate/neagssa

McKinney-Vento Homeless Education Assistance A&ct22, as reauthorized by the Every Student Succeeds
Act (ESSA) of 2015

29 CFR §1910.1450

Education Law 88 305(31), 1709, and 2503

8 NYCRR Part 185

21 NYCRR Parts 1401, 9760

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 1/19/12; 3/7/13; 5/16/17; 3/31/21



2007 1331

Bylaws

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 yedihe Clerks duties include the following:

a)

b)

h)
)
)
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, obtaine\agf 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 of Education;

Sends notices of special meetings to members of the Board; camdasmmunicates 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 ugo-date record of Board policies and-layvs;

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 coamgle with the requirements of the State
Education Law;

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

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

Calls all meetings torder 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 ofatfise. The District Clerk shall perform such other
duties as may be assigned from time to time by the Board.

Education Law § 2121
Public Officers Law 8§ 10 and 104

Adopted: 6/21/07
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Bylaws

SUBJECT: DUTIES OF THE SCHOOL DISTRICT TREASURER

The Treasurer is appointed by the Board of Education 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 reportand statements concerning District finances, the District Treasurer shall perform other
specific tasks as follows:

a)

b)

c)
d)

9)

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

Pays all authorized obligations of the District as directed, including payments of bond
principal and interest;

Maintains proper records and files of all checks, and approved payment of bills and salaries;
Makes all such entries ampasts to all such financial ledgers, records and reports, including
bond and note registers, 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 agains
the District's funds;

Safeguards either his/her electronic sigme and/or the cheglgning machine and
signature disk, personally overseeing all preparation of checks;

Assumes other duties customary to the office.

Education Lan8§2122, 2130 and 2523
9 NYCRR§540.4

8 NYCRR88170.2(g), 170.2(0) and (p)
Locd Finance Lawg§163 and 165

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 3/6/14
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Bylaws

SUBJECT: DUTIES OF THE TAX COLLECTOR

The Tax Collector is appointed annually by the Board of Educatiostaibe covered by a bond.
It shall be the responsibility of the District Tax Collectop&form the following duties:

a)
b)
c)

d)

9)

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
of Education and penalty fees in accordance with the terms of such warrant;

Turns over daily to the School District Treasurer all money collected by virtug tdoahst
and warrant issued,;

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

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

Carries out such other duties of the position as prescribedunation LawReal Property
TaxLaw, or as established by thegulations of the Comnsgner of Education.

Education Lan8§ 2126 2130and 2506
Real Property Tax Lag§8922, 924, 13221330and 1338
8 NYCRR§ 170.2

Adopted: 6/21/07
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Bylaws

SUBJECT: DUTIES OF THE EXTERNAL (INDEPENDENT) AUDITOR

The Board by law shall obtain an annual audit of its records by an independent certified public
accountant (CPA) or an independent public accountant (PA). The audit shall also include all
extraclassroom activity funds. Thedependent accountant shall present the report of the annual audit
to the Board. The Board shall adopt a resolution accepting the audit report and file a copy of the
resolution with the Commissioner. The District will also file the audit report with dmen@issioner for
a specific school year by October 15 of the following school year. In addition to the annual audit, the
District shall be subject to State audits conducted by the State Comptroller.

In addition, the independence and objectivity of thetaudhay be enhanced when the Board of
Education and Audit Committee perform an oversight role with respect to the hiring and performance
of the auditor, as required by law.

In accordance with law, no audit engagement shall be for a term longer theorfsezutive years.
The District, may, however, permit an independent auditor engaged under an existing contract for such
services to submit a proposal for such services in response to a request for competitive proposals or be
awarded a contract to providach services under a request for proposal process.

Duties and Responsibilities

The independent auditor must conduct the audit in accordance with Generally Accepted
Government Auditing Standards (GAGAS) issued by the Comptroller General of the Utated. S
Standards of GAGAS are organized as general, fieldwork, and reporting.

Below are some important considerations the District shall expect of the auditor in preparing the
audit; however, they should not be consideredhalusive or a substitute for the auditor's professional
judgment.

a) Independence: The auditor must doeunt that he/she is independent of the District and free of
personal and external impairments. The auditor must establish an internal quality control system
to identify any personal and external impairment and assure compliance with GAGAS
independence regqements.

b) Internal Quality Control System: The auditor must document that his/her internal quality control
processes adequately demonstrate compliance with government auditing standards. He/she must
establish an organizational structure, policies pmatedures to provide reasonable assurance of
complying with applicable standards governing audits.

c) Internal Controls: The auditor must obtain a sufficient understanding of the District's internal

controls and document such understanding coverinfivihénterrelated components: the control -
environment, risk assessment, control activities, information and communication, and monitoring.

(Continued)
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SUBJECT: DUTIES OF THE EXTERNAL (INDEPENDENT) AUDITOR (Cont'd.)

d)

f)

Planning and Supervision: The auditor's work is to be properly planned and supervised and
consider materialityand/or significancen order to provide reasonable assurance of detecting
misstatements resulting from diteand illegal acts and irregularities to financial statements. The
auditor should also be aware of the possibility that indirect illegal acts may have occurred.

Audit documentation: In order to meet the GAGAS requirements, the audit documentatiioh sho
provide a clear understanding of its purpose, the source, and the conclusions the auditor reached.
It should be organized to provide a clear link to the findings, conclusions, and recommendations
contained in the audit report.

Reporting on Interd&ontrols and Compliance: The auditor must report on and present the results
of his/her testing of the District's compliance with laws and regulations and its internal controls
over financial reports in light of irregularities, illegal acts, other matemoncompliance,
significant deficiencies, and material weaknesses in internal controls.

Generally Accepted Government Auditing Standards (GAGES.503.54, 4.03, 4.19.24, and
5.075.20

Education Lawg88 1709(20a) and 2116

General Municipal Lavg8 33 and 104

8 NYCRR§8170.2, 170.3and 170.12

Adopted: 6/21/07
Revised: 1/6/11; 1/19/12; 12/18/14
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Bylaws

SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR

The Board will appoint a Claims Auditdo examineall claims. This auditor will determine
whether the amounts claimed are actual and necessary expenditures, if the goods or services were
actually received, whether the District official or employee walsaaized to incur the obligation, and
if the claims are supported with adequate evidence. Support may include itemized documentation, a
thorough description of the goods or services, and detailed receipts and invoices. The Claims Auditor
will ensure that ezh claim is legitimate, mathematically correct, does not exceed any available
appropriation within the applicable budget code, and is made in accordance with District policy,
purchase order, or contract before authorizing payment. This auditor will ¢edifipe or she audited
each claim listed on the claims warrant to authorize the Treasurer to pay. The Treasurer should compare
the signed checks to the certified warrant to verify accuracy and consistency before issuing payment.

The Claims Auditor will eport directly to the Board on a monthly basis. The Board may require
that the Claims Auditor report to the Clerk of the District, Clerk of the Board, or to the Superintendent
for administrative matters such as workspace, time, and attendance.

The Board my adopt a resolution establishing the office of Deputy Claims Auditor to act as the
Claims Auditor in the absence of the Claims Auditor. The Board may, by resolution, abolish the position
of Deputy Claims Auditor at any time. The same eligibility requerta and qualifications that apply
to a Claims Auditor apply to the Deputy Claims Auditor.

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 undertaking prior to assumingrhier duties.

The Claims Auditor should not be:

a) A member of the Board;

b) The Clerk or Treasurer of the Board,;

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

d) The Purchasing Agent;

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

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

(Continued)
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SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR (Cont'd.)

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

h) A close orimmediate family member of an employee, officer, or contractor providing
services to the District. A close family member is 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.

Delegation of the Claims Audit Function

The Board may delegate the claims audit function by using-mtgrcipal cperative
agreements, shared services through a Board of Cooperative Educational Services, or independent
contractorsprovided that the individual, organization or entity:

a) Has no other responsibilities related to the business operations of thetDistric

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

c) Is not a close or immediate family member of anyone who has responsibilities related to
business operations, or has an interest inoéimgr contracts with the District.

The Board remains ultimately responsible for auditing all claims.

Education Lawg§ 1604(35), 1709(2@), 2526 and 2554(a)
8 NYCRR§ 170.12(c)

Adopted: 6/21/07
Revised: 12/3/09; 3/7/13; 3/6/142/18/14; 2/1/18
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SUBJECT: DUTIES OF THE EXTRACLASSROOM ACTIVITY FUND CENTRAL

TREASURER AND FACULTY AUDITOR

Extraclassroom Activity (ECA) Central Treasurer

The ECA Central Treasurer is appointed by the Board and has custody of all ECA funds. The ECA
Central Treasuré&r duties include, but are not limited to:

a) Disbursing ECA funds by means of prenumberkdc& forms upon receipt of a payment
order signed by the student activity treasurer and faculty advisor of the ECA, provided that
there are sufficient funds in the account;

b)  Signing all checks disbursing ECA funds;

c) Providing completed checks disbursing ECA funds to the student activity treasurer of the
ECA;

d) Signing a receipt for all ECA funds placed into his or her custody and depositing those funds
promptly into a bak designated by the Board,

e) Maintaining a record of the receipts and disbursements of each individual ECA account and
of all the ECA accounts combined;

f)  Verifying bank statements and preparing a reconciliation of cash balances and ECA accounts
to be forwarded to the Faculty Auditsemiannually

g) Submitting to the Board a financial report relating to the receipts and expenditures for all
ECA accounts on montHy basis; and

h)  Reporting to the Board or its designee regularly and independasrbig Faculty Auditor.

Faculty Auditor

The Faculty Auditor is appointed lilge Board. The Faculty Auditts duties include, but are not

limited to:

a) Examining the statements of accounts from the ECA Central Tregsmeannually

b) Auditing the ledgers kept by the student activity treasurer(s) at least twice a year on a rotating
basis, and reconciling these ledgers with the ECA Central Treasweords;

c) Examining transactions and paperwork to determine if correct procedures are being used,

including supporting documentation requirements and receipt issuance;

(Continued)



2020 1336
20f2

Bylaws

SUBJECT: DUTIES OF THE EXTRACLASSROOM ACTIVITY FUND CENTRAL
TREASURER AND FACULTY AUDITOR (Cont'd.)

d) Certifying the accuracy of entries posted and available balances listed:;

e) Investigating any instances when the ECA Central Tredsuegort and the studesctivity
treasurées ledgers do not agree;

f)  Assembling, at the end of the school year, the monthly reports and preparing a composite
report listing the financial condition of each ECA account for the full school year; and

g) Reporting to the Board dts designee regularly and independently of the ECA Central
Treasurer.

8 NYCRR Part 172
NYSED Finance Pamphlet, The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds,
Revised 2019

Adopted: 6/21/07
Revised: 1/6/11; 12/18/14; 2/1AA&/4/20
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Bylaws

SUBJECT: DUTIES OF THE SCHOOL ATTORNEY

The Board of Educatiowill appointa school attorneto provide legal counséb theDistrict. The
school attorney's duties may include

a) Providing legal representation to the District in proceedings before courts and administrative
agencies;

b) Providing legal opinions as requestsgdtive Board of Education or its agents, and consistent
with any agreement between the District and the school attorney;

c) Providing counsel in matters related to due process hearings; and/or

d) Such other duties as are consistent with law and the sobpke school attorney's
representation.

Adopted: 6/21/07
Revised: 6/2/16
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Bylaws

SUBJECT: DUTIES OF THE SCHOOL PHYSICIAN/NURSE PRACTITIONER

The School Physician/Nurg&actitioner shall be appointed by the Board of Education. He or she
shall provide guidance to the Superintendent and Board on all medical matters. The duties of the School
Physician/Nurse Practitioner shall include, but are not limited to, the following:

a) Performs professional medical services in the examination and care of school children;

b) Performs routine examinations of school children to detect the presence of contagious
diseases and physical defects;

c) Serves as an on call member on the @uiee on Special Education, Committee on
Preschool Special Education and the Section 504 Committee;

d) Reports to the Board on school health services and on the condition of school buildings in
regard to health and safety;

e) Provides finaimedical 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);

f)  Develops the program of health service in accordance with policies approvedBuatide
and as directed by the Superintendent of Schools;

g) Conducts physical exams for all bus drivers and substitutes (prior to employment) and
annually thereatfter;

h)  Conducts physical exams for all new employees (instructional anthswactional);
i)  Conducts a medical evaluation on any employee at the request of the Board of Education;

J) Reviews medical records at the request of the Board of Education and/or Superintendent;
and

k) Refers matters which fall outside of the expertise of the@dpPhysician to other specialists
for examination upon District approval.

Education Lang8902 and 913

Adopted: 6/21/07
Revised: 3/7/13; 2/1/18
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Bylaws

SUBJECT: DUTIES OF THE ATTENDANCE OFFICER

The Board of Education shall appoint School District employees tpdbigion of Attendance
Officer. In handling census and attendance areas within the School District, the Attendance Officer is
expected to place his/her emphasis on the prevention deprstwhich cause children to stay out of

school.

The duties and functions of the Attendance Officer are as fallow

a)

b)

c)
d)

e)

f)

9)
h)

Work closely with the school nurse(s) to determine the cause of absences (health or other).
Check excuses that do not seem authentic.

Cooperate with guidance staff and building principals in identifying and helping potential
drop-outs.

Assist building principals in the administration of school attendance regulations.

Assist the appropriate principals with "eadycuse" requests, and follewp cases that
appear questionable.

Keep case studies on habitual truants and refer, if need be, to the proper agency.

Cooperate with all welfare, social, religious and other agencies in promoting school
attendance antthe general welfare of the students.

Maintaining attendance records.

Provides information for all State and Federal forms and related requests.

Education Lawg8 3024, 3025, 3211

Adopted: 6/21/07
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Bylaws

SUBJECT: DUTIES OF THE PURCHASING AGENT

The School Purchasing Agent is appointed by the Boardoication and is responsible for
providing the necessary supplies, equipment and services which are not specifically mentioned by item
and approved during budget planning and are necessary to support theoadugatgram, plant
operation and building nnatenanceThe duties of the school purchasing agent include the following:

a)

b)

c)
d)

e)

To develop and maintain lists of potential suppliers.

To solicit competitive bids or quotations for purchases other than school building
construction.

To issue anghrocess purchase orders.
To ensure funds are efficiently maximized and quality standards are met.

To certify goods are received in good condition before authorizing payment.

Education Law§ 1709
Commissioner's Regulations 170.2

Adopted: 6/21/07
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Bylaws

SUBJECT: DUTIES OF THE CENSUS ENUMERATOR(S)

The Census Enumerator(s) is appointed by the Board of EducatienDuties include the
following:

a) To take a census of ahildren residing in the District up to the age of 18.

b) To note particularly any children between birth and 21 years of age who are disabled as such
term may be otherwise defined by law.

The census of the Alden Central Schsledll be conducted during the ntles of July and August
as presabed by the State Education Department.

Education Lawg 3242

Adopted: 6/21/07



2007 1342

Bylaws

SUBJECT: DUTIES OF THE INTERNAL AUDITOR

The Internal Auditor reports directly to the Board of Education.

The District may use its employees, irteunicipal cooperative agreements, shared services to
the extent authorized by Education Law Section 195dependent contractors as the person/entity
serving as Internal AuditoiThe person or entity serving as Internal Auditor must follow generally
accepted auditing standards, be independent of District business operations, and have the requisite
knowledge ad skills to complete the work.

The Internal Auditor is responsible for performing the internal audit function for the Board of
Education which includes at a minimum:

a) Development of a risk assessment of District operations, including but not litojted
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 areas of the District's internal controls, taking
into account risk, control weaknesies and complexity of operations;

d) Preparation of reports, at least annually or more frequently as the Board may direct, which:
1. Analyze significant risk assessment findings;
2. Recommend changes for strengthening controls and reddeintified risks; and

3.  Specify timeframes for implementation of such recommendations.

Education Lang8 1950, 211éb and 211&
8NYCRR §170.12(d)

NOTE: Refer Also to Policy #5573 Internal Audit Function

Adopted: 6/21/07
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Bylaws

SUBJECT: POLICY

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

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

The adoption of a written policy shall occur only after the proposal has been rdiseedsed and
voted on affirmatively at two separate meetings of the Board of Education (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 readire;nd 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 adoptionamendment, or deletioof written Board policy shall be recorded in the
official minutes of the Board. Such written Board policy shall govern the conduct and affairs of the
District and shall be binding upon the members of the educational communityDrsthet.

It shall be the Board's responsibility to keep its written policietotgate so that they may be used
consistently as a basis for Board action and administrative decision.

The Superintendent and legal counsel are given the continuing ceiormd calling to the
Board's attention all policies that are -oftdate or for other reasons appear to need revision.

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

Adopted: 6/21/07
Revised: 6/2/16



2007 1420

Bylaws

SUBJECT: EXECUTION OF POLICY: ADMINISTRATIVE REGULATIONS

The Board shall delegate to the Superintendenfuthetion of specifying required actions and
designing the detailed arrangements under which the schools will be opé&teted rules and these
detailed arrangements shall constitute the administrative regulations governing the 3é¢teyomsust
in everyrespect be consistent with the policies adopted by the Board. The Board shall be kept informed
periodically of changes in administrative regulations.

Adopted: 6/21/07
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND
PARLIAMENTARY PROCEDURE)

All Board meetings will be open to the public except those portions that are executive sessions.
The Board will make reasonable efforts to ensure thaheditings are held in an appropriate facility
that can adequately accommodate all members of the public who wish to attend. The Superintendent
will attend all Board meetings. Members of the Superintergistatff may attend Board meetings at the
Superintendnts discretion. The Board may also request that additional people attend.

Regular Board meetings will take place on the day and time designated by the Board at the Annual
Organizational Meeting, except as modified. Any Board meeting may be adjourmnédioe date and
time if approved by a majority of the Board present. Further, if a meeting date falls on a legal holiday,
interferes with other area meetings, or Board member attendance will be less than a quorum, the Board
will select a date for a pgetned meeting at the prior regular meeting, and it will direct the District
Clerk to notify all members. The District Clerk will provide the Board members written notice of the
time of and agenda for each regular meeting before the meeting.

When the Boa schedules a meeting on at least one \se®ltice, it will give or electronically
transmit public notice of the time and place to the news media and conspicuously post the notice in one
or more designated public locations at least 72 hours before thimgnééotice of other meetings will
be given or electronically transmitted, to the extent practicable, to the news media and conspicuously
posted at one or more designated public locations at a reasonable time before the meeting. When the
District has thebility to do so, it will conspicuously post the meeting notices on its website.

The Superintendent will prepare the meeting agenda during the week before the meeting and
review it with the Board President and Vice President. The agenda will then fileutist to Board
members no later than the Monday or Tuesday before the regular meeting. The President or other Board
members will submit requests to place matters on the agenda to the Superintendent. Whenever
individuals or groups wish to bring a matterthe attention of the Board, they will submit a written
request to the Superintendent.

District records available to the public under the Freedom of Information Law, as well as any
proposed rule, regulation, policy, or amendment scheduled to be d@iss&oard meeting will be
made available upon request, to the extent practicable, before the meeting. Copies of these records ma
be made available for a reasonable fee. These records will be posted on the website to the extent
practicable before the ra@ng.

If videoconferencing or online technology is used to conduct a meeting, the public notice for the
meeting will inform the public, identify all the locations for the meeting, and state that the public has
the right to attend at any of the locatoif a meeting is streamed live over theernet, the public notice
will inform the public of the websiteinternet address. Voting may be done through videoconferencing,
provided that members can be both seen and heard votingaditpating from remote locations.

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

Recording Meetings

The Board allows public meetings to be photographed, broadcast, webcast, or otherwise recorded
by means of audio or video, in a ndisruptive manner, and it supports the use of this technology to
facilitate the open communication ailgic business.

Public Expression

The Board encourages public expression at Board meetings. The Board will designate a specific
portion of its meeting agenda for this participation. The Board may invite visitors to participate in its
discussion of matts on the agenda.

Quorum

The quorum for any Board meeting is four members. No formal action will be taken at any meeting
where a quorum is not present. Unless otherwise required by law, official action will only be taken by
approval of the majority of the full Board.

Use of Parlamentary Procedure

The Board will use pertinent portions of the latest edition of Resleules of Order to conduct its
business.

Education Law §8 1708 and 2504
General Construction Law 8§ 41
Public Officers Law Article 7, 88 103(d), 104, and 107

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

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13; 12/18/14; 2/1/18; 3/31/21
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Bylaws

SUBJECT: AGENDA FORMAT
For regular Board meetings, the following format is used:
a) Call to order, roll call, Pledge of Allegiance to the flag;
b) Executive Session (as needed only);
c) Publicparticipation; (Items not on agenda)
d) Approval of minutes;
e) Action items;
f)  Reports;
g) Board communications and issues;
h)  Executive Session (as needed only);
1)  Adjournment.

For special and emergency meetings, the regular meeting agenda format shown above may be
shortened and/or adapted to fit the purpose of the meeting.

Education Law§ 1606
Public Officers Lawg 104(2)

Adopted: 6/21/07
Revised: 12/18/14
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Bylaws

SUBJECT: SPECIAL MEETINGS OF THE BOARD OF EDUCATION

Any member of the Board may call for a special meeting. A reasonable andagboeffort will
be made by the Superintendent or the Béaedident, as the case may be, to give every member of the
Board 24 hours' notice of the time, place, and purposeeomeeting. In an emergency, however, the
members may waive the 2¥ur notice requirement.

All special meetings will be held at a regular meeting place of the Board and in accordance with
all applicable provisions of the Open Meetings Law. Public naticbe time and place will be given,
to the extent practicable, to the news media, and it will be conspicuously posted in one or more
designated public locations at a reasonable time before the meeting.

Education Lawg 1606(3)
Public Officers Lan88103 and 104

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

Adopted: 6/21/07
Revised: 6/2/16
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Bylaws

SUBJECT: PUBLIC NOTICE AND ATTENDANCE AT WORK SESSIONS
The following procedures will be followed by tB®ard for all work sessions:

a) Whenever possible, work sessions will be scheduled sufficiently in advance so that they may
be announced at a regular meeting of the Board.

b) Whenever possible, any session will not be postponed without reasonablehibiecpublic
of such postponement.

c) The public is invited to attend such sessions as observers only unless invited to participate
under such guidelines as may be established by the Board.

Adopted: 6/21/07
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Bylaws

SUBJECT: EXECUTIVE SESSIONS

Upon a majority vote of its total membership, taken in an open meeting in accordance with a
motion identifying the general area or areas of the subject or subjectsdoddered, 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 Sectiona3p&ibable cause
finding. For all other purposethe action by formal vote will be taken in open meeting and properly
recorded in the minutes of the meetidgtendance at an executive session will be permitted to any
Board member and any persons authorized or requested to attend by the Board. fiite S will
attend all executive sessions except those that concern his or her evaluation, employment, or salary.

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

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

d) Discussionsegarding proposed, pending or current litigation;

e) Collective negotiations pursuant to Civil Service Law Article 14;

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

g) Preparation, grading, or administration of examinations;

h)  Proposed acquisition, sale, or lease of real property or the propogeisition of securities, or
sale or exchange of securities, but only when publicity would substantially affect the value.

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

Matters discussed in executive sessions must be treated as confidential.

Education Law 88 1708(3) and 3630
Public Officers Law Article 7

Adopted: 6/21/07
Revised: 3/6/14; 2/1/18; 3/31/21
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SUBJECT: MINUTES

The minutes are a legal record of the activities of the School Boanguddi@corporation having
the specified legal purpose of maintaining public schools. The minutes of all meetings will be kept by
the Clerk or, in his/her absence, by the Superintendent or his/her designee. The minutes will be complete
and accurate, and nmaained in accordance with law, and posted on the District website if one is
available. However, minutes of executive sessions need not include any matter which is not required to
be made public by the Freedom of Information Law (FOIL).

The minutes of edcmeeting of the Board of Education 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 openiadjournment 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.

All Board minutes must be signed by tBestrict Clerk when approved and maintained in
accordance with law. Unless otherwise provided by law, minutes will be available to the public within
two 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 such action, the date, and the vote.
However, such sumany need not include any matter which is not required to be made public by the
FOIL.

If action is taken by a formal vote in executive session, minutes will be available to the public
within one week of the date of the executive session.

Education Lawg 2121
Public Officers Laws 106

Adopted: 6/21/07
Revised: 3/7/13; 6/2/16
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SUBJECT: ANNUAL DISTRICT MEETING AND ELECTION/BUDGET VOTE

Pursuant to law, the Annual District Meeting and Election/Budget Vote for the School District will
be held on the third Tuesday in Mat this time, the Districs registered voters will elect members of
the Board of Education and will also vote on thstfiect Budget for the upcoming school ygdowever,
in the event that the third Tuesday in May conflicts with a religious holiday, the School Board may
petition the Commissioner of Education to obtain permission to hold the Annual Meeting and
Election/Budjet Vote on the second Tuesday in May. Such request from the Board of Education must
be certified and received by the Commissioner no later than March 1.

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

The District Clerk shall give notice of the time and place of holding the Annual Meeting and
Election/Budget Vote by publishing such notice four times witlgiven weeks preceding thneeting
The first publication of the notice must be at least 45 days prior to the meeting. Such notice must appear
in two newspapers, if there are two newspapers which have a general circulation within the District, or
one newsaper, if there is one newspaper with a general circulation within the District. The notice shall
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
AnnualMeeting 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 14 days preceding such Annual Meetirfte availabity of this budget information shall be included
in a legal notice of the Annual Meeting; and such copies of the proposed budget will also be available
to District residents at the time of the Annual Meeting and Election.

Education Lawg§ 1608, 1716, 1804(4), 1906(B003(1), 2004(1), 2017(5) and (6), 2022@5p4and
260%a(2)

NOTE: Refer also to Policy #1640 Absentee Ballots

Adopted: 6/21/07



2017 1611

Bylaws

SUBJECT: BUSINESS OF THEANNUAL DISTRICT ELECTION

The Board will appoint 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) Designate the District Clerk as clerk of the election and assistant clerks;

b) Designate tellers and/or inspectors of election as previously appointed by the Board;

c) Read the notice of call of the election by the Clerk;

d) Open the voting process, wher by machine or paper ballot;

e) Close the voting process;

f)  Receive the Clerk's report of the election results;

g) Adjourn.

Education Law8§ 1716, 2025 and 2602613

Adopted: 6/21/07
Revised: 5/16/17



2007 1620

Bylaws

SUBJECT: ANNUAL ORGANIZATIONAL MEETING

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

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

Officers

The meeting shall be called to order by the District Clerk, who shall act as a rBeynpo
ChairpersonThe Board shall proceed to the election of a Presidém President shall then take the
chair. The Board shall then elect a Vice Presid&fection shall be by a majority vote.
Oath of Office

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

Education Law 8§ 1701, 1707, 2502 and 2504
Public Officers Law 8§10

Adopted: 6/21/07



2007 1630

Bylaws

SUBJECT: LEGAL QUALIFICATIONS OF VOTERS AT SCHOOL DISTRICT
MEETINGS

A person shall be entitled to register and vote at any school meeting for election of members of
the Board of Education, and upon all matters which may be brbeftre such meeting, whs:

a) A citizen of the United States;
b) Eighteenyears of age or older;

c) A resident within the District for a period of 30 days precedinghtéhé meeting at which
he/she offers to vote.

Any person who would not be qualifiedregister or vote under the provisions of Sectioii96
and 5106 of the Election Law shall not have the right to register for or vote in an election

Education Law8§2012 2025and 2603
Election Law Article 5

Adopted: 6/21/07



2014 1631

Bylaws

SUBJECT: VOTING MACHINES

Voting machines shall be used in annual Alden Central School District elections for the purpose
of voting on the election of a trustee or trustees, the stlulglet, and such special propositions as may
be requested by the Board of Education.

The chief poll inspector, appointed by the Board, will instruct the inspectors of election in the
operation of the machines, and in the reading the elections results.

A miniature diagram will be provided that presents an exact replica of all items and candidates to
be voted upon.

Candidates for trustee will be listed according to a lottery drawn following the deadline for filing
petitions.

All keys on the voting mdgne other than those necessary to vote on trustees and the budget will
be locked out.

Inspectors of election shall be stationed at each voting machine and shall instruct each voter as
necessary in the manner of voting.

Provision shall be made on theting machine for voters to write in candidates for the office of
trustee.

The chairperson of the inspectors of election shall present the results to the clerk who will present
the results.

Education Lawg8 2029 and 2035

Adopted: 6/21/07
Revised: 3/6/14



2021 1640
1of3

Bylaws

SUBJECT: ABSENTEE BALLOTS

The Board authorizes the District Clerk or a Badgdignedo provide absentee ballots to qualified
District voters. Absenteballots will be used for the election of Board members and District public
library trustees, the adoption of the annual budget, and District public library budget and referenda.

A District voter must request in advance an application for an absentee bhdovoter must
complete the application and state the reason he or she 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 Bard 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 absentee ballot will also be mailed to every qualifbestrict voter otherwise eligible for an
absentee ballot who sends a signed letter requesting an absentee ballot which states the address of tt
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 unlegali@ application form is enclosed with the ballot.

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

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

b) Has duties, occupation or business responsibilities, or studies which require being outside of
thecounty 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 the voting residence due to detention in jail agaatition 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 chiltbvis or would be, if he or she were a qualified voter,
entitled to apply for the right to vote by absentee ballot.

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

A voters absentee ballot must reach the Ofbitehe District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that his or her vote may be canvassed.

(Continued)



2021 1640
20of3

Bylaws

SUBJECT: ABSENTEE 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 Yparkegnently
disabled pursuant to law are entitled to receive an abseh#dlot 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 puisipection 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 fothe challenge. 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. In addition, any qualified
voter may challenge the acceptance of the absenteésvodiat of any person on this list by making
his or her reasons known to the election inspector before the close of the polls.

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 District public library trustees, the adoption of
the annual budget, and District public library gatland referenda.

A military voter is:

a) A qualified voter of New York State who:

1. Isin 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 frorthat military service within thirty 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 designatepreference, 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.

(Continued)
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Bylaws

SUBJECT: ABSENTEE BALLOTS (Cont'd.)

Three days before the first day flistributionof 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 date the nomination of any canulaaed 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.

A voters 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 his or her 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 béurmed by mail or in person.

Education Law 88 2014, 2048 2018b, 2018d, and 2613
8 NYCRR Part 122

Adopted: 6/21/07
Revised: 1/6/11; 3/31/21



2016 1650

Bylaws

SUBJECT: SUBMISSION OF QUESTIONS AND PROPOSITIONS AT ANNUAL

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)

f)

Questions or propositions shall be submitted by petition directed istréct Clerk and
shall be signed by 25 qualified voters, or 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 oogitam.

Each petition shall be filed with the District Clerk. Petitions relating to an Annual Election
must be filed not later than 60 days preceding the election at which the question or
proposition is to be voted upon.

Questions or propositiensubmitted in accordance with these rules and accepted will be
printed on the ballot for the voting machifidne School District, however, retains the right

to reject petitions as permitted by law, including but not limited to instances where such
petitions are advisory in nature or beyond the power of the voters.

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 ofidates as set forth in the Annual
District Election notice pursuant to Section 2018 of the Education Law.

Questions or Propositions to be Submitted at Special District Meetings

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

Law.

Education Lawg§ 2008, 2035(2) and 2664

Adopted: 6/21/07
Revised: 6/2/16
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Internal Operations

Alden Central School District NUMBER
INTERNAL OPERATIONS
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2007 2110

Internal Operations

SUBJECT: ORIENTING NEW BOARD MEMBERS

The Board and its staff shall assist each naemberelect to understand the Board's functions,
policies andprocedures before he/she takes office, by the following methods:

a)

9)

h)

)

The electee shall be given selected material regarding the duties and responsibilities of
members of the Board, whighaterial is supplied by the New York State School Boards
Association, the National School Boards Association, and/or other professional
organizations.

The electee shall be invited to attend Board meetings and to participate in its discussions.
TheClerk shall supply material pertinent to meetings and shall explain its use.

The electee shall meet with the Board PresidbatSuperintendent and other administrative
personnel to discuss services they perform for the Board.

A copy of the Board's policies and-taws and a copy of the most recent edition on New
York State Education Law shall be given him/her by the Clerk.

New Board members shall be strongly encouraged to attend the New York State School
Boards Association orientation program.

The electee shall receive a copy of the Board's Organization Guidelines, the members' names,
addresses and telephone numbamng with those of the Superintendent and relevant
administration.

The electee shall receive a copy of the Board goals for the current academic year as well as
copies of the sixnost recent Board of Education Meeting Minutes.

The electee shall ceive from the District Clerk a copy of the Board meeting calendar, copies
of all current Collective Bargaining Agreements, copies of the current budget and a copy of
the previous year's budget development calendar.

A mentor shall be assigned by theaBd President for each electee with such mentor rotating
among current Board membef&he purpose of the mentor is to act as a conduit for the
electee's questions and to assist in the orientation process.

Adopted: 6/21/07



2012 2130

Internal Operations

SUBJECT: BOARD MEMBER TRAINING

Within the first year of election or appointment, eacda8l 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/her with the powers, functions and duties
of Boards of Edoation and administrative authorities affecting public educatiorel&#ed Board
members shall 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 shall 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 axefal leharge to the District.

Education Lawg 2102a
8 NYCRR § 170.12(a)

Adopted: 6/21/07
Revised: 1/7/10; 1/19/12



2007 2210
1of2

Internal Operations

SUBJECT: COMMITTEES OF THE BOARD

The Board and/or the President of the Board may atistsetion establish committees for the
purpose of undertaking a specific task in connection with Board acfiigse committees, however,
cannot make legal decisions for the entire Bodttey are prohibited from expending District funds
without prior gproval and specific authorization from the Board.

At the request of the Board, the President shall appoint temporary committees consisting of less
than a quorum of the full membership for special purpoBesse committees shall be discharged on
the competion of their assignmerind shall not be longer than for a school yRaappointment of any
committee after the end of the school year shall be at the discretion of the Buafresident of the
Board shall be an eafficio member of such committees.

The Board of Education 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 $udic
committees shall be appointed by the Board of Education

The @mmittee should be a cross section of the School District and as truly representative of the
community as possible with membership being drawn from different areas, economic levels and
vocational pursuits.

The Board of Education may appoint members feoiist submitted to them from other Board
members and members of the administrative .sidtiér a list of proposed members has been completed,
the Board of Educatioshall send letters of invitation to individuals on the Tiste letter should include
the following items: a statement of the problem facing the Board and the School District, need for aid
from citizens in solving the problem, time and place of the first meeting, and any other vital information
as necessary.

Two Boardmembers and members$ the administrative staff will act as liaison between the
advisory committee and the Board of Education, and will try to assist the committee in fulfilling their
function through information and needed resources.

In accordance with the Opéneetings Law public notice of the time and place shall be given to
the news media and shall be conspicuously posted in one or more designated public locations at least 7
hours before such meetinip the case of meetings scheduled less than one weskvance, public
notice of the time and place shall be given, to the extent practicable, to the news media and shall be
conspicuously posted in one or more designated public locations at a reasonable time prior to such
meetings.

Written minutes of all meags will be sent to the Board of Educatwith the agenda for the next
Board of Education meeting.

(Continued)
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Internal Operations

SUBJECT: COMMITTEES OF THE BOARD (Cont'd.)

When the committee is ready to submit their final report on the assigned topic, the Board shall
receive the report at a regularly scheduled meeting of the Board for their review, consideration and final
action by the Bard.

The Board of Education shall see that the public is made aware of the services rendered by such
committees and that the public is informed of all the major conclusions and the recommendations made
by such committees.

The Board of Education mainte certain legal powers and prerogatives that cannot be delegated
or surrendered to a committeEherefore, all recommendations of an advisory committee must be
submitted to the Board for official actiolhe Board reserves the right to accept, rejeanadify all
or parts of the committee's recommendations.

Audit Committee

The Boardhasestablisled an audit committee to oversee, and report to the Board on, the annual
audit of the District.

Visitation Committees

The Board of Education shall appoarte or more committees to visit every school or department
at least once annually and report on their conditions at the next regular meeting of the Board

Education Lawg8 1708and 4601

NOTE: Refer also to Policy #5572 Audit Committee

Adopted: 6/21/07



2018 2320

Internal Operations

SUBJECT: ATTENDANCE BY BOARD MEMBERS AT CONFERENCES,

CONVENTIONS AND WORKSHOPS

In keeping with the stated position on the need for continaisgrvicetraining and development
for its members, the Board encourages the participation of all members at appropriate school Board
conferences, workshops and conventions. However, in tw@entrol both the investment of time and
funds necessary to implement this policy, the Board establishes the following guidelines:

a)

b)

c)

d)

The Board Clerk will inform the Board of upcoming conferences, conventions, and
workshops The Board will periodicallyecide 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
thesemeetingsThe Vice President and Superintendent shall coordinate Board attendance at
appropriate conferences, conventions and workshops.

Funds for participation at such meetings will be budgeted for on an annual basis. When funds
are limited, the Board willlesignate which of its members would be the most appropriate to
participate at a given meeting.

Reimbursement to Board members for their travel expenses will be in accordance with the
regulations established by the Board for travel reimbursements.

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

The authorization for Board members to attend a conferenoceentionpr workshopwill be by
Board resolution adopted prior to attendance. However, the Board, in its discretion, may delegate the
power to authorize attendance at conferences to the President of the Board.

Where authorization has been delegatethé President of the Board, no expense or claim form
will be paid unless a conference/workshop request form or similar document signed by the President is
attached taheform, authorizing the claimant to attend the conference.

General Municipal Lav@g8 77-b
Education Lang 2118

NOTE:

Refer also to Policies #5323Reimbursement for Meals/Refreshments
#6161-- Conference/Travel Expense Reimbursement

Adopted: 6/21/07
Revised: 2/1/18



2010 2330

InternalOperations

SUBJECT: COMPENSATION AND EXPENSES

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

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. Such
conference travel shall be for official District business and shall lole m@izing a coseffective 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 such attendance at a conference tc
the Board President or Board Vice President.

Education Law§ 2118
General Municipal Lavg8 77-b and 77b(2)

Adopted: 6/21/07
Revised: 1/7/10
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Internal Operations

SUBJECT: BOARD SELF-EVALUATION

The Board shall review the effectiveness of its internal operations at least once annually and will
formulate a plan for improving its performance

The Superintendent and others who work regularly with the Board may be asked to paiticipa
this review and to suggest ways by which the Board can improve its functioning as a legislative body

Adopted: 6/21/07
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Community Relations

Alden Central SchoolDistrict NUMBER
SCHOOL COMMUNITY RELATIONS

1.1 SchoolSponsored MEdIA...........cooouiiiiiiiiiicee e 3110
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1.3 SENIOT CIlIZENS...ciiiiiiieee e reea bbb e e e e e e e e e eeemreeeees 3130
1.4 Flag DISPIAY......uuuiiiieiiieiiiiiiii ettt 3140
1.5 SCROOI VOIUNTEEIS........uuiiiiiiiiiiiiiii ettt e 3150
1.6 School DistrictStandards and Guidelines for Web Page Publishing.............. 3160
1.7 Website ACCESSIDIIITY........uuiiiiiiiiiiiii et 3170

PARTICIPATION BY THE PUBLIC

2.0 Use Of ServiCe ANIMAIS........ccooeeiiiiiiiiieieeeee et 3200
2.1 Visitors t0 the SCNOOL........coooiiiieieeee e e 3210
2.1.1 Visitors to the School Board Members.............cccoeveviiiiiiieeee e, 3211
2.3 PUDBIICCOMPIAINTS... ...t e e e e e e 3230
2.6 Booster Clubs and Fundraising ACHIVILIES............coccuuiiiiiieeeriiieee e 3260
2.7 Solicitations
2.7.1 Solicitation of Charitable DoONationS.........cccvvveeeeeeiieeeeciieee e 3271
2.7.2 Advertising in the SChOOIS..........uiiiiiii e 3272
2.8 Use of School Facilities, Materials and EQUIPMENL...........coooviiiiiimannnineneenn. 3280
2.8.1 Use of Facilities byhe Boy Scouts of America and Patriotic
YOULN GIOUPS ...coiiiiiie et 3281

2.9 Operation of MotoiDriven Vehicles and Other Devices on District Property..3290

DISTRICT RECORDS

3.1 Public ACCESS t0 RECOIMS. ....ceiiiiiiiiiiiiii e 3310
3.2 Confidentiality of Computerized Information...............cccccuuiiimmmrniiniiiiiiiieeee 3320

PUBLIC ORDER ON SCHOOL PROPERTY

4.1 Code of Conduct on SChOOl Property.........ccccuviiiiiiiiiieeciieeeeeeeeeeeeeeee 3410
4.1.1 Prohibition of Weapons on School Grounds..............coooeecieenneeeineenns 3411
4.1.2 Threats of Violence in SChOOL...........ooiveiiiiiiiiieee e eeee 3412

4.2 Non-Discrimination and AntHarassment in the District...........cccooevvviiiieemenn. 3420

4.2.1 Title IX and SexXDiSCrMINAtiON. ... c.uveee e e et e e e e e 3421
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Community Relations

Alden Central School District NUMBER
EMERGENCY SITUATIONS

5.1 EMErgency CIOSINGS........ccoutiiiiiuuiuiiniimmmteeeeeeeerisensnns s s s smessssssnnnasaaaeeeeeeeseas 3510
5.2 Extraordinary CirCUMSTANCES. .....ccutiiiiiiiiiiiiii it esmene e 3520



2015 3110

Community Relations

SUBJECT: SCHOOL-SPONSORED MEDIA

The principal of each building 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 SuperintenderftteOf

In addition, a periodic newsletter may be prepared and mailed to each resident of the School
District and/or posted on the District's website. Included in the newsletter will be information regarding
school activities, a monthly calendar and ofitems 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 his/her designee shall issue all news releases
concerning the District. All staments of the Board will be released through the Superintendent's Office,
the District Clerkand/or Board of Education President.

Adopted: 6/21/07
Revised: 3/6/14; 1/8/15



2007 3120

Community Relations

SUBJECT: RELATIONS WITH THE MUNICIPAL GOVERNMENTS

It is the policy of the Board testablish and maintain a positive working relationship with the
governing bodies of the municipalitfhe Board shall also cooperate with municipal, county and state
agencies whose work affects the welfare of the children of the District, including tmeyCRacial
Service Department, the Board of Health, the Recreation Department, the Public Library, and all
community emergency service agencies.

Adopted: 6/21/07



2007 3130

CommunityRelations

SUBJECT: SENIOR CITIZENS
The Board of Education will consider school related programs for senior citizens in accordance

with Education Law and/or regulations of the Commissioner of Educéioch programs include
special use odchool buildings oschool buses, school lunches and partial tax exemptions

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

Adopted: 6/21/07
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Community Relations

SUBJECT: FLAG DISPLAY

In accordancevith State Education Law and Executive Law, the Boailtl 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 conorae a tragic event or the
death of an outstanding individual, the flagl be flown at halistaff. The Superintendestapproval
will be required for the flag to be flown at hathff upon any other occasion

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

Education Lang88418 and 419
Executive Law8§402 and 403
8 NYCRR8§108.1108.3

Adopted: 6/21/07
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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 arektracurricular activitiesThe 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 citizensstimugating
widespread involvement in a total educational process;

c) Strengthen school/community relations through positive participation.

Volunteers are persons who are willing to donate their time and energies to assist principals,
coachesteachersand other school personnel in implementing various phases of school pregéms
activities Volunteers shall serve in that capacity without compensation or employee benefits except for
liability protection under the Distristinsurance program.

An application shall be filled out by each prospective volunteer and forwarded to the District
Office for evaluation The building principal will forward his/her decisions concerning selection,
placement and replacement of volunteers to the Superintendent f@viahaation Following approval
from the Superintendent of Schoolgcommendations will be awle to the Board for approval.
Volunteers selected for work in the District shall be placed on the list of approved voludteesser,
the Superintendent retairthe right to approve or reject any volunteer applications submitted for
consideration.

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

Volunteer Protection Act of 19942 USC8§ 14501 et seq.
Education Lawg8 3023and 3028
Public Officers Lawg 18

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

Adopted: 6/21/07
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Community Relations

SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE
PUBLISHING

General Criteria

The availability of Internet access in the School District provides an opportunity for staff and
students to access information and contribute to the School District's presg¢hed/dorld Wide Web.
The District/school/classroom Websites must relate to curriculum or instructional matters, school
authorized activities, or general information of interest to the public pertaining to the District or its
schools. Staff and studentsgsrohibited from publishing personal home pages or links to personal
home pages as part of the District/school/classroom Web Page(s). Similarly, no individual or outside
organization will be permitted to publish personal Web Pages as part of the Bddtnot/classroom
Web Page(s).

Internet access for the creation of Web Pages is provided by the District. Personnel designing
information for the Web Pages must familiarize themselves with and adhere to District standards and
procedures. Failure to follo@istrict standards or responsibilities may result in disciplinary sanctions
in accordance with law and/or the applicable collective bargaining agreement.

The District will ensure that any and all notifications and documents required by law, regulation,
or District policy to be posted on its website will be so published.

Content Standards

a) If at any time, the Website Manager/designee(s) believes the proposed material does not meet the
standards approved by the District, it will not be published eWtab. Decisions regarding access
to active Web Pages for editing content or organization will be the responsibility of the Website
Manager/designee(s).

b) A Web Page must be sponsored by a member of the District faculty, staff or administration who
will be responsible for its content, design, currency and maintenance. The sponsor is responsible
for ensuring that those constructing and maintaining the Web Page have the necessary technical
training and that they fully understand and adhere to Districtipsland regulations. The Web
Page must include the name of the sponsor.

c) Staff or student work should be published only as it relates to a school/classroom authorized project
or other schoetelated activity and in compliance with any and aéllevant laws, rules, and
regulations

d) The review of a Student Web Page (if considered a s@pmrisored student publication) shall be
subject to prior District review as would any other sckspminsored student publication.

(Continued)
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Community Relations

SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE

e)

f)

9)

h)

PUBLISHING (Cont'd.)

An authorized teacher who is publishing the final Web Page(s) for himself/herself ctiiceat
will edit and test the Page(s) for accuracy of links and check for conformance with District
standards and practices.

Commercial advertising or marketing on the District/school/classroom Web Page(s) (or the use of
schoolaffiliated Web Pages fahe pursuit of personal or financial gain) shall be prohibited unless
otherwise authorized in accordance with law and/or regulation. Decisions regarding Website
advertising must be consistent with existing District policies and practices on this Seltiao!
affiliated Web Pages may mention outside organizations only in the context of school programs
that have a direct relationship to those organizations (e.g., sponsorship of an activity, student
community service project).

Web Pages may include fdty or staff names; however, other personal information about
employees including, but not limited to, home telephone numbers, addresses, personal email
addresses, or other identifying information such as names of family members may be published
only with the employee's written permission.

All Web Pages must conform to the standards for appropriate use found in the District's Acceptable
Use Policy(ies) and accompanyirggulations regarding standards of acceptable use; examples of
inappropriate behavipand compliance with applicable laws, privacy, and safety concerns.

All staff and/or students authorized to publish material on the District/school/classroom Web
Page(s) shall acknowledge receipt of the District's Web Page Standards and egmgaytavith
same prior to posting any material on the Web.

Release of Student Education Records/Directory Information

The District will not permit students' personally identifiable information to be posted on any

District Web Pages unless such actiocassistent with the Family Educational Rights and Privacy Act
(FERPA) and District policy.

Bus Schedules

Online posting of school bus schedules and/or other specific activity schedules detailing

dates/times/locations (e.g., field trips) is prohibitedsohootaffiliated websites as such information
can pose risks of child abduction or other security concerns. Password protected websites may be
authorized by the Superintendent/designee.

(Continued)
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE
PUBLISHING (Cont'd.)

Use of Copyrighted Materials and "Fair Use" Exceptions

Copyrighted Materials

All employees and students are prohibited from copymagerials not specifically allowed by the
copyright law, "Fair Use" guidelines, licenses or contractual agreements, or the permission of the
copyright proprietor. Web Page publications must include a statement of copyright when appropriate
and indicate thigpermission has been secured when including copyrighted materials or notice that such
publication is in accordance with the "Fair Use" provisions of the Copyright Law.

Consequences for NotCompliance

Web Pages that do not comply with the above critemasubject to revocation of approval and
removal from the District/school/classroom Websites.

Staff

Faculty or staff posting neapproved or inappropriate material on a sctadbliated Website are
subject to discipline, including possible suspengiomevocation of access to the District's computer
network, in accordance with law and applicable collective bargaining agreements. In the case that a
violation may constitute a criminal offense, it will be reported to the appropriate authorities.

Studens

Students posting neapproved or inappropriate material on a scradbliated Website are subject
to discipline, including possible suspension or revocation of access to the District's computer network,
in accordance with applicable due process mtoes and the Distric€ode of Conductn the case that
a violation may constitute a criminal offense, it will be reported to the appropriate authorities.

Oversight
The Superintendent of Schools or his/her designee shall have the authority to appewetbe

posting of any proposed Web Pages on schiidiated Websites based upon compliance with the terms
and conditions set forth in this policy as well as applicable District practices and procedures.

Digital Millennium Copyright Act (DMCA), 17 US@8101 et seq., 512 and 1201 et seq.
Family Educational Rights and Privacy Act of 1974, 20 \8k232(g)
34 CFR Parts 99 and 201

(Continued)
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE
PUBLISHING (Cont'd.)

NOTE: Refer also to Policies #7242Student Directory Information
#7410-- Extracurricular Activities
#8350-- Use of Copyrighted Materials

Adopted: 12/3/09
Revised: 1/8/15
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SUBJECT: WEBSITE ACCESSIBILITY

The District is committed to making information on its website accessible to all emndibhas,
including those individuals with hearing, vision, or cognitive disabilities, so that they have equal
opportunity to obtain the same results, gain the same benefits, and reach the same levels of achievemen

The District has undertakegodfaith efforts to ensure that its website complies with the current
New York State standards on website accessibility, which include conducting a regular and thorough
audit of online content and functionality. The District will make all reasonable®fmensure that all
new, newly added, or modified online content and functionality will be accessible to people with
disabilities.

The District will consider the educational opportunities and benefits it provides through
technology, how its technologprovides these opportunities and benefits, whether the technology exists
in a format that is accessible to individuals with disabilities, whether the technology can be modified,
and the availability of a different technological device in making decisi@isnay affect access to its
website. The District may address specific pages, information formats, or features; it may expressly
identify the pages or information that may be deciphered by screen readers; and it may specify any
readers that may need ddeading on its website. Moreover, the District may provide links to
information or features on its website to further assist users.

Access Notice

The District will post a notice on its website about how users may request access to information
that theybelieve is not currently accessible. The District may request that users provide their name,
email address, phone number, a description of the problem they experienced, and the location of the
information they tried to access. The District will make adls@nable efforts to provide inaccessible
information in an alternative format.

Accessibility Contact Person

The District will designate a person whom website users may contact if they experience
accessibility issues. The District will post contact infation and specify how to contact this person on
its website home page.
Exemptions

The District may conclude that features, programs, applications, or activities on its website are not
accessible if making them accessible would cause them to be furtdfiynaitered, or when ensuring

accessibility would result in an undue financial and administrative burden. The District will maintain all
documents supporting its exemption determinations as required by law.

(Continued)
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SUBJECT: WEBSITE ACCESSIBILITY (Cont'd.)
Training

The District will provide website accessibility training as necessary to appropriate personnel,
including any website content developers, webmasters, and proctreffirals, and all others who
develop, load, maintain, or audit its Web content or functionality.

Third -Party Sites

Any links to thirdparty sites on the District's website are not under its control, and thus, the District
is not responsible for the content or accessibility of thady sites. Thirgparty sites may not comply
with accessibility standards.

Section508 of the Rehabilitation Act of 1973, as amended, 29 USC § 794(d)
Section 504 of the Rehabilitation Act of 1973, as amended, 29 USC § 794
Title 11 of the Americans with Disabilities Act of 1990, 42 USC § 12101, et seq.
Individuals withDisabilities Education Act (IDEA), 20 USC § 1400, et seq.

28 CFR Part 35

34 CFR Parts 104 and 300

New York State Information Technology Policy No. NP88005

NOTE: Refer also to Policies #3420Non-Discrimination and AntHarassment in thBistrict
#8130-- Equal Educational Opportunities

Adopted: 5/3/18
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SUBJECT: USE OF SERVICE ANIMALS

The Board allows the use of service animals on school grounshglimduals with disabilities,
subject to restrictions permitted by federal and/or state law, and procedures established by the
Superintendent or designee.

A service animal is defined as any dog that is individually trained to do work or pedskmfor
the benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual, or
other mental disability. Other species of animals, whether wild or domestic, trained or untrained, are not
service animals.

The work ortasks performed by a service animal must be directly related to the individual's
disability. The crime deterrent effects of an animal's presence and the provision of emotional support,
well-being, comfort, or companionship do not constitute work or taskké purposes of this definition.
Psychiatric service animals that have been trained to take a specific action to help avoid an anxiety attack
or to reduce its effects, however, may qualify as a service animal.

Where reasonable, the Board also allows tise of miniature horses on school grounds by
individuals with disabilities. Such use will only be permitted where a miniature horse has been
individually trained to do work or perform tasks to benefit an individual with a disability. The use of
miniaturehorses by individuals with disabilities will be subject to the considerations and restrictions
permitted by federal and/or state law.

The Superintendent or designee may create procedures, regulations and/or-bpédifig rules

regarding the use of sece animals and miniature horses on school grounds by individuals with
disabilities.

28 CFR8835.104, 35.136, 35.139

Adopted: 3/6/14
Revised: 5/16/17
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SUBJECT: VISITORS TO THE SCHOOL

Parents and other adults are welcome to visit the school. Visitations to classrooms for any purpose
require permission in advance from the building principal in order to allow teachers the opportunity to
arrange their schedulesaocommodate such requests.

All visitors should report to the Main Office of the building upon arrival at a school and state their
business. It is a Class B misdemeanor to remain unlawfully in a public school building, or to refuse to
leave the premiseshen personally asked to by a principal, custodian or other person in charge.

All visitors must comply with the District€ode of Conduct
Electronic Visitor Management System

The District utilizes an electronic visitor management system (EVM&)er to ensure the safety
and welfare of its students, staff, and guests. When any visitor, including parents and volunteers, wishes
to enter any school building during school hours, he or she must present a valid state or government
issued photo ID, sucas a valid driver's license. Prior to entry being permitted, the EVMS will check
visitors against known sexual offender databases. Once the visitor's ID is scanned, the EVMS will print
a visitor's badge which must be worn throughout the duration of $ite Visitors should return this
badge at the end of their visit so that they may be checked out of the building in a timely fashion. Visitors
who refuse to produce IDs or fail the check of sexual offender databases, may be asked to either wait in
the schol building lobby or to leave school premises.

Education Law § 2801
Penal Law 8§ 140.10 and 240.35

Adopted: 6/21/07
Revised: 5/16/17; 4/16/19
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SUBJECT: VISITORS TO THE SCHOOL - BOARD MEMBERS

The Board encourages its members to vis# District schools and be supportive of school
departments. However, such visits shall be made in accordance with the following guidelines:

a)
b)
c)

d)

School visits should be scheduled with bthalding principalor department supervisor;
The supervisomprincipal or designee should accompany the Board member on the visit;

Such visits are for the purpose of becoming acquainted with school programs, personng
operations, and facility;

Board members should refrain from giving directions or makinguetiains of personnel or
operating procedures during their visits;

If a school visit leaves a Board member with a concern, this concern should initially be discusse
with thebuilding principaland then with the Superintendent;

A Board member having child in the schools and therefore having parental opportunities to
converse with their child's teacher, counselor or administrator should make it clear when he/s|
is visiting as a parent and not as a member of the Board of Education.

Adopted: 6/21/07
Revised: 1/8/15
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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, complaintd i 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
complainantthe complaint may be carried to the Superintendent and/or one of his or her assistants.
Unresolved complaints at the building level must be reported to the Superintendent by the building
principal. The Superintendent may require a statement of the copian writing.

The Superintendent may not address anonymous complaints. Allaathmgriaints and related
concerns that are not resolved at the Superintendent level to the satisfaction of the complainant, be
carried to the Board of Education. Unresolved complaints at the Superintendent level must be reported
to the Board of Education liine Superintendent. The Board of Education reserves the right to require
prior written and/or verbal reports from appropriate parties.

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

Adopted: 6/21/07
Revised: 2/1/18
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Community Relations

SUBJECT: BOOSTER CLUBS AND FUNDRAISING ACTIVITIES

Booster clubs or other related organizations may be created to promote community support and to
raise funds for specific school activities or prograntgese groups must receive official Board approval
and may not discriminaten the basis of sex, sexual orientation, color, national origin, ethnic
background, disability, religion or any other arbitrary criteria.

Rules will be established to govern the activities of booster clubs and other related organizations.
The Board furtherequires that:

a) Financial records be maintained and made available, upon request, for Board and/or public
inspection;

b) Fundraising activities be approved in advance by the Superintendent; and

c) Groups wishing to make a contribution adhere to Bh&tricts policy and regulations
regarding the acceptance of gifts.

Violations to District policy may result in the dissolution of the club or organization.

New York State Civil Rights La\g 40-c
Prohibits discrimination on the basis of race, creed, color, national origin, sex, marital status, sexual orientation
or disability.

Adopted: 6/21/07
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Community Relations

SUBJECT: SOLICITATION OF CHARITABLE DONATIONS
Students

Direct solicitation of charitable donations from District students on school property during regular
school hours is prohibited. It is a violation of District policy to ask District students directly tiocoat
money or goods for the benefit of a charity during the hours in which they are compelled to be on school
grounds.

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

a) Fundraising activities which take plag# school grounds, or outside of regular school hours
during beforeschool or afteschool extracurricular periods;

b) Arms-length transactions, where the purchaser receives consideration for his or her donation.
For example, the sale of goods or ticketsconcerts or social events, where the proceeds go
to charity;

c) Indirect forms of charitable solicitation on school grounds that do not involve coercion, such
as placing a bin or collection box in a hallway or other common area for the donatiod,of fo
clothing, other goods, or money.

The Board, or designee, 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 ohe Board of Regents.

Personnel

Soliciting of funds from school personnel by persons or organizations representing public or
private organizations is prohibited. The Superintendent has the authority to make exceptions to this
policy in cases where soliation 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 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 Fundaising by Students

Adopted: 6/21/07
Revised: 4/16/19
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Community Relations

SUBJECT: ADVERTISING IN THE SCHOOLS

Neither the facilities, the staff, nor the studentshaf School District shall 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 wofkany nonprofit, communitywide, social
service agency, provided that such cooperation does not restrict or impair the educational
program of the schools or conflict with Section 19.6 of the Rules of the Board of Regents;

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

c) The Superintendent of Schools may, at his/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 ar@artisan and nen
controversial, and that promote the education and other best interegstfdénts

No materials of a commercial nature shall be distributed through the children in attendance in the
Alden Central SchodDistrict except as authorized by law or the Commissienegulations

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

Adopted: 6/21/07
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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
communitywide activities includinghoseuses permitted by New YorKkaw. Individuals or groups
wishing to use the school facilities must secure written permissiontreBoard or its designeand
abide by the rules and regulations established for use, including restrictions on alcohol, tobacco, and
drug useAll visitors must comply with the District€ode of Conduct

The District reserves the right to charge a fee for the use of its &xilitia 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 rented under provisions of Education Law Section 414,
schoolowned material®r equipment may be used for school related purposes only. Private and/or
personal use of scheolvned materials and equipment is strictly prohibiiéte loan of equipment and
materials for public purposes that serve the welfare of the community isedll@g 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 staff members when such
use isdirectly or peripherally related to their employmeand 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 schasvned materials and equipmeonly for educational purposes
that relate to school operatioifshe 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 such inter
municipal coopertgon as it saves taxpayer monies and is a more efficient use of scarce or costly
equipment and resources.

Education Law § 414
NY Constitution Article 8

NOTE: Refer also to Policie83281-- Use of Facilities by the Boy Scouts of America and Patriotic
Youth Groups

#3410-- Code of Conduct on School Property
#5640-- Smoking Tobaccg and Cannabis (Marijuanbse
#6150-- Alcohol, Tobacco, Drugs, and Other Substances (Staff)
#7320-- Alcohol, Tobacco, Drugsand Other Substances (Students)
#7410-- Extracurricular Activities
District Code of Conduct

Adopted: 6/21/07
Revised: 3/6/144/16/19
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Community Relations

SUBJECT: USE OF FACILITIES BY THE BOY SCOUTS OF AMERICA AND
PATRIOTIC YOUTH GROUPS

To the extent the District receives funds made available through the United States Department of
Education and maintains a "designated open forum" or a "limited public forum," as those terms are
defined in federal regulation, it will nateny any group officially affiliated with the Boy Scouts of
America or any other patriotic youth group listed iti@B6 of the United States Code equal access or
a fair opportunity to meet. Likewise, the District will not discriminate against any such group that
requests to conduct a meeting within the District's designated open forum or limited public forum,
including denying such access or opportunity or discriminating for reasons based on the group's
membership or leadership criteria or oath of allegiance to God and country.

The District will provide groups officially affiliated with the Boy Scouts of Americatber Title
36 patriotic youth group access to facilities and the ability to communicate using-sslated means
of communication on terms that are no less favorable than the most favorable terms provided to other
outside youth or community groups.

The District is not required to sponsor any group officially affiliated with Boy Scouts or any other
Title 36 patriotic youth group.

20 USC8 7905
36 USC Subtitle I
34 CFR Parts 75, 76 and 108

NOTE: Refer also to Policy #3280 Use of School Facilities, Materials and Equipment

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13; 3/6/14
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SUBJECT: OPERATION OF MOTOR -DRIVEN VEHICLES AND OTHER DEVICES ON
DISTRICT PROPERTY

All motor-driven vehicles, including cars, snowmobiles, rfitkes, ATV/ATC, motorcycles, and
other such vehicles are prohibited from using any school grounds or areas except for authorized
functions or purpses.

Motor vehicles, not licensed for highway use, are prohibited from driving on school property.

Skateboards, roller blades, roller skatedjna skates, and scooters shall not be permitted at any
time on school grounds without proper safety eopgépt and without prior authorization by the District.

All vehicles driven on school property by students are to be properly preregistered with the high
school principal/designee and parked in authorized areas only.

Vehicle and Traffic Lawg 1670

Adopted: 6/21/07
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Community Relations

SUBJECT: PUBLIC ACCESS TO RECORDS

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

A Records Access Officer shall be designated by the Superintendent, subjectgprawaleof
the Board of Education, who shall have the duty of coordinating the School Risgggonse to public
request for access to records.

The District shall provide copies of records in the format and on the medium requested by the
personfiling the Freedom of Information Law (FOIL) request if the District can reasonably do so
regardless of burden, volume or cost of the request.

Regulations and procedures pertaining to accessing and providing District records shall be as
indicated in the &nhool District Administrative Manual.

Requests for Records vi&mail

If the District has the capability to retrieve electronic recordgaust provide such records
electronically upon request. The District shall accept requests for records submittedfanm of
electronic mail and respond to such requests by electronic mail using the forms supplied by the District.

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

Board of Education Meetings and Records

District records subject to release undIL, as well as any proposed rule, regulation, policy or
amendment, that are on the Board agenda and scheduled to be discussed at a Board meeting, shall &
made available upon request, to the extent practicable, prior to the meeting. Copies of sdsmragor
be made available for a reasonable fee. If the District maintains a regularly updated website and utilizes
a high speed internet connection, such records shall be posted on the website to the extent practicable
prior to the meeting. The District mabut is not required to expend additional funds to provide such
records.

Education Law8 2116
Public Officers Lan88 87 and 89
21 NYCRR Parts 1401 and 9760

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 3/7/13
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION

The development of centralized computer banks of educational data gives rise to the question of
the maintenance of confidentiality of such data while still conforming to the Yk State Freedom
of Information Law The safeguarding of confidential data from inappropriate use is essential to the
success of the Distristoperation. Access to confidential computerized data shall be limited only to
authorized personnel of the Sdh District.

It shall be a violation of the Distrist policy to release confidential computerized data to any
unauthorized person or agency. Any employee who releases or otherwise makes improper use of suck
computerized data shall be subject to disogaly 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
such information.

Family Educational Rights and Privacy Act of 1974
20USC1232(qg)

34 CFRPart 99

Public Officers Lawg 84 et seq.

Adopted: 6/21/07
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY

The District has developed and will amend, as appropriate, a w@tide of Conductor the
Maintenance of Order on School Property, including school functions, which shall govern the conduct
of students, teachers and other school personnel, as well as visitors and/or vendors. The Board of
Education shall further provide for the enforesrhof suciCode of Conduct

For purposes of this policy, and the implemer@edle of Condugtschool property means in or
within any building, structure, athletic playing field, playground, parking lot or land contained within
the real property boundafine of the District's elementary or secondary schools, or in or on a school
bus; and a school function shall mean a scspohsored extracurricular event or activity regardless of
where such event or activity takes place, including those that takepkacether state.

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

The Code of Conducthall include, at a minimum, tliellowing:

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 regardapgedate civil and
respectful treatment of teachers, coaches, officials, school administrators, other school
personnel, students and visitors on school property and at school functions; the appropriate
range of disciplinary measures which may be imposedi@dation of such Code; and the
roles of teachers, administrators, other school personnel, the Board of Education and
parents/persons in parental relation to the student;

b) Provisions prohibiting discrimination, bullying and/or harassment againsttadgns, by
employees or students on school property or at a school function, that creates a hostile
environment by conduct, with or without physical contaictff school property when the
actions create or would foreseeably create a risk of substastiaption within the school
environment or where it is foreseeable that the conduct might reach school pribaerty,
creates a hostile environment by conduct, with or without physical corttaegts,
intimidation or abuse (verbal or nonverbal), of sudeweere nature that:

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 welbeing; or

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

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

9)

h)

When the term "bullying" isused, even if not explicitly stated, such term includes
cyberbullying, meaning such harassment or bullying that occurs through any form of
electronic communication.

Such conduct shall include, but is not limited to, threats, intimidation, or abuse Imaged o
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 shatidmestrued 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 2200 2854(2) (a) and Title IX of

the Education Amendments of 1972 (20 USé€rti®dn 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 anplessbookl;

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

Provisions prescribing the period for which a disruptive student may be removeth&om
classroom for each incident, provided that no such student shall return to the classroom until
the principal (or his/her designated School District administrator) makes a final
determination pursuant to Education Law Section 3283(® or the periodf 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, vandalisnfoul language, violation of another student's civil rights,
harassment and threats of violence;

Provisions for responding to acts of discrimination, bullying and/or harassment against
students by employees or students on school property, at a $ehowbn or off school
property when the actions create or would foreseeably create a risk of substantial disruption
within the school environment or where it is foreseeable that the conduct might reach school
property, pursuant to clause (b) of this subgeaph;

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 procedaressure the provision of
continued educational programming and activities for students removed from the classroom,
placed in detention, or suspended from school, which shall include alternative educational
programs appropriate to individual student reeed

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

)

J)

K)

P)

Q)

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

Provisions ensuring th€ode of Conducind 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 shall 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 shall be notified of Code violations;

Provisions setting forth thercumstances under and procedures by which a complaint in
criminal court, a juvenile delinquency petition or person in need of supervision ("PINS")
petition as defined in Articles 3 and 7 of the Family Court Act will be filed;

Circumstances under andopedures by which referral to appropriate human service
agencies shall be made;

A minimum suspension periddr students who repeatedly are substantially disruptive of the
educational process or substantially interfere with the teacher's authorith@etassroom,
provided that the suspending authority may reduce such period onlayeeasse basis to be
consistent with any other state and federal law. For purposes of this requirement, as defined
in Commissioner'segulations, "repeatedly is subsiaily disruptive of the educational
process or substantially interferes with the teacher's authority over the classroom” shall mean
engaging in conduct which results in the removal of the student from the classroom by
teacher(s) pursuant to the provisiaigducation Law Section 3214€9 and the provisions

set forth in theCode of Conducbn four or more occasions during a semester, or three or
more occasions during a trimester, as applicable;

A minimum suspension periddr acts that would qualify th student to be defined as a
violent student pursuant to Education Law Section 324}(&). However, the suspending
authority may reduce the suspension period on almasase 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 shall be written in plain language,
publicized and explained in an age appropriate manner to all students on an ansuahfasi

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

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

The District'sCode of Conducthall be adopted by the Board of Education only after at least one
public hearing that provided for the participation of school personnel, parents/persons in parental
relation, students, and any other interested parties.

TheCode of Conducthall 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 itSCode of Conducind the District's response @de of Conductiolations.The
School Board shall reapprove any updaiedie of Conducbr adgt revisions only after at least one
public hearing that provides for the participation of school personnel, parents/persons in parental
relation, students, and any other interested paiffles District shall file a copy of it€ode of Conduct
and any amedments with the commissioner, in a manner prescribed by the Commissioner, no later than
30 days after their respective adoptions.

The Board of Education shall ensure community awareness@dds of Condudby:

a) Posting the complet€ode of Conduabn the Internet website, if any, including any annual
updates and other amendments to the Code;

b) Providing copies of a summary of tiede of Condudb all students in an aggppropriate
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 fBede of Conducto all parents or persons in
parental relation testudents 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 com@etde of Conducind a copy of
any amendments to the Code as soon as practicalo\ifaj initial adoption or amendment
of the Code. New teachers shall be provided a complete copy of the current Code upon their
employment; and

e) Making complete copies available for review by students, parents or persons in parental
relation to studeniother 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 thg right to search all school property and equipment
including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided by the
District for the use of staff and students, but the users do not have exclusive use of these twcations
equipment and should not expect that materials stored therein will be private.

Education Lan8§ 2801 and 3214
Family Court Act Articles 3 and 7
Vehicle and Traffic Lavg 142

8 NYCRR&100.2

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 1/19/12; 3/7/8B%/14
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SUBJECT: PROHIBITION OF WEAPONS ON SCHOOL GROUNDS

With the exception of law enforcement officers, as permitted by lawjraindduals who have
the express written permission of the Board of Education or its designee, no person may have in his/her
possession any weapon on school grounds, in any District building, on a school bus or District vehicle,
or at any schoesponsoredctivity or setting under the control and supervision of the District. This
prohibition shall include, but not be limited to: any of the objects or instruments referred to in Section
265.01 of the New York State Penal Law; anygqin, springgun or othelinstrument or weapon in
which the propelling force is a spring, air, piston or CO2 cartridge; and any object that could be
considered a reasonable facsimile of a weapon.

Penal Lang8 265.01265.06

NOTE: Refer also to Polies #3410- Code of Conduct on School Property
#7313-- Suspension of Students
#7360-- Weapons in School and the GEree Schools Act

Adopted: 6/21/07
Revised: 4/3/14
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SUBJECT: THREATS OF VIOLENCE IN SCHOOL

The School Districts committed to the prevention of violence against any individual or property
in the schools, on school property or at school activities whether such acts and/or threats of violence are
made by students, staff, visitors, parents, or others. Threats leha@oagainst students, school
personnel and/or school property will not be tolerated whether or not such threats occur on school
grounds or during the school day.

Any person who commits an act or threatens an act of violence, including bomb threttsr whe
made orally, in writing, byemail or by any other electronic format, shall be subject to appropriate
discipline in accordance with applicable law, District policies and regulations, as well @edaef
Conduct on School Properand collective bargning agreements, as may be necessary.

While acknowledging an individualconstitutional rights, including applicable due process rights,
the District refuses to condone acts and/or threats of violence, which threaten the safety-bechgvell
of staff, students, visitors and/or the school environment. Employees, students, agents and invitees shall
refrain from engaging threats or physical actions, which create a safety hazard for others.

All staff who are made aware of physical acts and/or threat®lance directed to students or
staff are to report such incidents to thélding principaldesignee, who shall report such occurrences
to the Superintendent. Additionally, theiilding principaldesignee will also report occurrences of
violence, whetheinvolving an actual confrontation or threat of potential violence, to the school
psychologist and/or Director of Special Education if applicable. Local law enforcement agencies may
be called as necessary upon the determination of the Superintendeng@esig

Students are to report all acts and/or threats of violence, including threats of suicide, of which they
are aware by reporting such incidents to the school hotline, a faculty memberboitdhg principal

The District reserves the right toeserestitution, in accordance with law, from the parent/guardian
and/or student for any costs or damages which had been incurred by the District as a result of the threats
or acts of violence in the schools.

This policy will be enforced in accordance kiapplicable laws and regulations, as well as
collective bargaining agreements and@uele of Condua@s may be necessary. Additionally, this policy
will be disseminated, as appropriate, to students, staff, and parents and will be available to the general
public upon request.

Appropriate sanctions for violations of this policy by students will be addressed @ottes of
Conduct

Adopted: 6/21/07
Revised: 12/3/09; 1/19/12



2021 3420
lof7

Community Relations

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 avefl gsplicable District policy,
regulation, procedure, or other document such as the Dss@tade of Conductt is just one component
of the Districts overall commitment to maintaining a discrimination and harassimeneducational
and work enviroment.

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. Furtttes, District prohibits discrimination and
harassment on school property and at school functions on the basis of any legally protected class
including, but not limited to:

a) Race;

b) Color;

c) Religion;
d) Disability;

e) National origin;

f)  Sexual orientation;

g) Gender identity or expression;

h)  Military status;

i)  Sex;

) Age; and

k) Marital status.

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 thatra#stigations 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.

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

Inquiries about this policy may be directed to the Disgri€lvil Rights Compliance Officer(s)
(CRCO(s)).

Scope and Application

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

a) Students;

b) Employees;

c) Applicants for employment;
d) Paid or unpaid interns;

e) Anyone who is (or is emplogeby) 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 sgmopkrty and somewhere other
than a school function can disrupt the Dissigducational and work environment. This conduct can
occur inperson or through phone calls, texts, emails, or social media. Accordingly, conduct or incidents
of discrimination ad/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 thadiricts Code of Conduanhay 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 involvdtere 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 doessuiiigee action under another
related District policy or document.

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

Definitions
For purposes ahis 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 secongaschool, or in or on a school bus or District vehicle.

b) "School functioti means a schoaponsored or schoaluthorized extracurricular event or
activity regardless of where the event or activity takes place, including any event or activity
that maytake place virtually or in another state.

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 statedadsegulations, as well as any applicable
District policy, regulation, procedure, or other document such as the C8sPacte of ConducfThese
determinations may depend upon a number of factors, including, but not limited to: the particular
conduct ofincident 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 thateged 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 tmadieor |
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
peopleon the basis of themembership in a legally protected cld3scriminatoryactions may include,
but are not limited to: refusing to promote or hire an individual on the basisafties membership in
a protected class; denying an individual access to facilities or educational benefits on the basis of his or
her membership ina 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 his or her
membership in &gally protected class, to unwelcome verbal, written, or physical conduct which may
include, but is not limited to: derogatory remarks, signs, jokes, or pranks; demeaning comments or
behavior; slurs; mimicking; name calling; graffiti; innuendo; gestupdgysical contact; stalking;
threatening; bullying; extorting; or the display or circulation of written materials or pictures.

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

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
environmet; substantially or unreasonably interfering with an indiviguabork or a studelst
educational performance, opportunities, benefits, or-bahg; or otherwise adversely affecting an
individuals employment or educational opportunitiBgtty slightsor trivial inconveniences generally
do not constitute harassing conduct.

Civil Rights Compliance Officer
The District has designated the following District employee to serve as its CRCO:
School Business Administrator; 13190 Park Street, Alden18004; (716) 93‘B116, ext. 4176.

The CRCO(s)will coordinate the Districs efforts to comply with its responsibilities under
applicable nordiscrimination and antharassment laws and regulations including, but not limited to:
the Americans with Disaltiies 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
Districts 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.

Reporting Allegations of Discrimination and/or Harassment

Any person mayeport discrimination and/or harassment regardless of whether they are the alleged
victim or not. Reports may be made in person, by using the contact information for the CRCO, or by
any other means that results in the CRCO receiving the pe@ahor witten report. This report may
be made at any time (including during Hamsiness hours) by using the telephone number or email
address, or by mail to the office address, listed for the CRCO.

Reports of discrimination and/or harassment may also be roaal®ytother District employee
including a supervisor or building principal. All reports of discrimination and/or harassment will be
immediately forwarded to the CRCO. Reports may also be forwarded to other District employees
depending on the allegations.

All District employees who witness or receive an oral or written report of discrimination and/or

harassment must immediately inform the CRE&@ilure to immediately inform the CRCO may subject
the employee to discipline up to and including termination.

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

In addition to complying with this policy, District employeesust comply with any other
applicable District policy, regulation, procedure, collective bargaining agreement, or other document
such as the Distrist Code of ConductApplicable 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).

If the CRCO is unavailable, including due to a conftitinterest 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.

Grievance Process for Complaints of Discrimination and/or Harassment

The District will act to promptly, thoroughly, and equitably investigate all complaintsth&h
oral or written, of discrimination and/or harassment based on any legally protected class and will
promptly take appropriate action to protect individuals from further discrimination and/or harassment.
The CRCO will oversee the Distristinvestigabn of all complaints of discrimination and/or
harassment. In the event an anonymous complaint is filed, the District will respond to the extent possible.

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 federal and state laws and regulations, as welbaplarable District
policy, regulation, procedure, collective gaming agreement, thixdarty contract, or other document
such as the DistristCode of Conduct

Knowingly Makes False Accusations

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

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

The District prohibits retaliation against any individual because the individual made a report or
complaint, testified, assisted, or participated or refused to participate in an investigation, proceeding, or
hearing related to a complaint of discriminatard/or harassment.

Complaints of retaliation may be directed to the CRIEMe 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 ather 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
gualifications is appointed to act as the CRCO.

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

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

Confidentiality

To the extent possible, all complaintglwe 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 maebessary, 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 guublication which advises students, parents or legal guardians, employees, and other
relevant individuals of the Distrist established grievance process for resolving complaints of
discrimination and/or harassment. This announcement or publication weliliden the name, office
address, telephone number, and email address GRB€Xs). The Districs website will reflect current
and complete contact information for tB®CQ(s).

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

Additional Provisions

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

8 USC § 1324b

29 USC § 206

42 USC § 1981

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

Age Discrimination in Employment Act of 1967 (ADEA), 29 USC § 621 et seq.
Americans with Disabilities Act (ADA), 42 USC®101 et seq.

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

Equal Educational Opportunities Act of 1974, 20 USC § 1701 et seq.
Geneticlnformation NonDiscrimination Act (GINA), 42 USC § 2000ff et seq.
National Labor Relations Act (NLRA), 29 USC § 151 et seq.

Section 504 of the Rehabilitation Act of 1973, 29 USC § 790 et seq.

Title 1V of the Civil Rights Act of 1964, 42 USC 8§ 2000c et.seq

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

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

Title I1X of the Education Amendments Act of 1972, 20 USC § 1681 et seq.
Uniformed Services Employment and Reemploymenh®igct (USERRA), 38 USC § 4301 et seq.
28 CFR Part 35

29 CFR Chapteril National Labor Relations Board

29 CFR Chapter X\ Equal Employment Opportunity Commission

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

45 CFR Part 86

Civil Rights Law 88 40, 4@, 40c, 47-a, 47b, and 48

Civil Service Law 88 7% and 115

Correction Law § 752

Education Law 88 1038, 313, 313, 2801, 3201, and 324ai

Labor Law 88 194, 201d, 201g, 203e, 206¢, and 215

New York State Human Rights Law, Executive Law 8§ 290 et seq.

Military Law 88 242, 243, and 318

8 NYCRR § 100.2

9 NYCRR 8§ 466 et seq.

NOTE: Refer also to Policies #3424 Title IX 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
District Code of Conduct

Adopted: 12/18/07
Revised: 1/6/11; 1/19/12; 3/6/14; 3/19/15; 6/3/21
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SUBJECT: TITLE IX AND SEX DISCRIMINATION
Overview

The District is committed toreating and maintaining education programs and activities which are
free from discrimination and harassment. This policy addresses complaints of sex discrimination,
including sexual harassment, made under Title IX of the Education Amendments Act ohdl97R a
implementing regulations (Title IX). It is just one component of the Distrasterall commitment to
maintaining a discrimination and harassmieeé educational and work environment.

Title IX prohibits discrimination on the basis of sex in @ayication program or activity operated
by a district that receives federal financial assistance. As required by Title IX, the District does not
discriminate on the basis of sex in its education programs and activities or when making employment
decisions.

The District adopts this policy as part of its effort to provide for the prompt and equitable resolution
of complaints of sex discrimination, including sexual harassment. The District will promptly respond to
reports of sex discrimination, ensure thatimdestigations are conducted within a reasonably prompt
time frame and under a predictable fair grievance process that provides due process protections to
complainants and respondents, and impose sanctions and implement remedies when warranted.

Inquiries about this policy or the application of Title IX may be directed to the Distiitte 1X
Coordinator(s), the Assistant Secretary for Civil Rights of the United States Department of Education,
or both.

Scope and Application of Policy

Thispolicy is limited to addressing complaints of sex discrimination, including sexual harassment,
that fall within the scope of Title IX which, among other things, has a specific definition of sexual
harassment and applies only to sex discrimination occuagagnst a person in the United States. This
policy applies to any individual participating in or attempting to participate in the Ds&ducation
programs or activities including students and employees.

Other District policies and documents addresgbased misconduct and may have different
definitions, standards of review, and grievance procedures. These documents must be read in
conjunction with this policy as they may cover incidents ofts@sed misconduct not addressed by Title
IX.

If the alegations forming the basis of a formal complaint of sexual harassment, if proven, would
constitute prohibited conduct under Title IX, then the grievance process outlined in this policy would
be applied to the investigation and adjudication of all theyaliens. Depending on the allegations,
additional grievance procedures may apply.

(Continued)
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SUBJECT: TITLE IX AND SEX DISCRIMINATION (Cont 'd.)

The dismissal of a formalomplaint of sexual harassment under Title IX does not preclude action
under another related District policy, procedure, collective bargaining agreement, or other document
such as the DistristCode of Conduct
What Constitutes SexDiscrimination

Title 1X prohibits various types of sex discrimination including, but not limited to: sexual
harassment; the failure to provide equal athletic opportunitypas®&d discrimination in a Distrist
science, technology, engineering, andm{(&TEM) courses and programs; and discrimination based on
pregnancy.

Under Title IX, sexual harassment includes conduct on the basis of sex that satisfies one or more
of the following:

a) An employee of the District conditioning the provision of ath &ienefit, or service of the
District on an individuas participation in unwelcome sexual conduct;

b) Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a persmgual access to the Distigct
education program or activity;

c) Sexual assault, meaning an offense classified as a forcible or nonforcible sex offense under
the uniform crime reporting system of the Federal Bureau of Investigation;

d) Dating violencemeaning violence committed by a person:

1. Who is or has been in a social relationship of a romantic or intimate nature with the
victim; and

2. Where the existence of such a relationship will be determined based on a consideration
of the following facors:

(@) The length of the relationship;
(b) The type of relationship;
(c) The frequency of interaction between the persons involved in the relationship;
e) Domestic violence, meaning felony or misdemeanor crimes of violence committed by a

current orformer spouse or intimate partner of the victim, by a person with whom the victim
shares a child in common, by a person who is cohabitating with or has cohabitated with the

(Continued)
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SUBJECT: TITLE IX AND SEX DISCRIMINATION (Cont 'd.)

victim as a spouse or intimate partner, by a person similarly situated to a spouse of the victim
under the domestic or family violence laws of the jurisdiction receiving grant monies, or by
any other peson against an adult or youth victim who is protected from that peraocts

under the domestic or family violence laws of the jurisdiction; or

f)  Stalking, meaning engaging in a course of conduct directed at a specific person that would
cause a reasonlialperson to:

1. Fear for his or her safety or the safety of others; or
2. Suffer substantial emotional distress.
Title IX Coordinator

The District has designated and authorized the following District employee(s) to serve as its Title
IX Coordinator§):

Paul Karpik; School Business Administrator; 13190 Park Street, Alden, NY 14004, (716) 937
9116, ext. 4176pkarpik@aldenschools.argnd

Nancy Rusinski; Director of Education (ECCF); 13190 Ftrket, Alden, NY 14004; (716) 937
5593; nrusinski@aldenschools.org.

The Title IX Coordinator(s) will coordinate the Disttgcefforts to comply with its responsibilities
under Title IX. However, the responsibilities of the Title IX Coordinator(s) neagiddegated to other
personnel.

Where appropriate, the Title IX Coordinator(s) may seek the assistance of the '®iSirdt
Rights Compliance Officer (CRCO) and/or Dignity Act Coordinator (DAC) in investigating, responding
to, and remedying complagbf sex discrimination, including sexual harassment.

Reporting Allegations of Sex Discrimination

Any person may report sex discrimination, including sexual harassment, regardless of whether
they are the alleged victim or not. Reports may be madeasopéo the Title IX Coordinator, or by any
other means that results in the Title IX Coordinator receiving the persl or written report. This
report may be made at any time (including during-hosiness hours) by using the telephone number
or emailaddress, or by mail to the office address, listed for the Title IX Coordinator.

Reports of sex discrimination may also be made to any other District employee including a
supervisor, building principal, or the DisttecCRCO. All reports of sex discrimation, including sexual
harassment, will be forwarded to the Distaclitle IX Coordinator. Reports may also be forwarded to
other District employees depending on the allegations.

(Continued)
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SUBJECT: TITLE IX AND SEX DISCRIMINATION (Cont 'd.)

All District employees who witness or receive an oral or written report of sex discrimination must
immediately inform the Title IX Coordinator. Failure to immediately inform the Titl&Cbordinator
may subject the employee to discipline up to and including termination.

Making a report of sexual harassment is not the same as filing a formal complaint of sexual
harassment. A formal complaint is a document either fileddoyrglainant or a parent or legal guardian
who has a right to act on behalf of the complainant or signed by the Title IX Coordinator which alleges
sexual harassment against a respondent and requests that the District investigate the allegations. While
the District must respond to all reports it receives of sexual harassment, the Title IX grievance process
is only initiated with the filing of a formal complaint.

In addition to complying with this policy, District employeesust comply with any other
applicable District policy, procedure, collective bargaining agreement, or other document governing the
standards of conduct, such as the Diss€bde of ConductThis includes, but is not limited to, Policy
#7550-- Dignity for All Students(DASA) which requies District employees to make an oral report
promptly to the Superintendent or principal, their designee, or the DAC not later than one school day
after witnessing or receiving an oral or written report of harassment, bullying, and/or discrimination of
astudent. Two days after making the oral report, DASA further requires that the District employee file
a written report with the Superintendent or principal, their designee, or the DAC.

If the Title IX Coordinator is unavailable, including due to a cebflof interest or other
disqualifying reason, the report will be directed to another Title IX Coordinator, if the District has
designated another individual to serve in that capacity. If the District has not designated another Title
IX Coordinator, the Swgrintendent will ensure that another person with the appropriate training and
gualifications is appointed to act as the Title IX Coordinator.

Grievance Process for Complaints of Sex Discrimination Other than Sexual Harassment

The District will provide for the prompt and equitable resolution of reports of sex discrimination
other than sexual harassment. In responding to these reports, ¢heXT@bordinator will utilize, as
applicable, the grievance process set forth in Policy #348206n-Discrimination and AntHarassment
in the Districtand any other applicable District policy, procedure, collective bargaining agreement, or
other documenguch as the DistristCode of Conduct

Grievance Process for Formal Complaints of Sexual Harassment

The District will respond to allegations of sexual harassment in a manner that is not deliberately
indifferent whenever it has actual knowledge of s¢iarassment in an education program or activity
of the District. The District is deliberately indifferent only if its response to sexual harassment is clearly
unreasonable in light of the known circumstances. For purposes of reports and formal comwiplaints
sexual harassment under Title IX, education program or activity includes locations, events, or
circumstances over which the District exercised substantial control over both the respondent(s) and the
context in which the sexual harassment occurred.

(Continued)
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The District will follow a grievance process that complies with law and regulation before the

imposition of anydisciplinary sanctions or other actions that are not supportive measures against a
respondent.

The District will conduct the grievance process in a timely manner designed to provide all parties

with a prompt and equitable resolution. laisticipated that, in most cases, the grievance process will
be conducted within a reasonably prompt manner and follow the time frames established in this policy.

Definitions

a)

b)

d)

"Actual knowledgé means notice of sexual harassment or allegations of seatedsment to a
District's Title IX Coordinator or any official of the District who has authority to institute
corrective measures on behalf of the District, or to any District employee. Imputation of knowledge
based solely on vicarious liability or consttive notice is insufficient to constitute actual
knowledge. This standard is not met when the only official of the District with actual knowledge
is the respondent. The mere ability or obligation to report sexual harassment or to inform a student
abouthow to report sexual harassment, or having been trained to do so, does not qualify an
individual as one who has authority to institute corrective measures on behalf of the District.
"Notice' as used in this paragraph includes, but is not limited to, atrefpgexual harassment to

the Title IX Coordinator as described in this policy.

"Complainant means an individual who is alleged to be the victim of conduct that could constitute
sexual harassment.

"Days' means business days, but excludes any dagelluring which the school is closed.

"Formal complainit means a document filed by a complainant or signed by the Title IX
Coordinator alleging sexual harassment against a respondent and requesting that the District
investigate the allegation of sexusarassment. At the time of filing a formal complaint, a
complainant must be participating in or attempting to participate in the education program or
activity of the District with which the formal complaint is filed. A formal complaint may be filed
with the Title IX Coordinator in person, by mail, or by email, by using the contact information
required to be listed for the Title IX Coordinator, and by any additional method designated by the
District. As used in this paragraph, the phrddecument filed bya complainarit means a
document or electronic submission (such as by email or through an online portal provided for this
purpose by the District) that contains the complaisaitysical or digital signature, or otherwise
indicates that the complainant tise person filing the formal complaint. Where the Title IX
Coordinator signs a formal complaint, the Title IX Coordinator is not a complainant or otherwise
a party, and must comply with the requirements of law and regulation.

(Continued)
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e) "Responderitmeans an individual who has been reported to be the perpetrator of conduct that
could constitute sexual harassment.

f)  "Supportive measurésneans nosdisciplinary, norpunitive individualized services offered as
appropriate, as reasonably available, awmthout 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. These measures are designed to restore or preserve equal access to the digtration
program orctivity without unreasonably burdening the other party, including measures designed
to protect the safety of all parties or the Dissiatducational environment, or deter sexual
harassment. Supportive measures may include counseling, extensiondinédeadther course
related adjustments, modifications of work or class schedules, campus escort services, mutual
restrictions on contact between the parties, changes in work or housing locations, leaves of
absence, increased security and monitoringestam areas of the campus, and other similar
measures. The District must maintain as confidential any supportive measures provided to the
complainant or respondent, to the extent that maintaining such confidentiality would not impair
the ability of the Dstrict to provide the supportive measures. The Title IX Coordinator is
responsible for coordinating the effective implementation of supportive measures.

General Requirements for the Investigative and Grievance Process

During the investigation of a forrheomplaint and throughout the grievance process, the District
will ensure that:

a) Complainants and respondents are treated equitably. This includes applying any provisions,
rules, or practices incorporated into the DisBigtievance process, othkah those required
by law or regulation, equally to both parties.

b) All relevant evidence is objectively evaluated, including both inculpatory and exculpatory
evidence. Inculpatory evidence implicates or tends to implicate an individual in a crime or
wrongdoing. Exculpatory evidence frees or tends to free an individual from blame or
accusation.

c) The Title IX Coordinator, investigator, decistamaker involved in the grievance process, or
any person designated by the District to facilitate any inforssdlution process does not
have a conflict of interest or bias for or against complainants or respondents generally or an
individual complainant or respondent.

d) Respondents are presumed not to be responsible for the alleged conduct until a determinatio
regarding responsibility is made at the conclusion of the grievance process.

(Continued)
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e)

9)
h)

)

K)

The grievance processcluding any appeals or informal resolutions, is concluded within a
reasonably prompt time frame and that the process is only temporarily delayed or extended
for good cause. Good cause includes, but is not limited to, considerations such as the absence
of a party, a partg advisor, or a witness; concurrent law enforcement activity; or the need

for language assistance or accommodation of disabilities. Whenever the time frame is
temporarily delayed or extended, written notice will be provided to all congrits and
respondents of the delay or extension and the reasons for the action.

The range of possible disciplinary sanctions and remedies that may be implemented by the
District following any determination regarding responsibility are described tkm@oyn

party.
The same standard of evidence is used to determine responsibility in all formal complaints.

The procedures and permissible bases for an appeal are known to all complainants and
respondents.

The range of supportive measures aldé are known to all complainants and respondents.

There is no requirement, allowance of, reliance on, or otherwise use of questions or evidence
that constitute, or seek disclosure of, information protected under a legally recognized
privilege, unles the person holding the privilege has waived the privilege.

The burden of proof and the burden of gathering evidence sufficient to reach a determination
regarding responsibility rests on the District and not on the parties.

The Title IX Coordinator, the investigator, any decisimaker, or any other person
participating on behalf the District does not access, consider, disclose, or otherwise use a
partys records that are made or maintained by a physician, psychiatrist, psychologist, or
other recognized professional or paraprofessional acting in the professiaral
paraprofessional capacity, or assisting in that capacity, and which are made and maintained
in connection with the provision of treatment to the party, unless the Didttaine that

partys voluntary, written consent to do so for the grievance process. If the party is not an
eligible student, as defined in FERPA as a student who has reached 18 years of age or is
attending a possecondary institution, the District will adot the voluntary, written consent

of a parent.

The parties have an equal opportunity to present witnesses, including fact and expert
witnesses, and other inculpatory and exculpatory evidence.

Credibility determinations are not be based on a p&rstatus as a complainant, respondent,
or witness.

(Continued)
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0)

p)

Q)

s)

)

The ability of either party to discuss the allegations umulegstigation or to gather and
present relevant evidence is not restricted.

The parties are provided with the same opportunities to have others present during any
grievance proceeding, including the opportunity to be accompanied to any related meeting
or proceeding by the advisor of their choice, who may be, but is not required to be, an
attorney, and not limit the choice or presence of advisor for any complainant or respondent
in any meeting or grievance proceeding. However, the District may estadsisittions
regarding the extent to which the advisor may participate in the proceedings, as long as the
restrictions apply equally to both parties.

Written notice of the date, time, location, participants, and purpose of all hearings,
investigative mterviews, or other meetings, is provided to any party whose participation is
invited or expected with sufficient time for the party to prepare to participate.

The parties are provided with 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, including the evidence upon which the District does notdni@mely on in
reaching a determination regarding responsibility and inculpatory or exculpatory evidence
whether obtained from a party or other source, so that each party can meaningfully respond
to the evidence prior to conclusion of the investigation.

Any document sent to a minor or legally incompetent person is also sent to the et
or legal guardian

Any document sent to a party is also sent to the ‘gaatvisor, if known.

After a Report of Sexual Harassment Has Been Made

After receiving a report of sexual harassment, the Title IX Coordinator will:

a)

b)

c)
d)

Promptly contact the complainant to discuss and offer supportive measures;

Inform the complainant both of the range of supportive measures available and that these
measues are available regardless of whether a formal complaint is filed;

Consider the complaindsatwishes with respect to supportive measures; and

Explain to the complainant the process for filing a formal complaint.

The Title IX Coordinator may ab contact the respondent to discuss and/or impose supportive
measures.

(Continued)
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Requests for confidentiality or use of anonymous reporting may limit how the District is able to
respond to a report of sexual harassment.

Emergency Removal and Administrative Leave

At any point after receiving a report or formal complaint of sexagh$smenthe District may
immediately remove a respondent from the Disfrietucation program or activity on an emergency
basis, provided that tHaistrict:

a) Undertakes an individualized safety and risk analysis;

b) Determines that an immediatar¢at to the physical health or safety of any student or other
individual arising from the allegations of sexual harassment justifies removal; and

c) Provides the respondent with notice and an opportunity to challenge the decision
immediately following he removal.

The District should coordinate their Title IX compliance efforts with special education staff when
initiating an emergency removal of a student with a disability from an education program or activity as
the removal could constitute a change of placemeh¢uine IDEA or Section 504.

The District may place a nestudent employee respondent on administrative leave with or without
pay during the pendency of the grievance process in accordance with law and regulation and any
applicable District policy, pradure, collective bargaining agreement, or other document such as the
District's Code of Conduct

Filing a Formal Complaint

A complainant may file a formal complaint with the Title IX Coordinator in person or by mail,
email, or other method madwailable by the DistrictThe complainant must be participating in or
attempting to participate in the education program or activity of the District at the time of filing the
complaint. The filing of a formal complaint initiates the grievance process

A formal complaint must be signed by the complainant, the complamarent or legal guardian
as appropriate, or the Title IX Coordinator. Where a parent or legal guardian signs the complaint, the
parent or legal guardian does not become the complairshér the parent or legal guardian acts on
behalf of the complainanhe Title IX Coordinator may sign the formal complaint, but his or her
signature does not make him or her a complainant or a party to the complaint. If the formal complaint
is signedby the Title IX Coordinator, the Title IX Coordinator is still obligated to comply with the
grievance process outlined in this policy.

(Continued)
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The complainant, or the complainanparent or legal guardian, must physically or digitally sign
the formal complaint, or otherwise indicate that the complainant is the person filing the formal
complaint. When a formatomplaint is filed, the Title IX Coordinator must send a written notice of
allegations to all parties which includes the identities of all known parties.

The District will not discriminate on the basis of sex in its treatment of a complainant or a
respoment in responding to a formal complaint of sexual harassment.

The formal complaint form may be obtained from the Dis#i€itle IX Coordinator or found on
the Districts website.

Consolidation of Formal Complaints

The District may consolidate fomth complaints of sexual harassment against more than one
respondent, or by more than one complainant against one or more respondents, or by one party agains
the other party, where the allegations of sexual harassment arise out of the same facts tarooeEsims

Written Notice of Allegations

Upon receipt of a formal complaint, the District will send all known parties written notice of:
a) The Districts grievance process, including any informal resolution process; and
b) The allegations of sexuahhassment which will:

1. Provide sufficient details known at the time and sufficient time to prepare a response
before any initial interview. Sufficient details include the identities of the parties
involved in the incident, if known, the conduellegedly constituting sexual
harassment, and the date and location of the alleged incident, if known;

2. State that the respondent is presumed not to be responsible for the alleged conduct and
that a determination regarding responsibility is made atdhelusion of the grievance
process;

3. Inform the parties that they may have an advisor of their choice, who may be, but is
not required to be, an attorney;

4. Inform the parties that they may inspect and review any evidence obtained as part of

the investigation that is directly related to the allegations raised in the formal complaint;
and

(Continued)



2021 3421
11 of 19

Community Relations

SUBJECT: TITLE IX AND SEX DISCRIMINATION (Cont 'd.)

5. Include notice of anprovision in any applicable District policy, procedure, collective
bargaining agreement, or other document such as the Dss@rarte of Conducthat
prohibits knowingly making false statements or knowingly submitting false
information during the grievaegrocess.

If, in the course of an investigation, the District decides to investigate allegations about any
complainant or respondent that were not included in the initial notic®iskréct will provide another
notice of the additional allegations to the partié®ge identities are known.

Investigation of a Formal Complaint

The Title IX Coordinator will oversee the Disttgtnvestigation of all formal complaints. During
the investigation of a formal complaint, the Title IX Coordinator or another Districogepimay serve
as the Districs investigator. The District may also outsource all or part of an investigation to appropriate
third parties. The outsourcing of all or part of an investigation does not relieve the District from its
obligation to comply witHaw and regulation.

It is anticipated that most investigations will be completed within sixty (60) days after receiving a
formal complaint.

During the investigation of a formal complaint, the investigator will, as appropriate:

a) Collect, review, ad preserve all relevant evidence including, but not limited to, any relevant
documents, videos, electronic communications, and phone records.

b) Interview all relevant persons including, but not limited to, any complainants, respondents,
and witnesses. tarviews of complainants and respondents will be conducted separately. If
a student is involved, the District will follow any applicable District policy, procedure, or
other document such as the Dista@ode of Conduaiegarding the questioning of stutds.

c) Create written documentation of the investigation (such as a letter, memo, or email), which
contains the following:

1. Alistof all documents reviewed, along with a detailed summary of relevant documents;
2. Alist of names of thosaterviewed, along with a detailed summary of their statements;

3. Atimeline of events; and
4

A summary of prior relevant incidents, reported or unreported.

(Continued)
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d) Keep any written documentation and associated documents in a secure and confidential
location.

Prior to completion of the investigative report, the District will send to each party and the party
advisor, if any, the evidence subject to inspection and review in an electronic format or a hard copy. The
parties will have ten days to submit a written response, which the investigator will consider prior to
completion of the investigative report.

At the end of the investigation, an investigative report will be created that fairly summarizes all
relevant evidence.

At least ten days prior to a hearing or otftlermination regarding responsibility, the investigative
report will be sent to each pargyd the partg advisor, if any, in an electronic format or a hard copy,
for their review and written response.

Dismissal of a Formal Complaint

The District must investigate the allegations in a formal complaint. The District must dismiss a
formal compéint under Title IX if the conduct alleged:

a) Would not constitute sexual harassment even if proven;
b) Did not occur in the Distritd education program or activity; or
c) Did not occur against a person in the United States.

Further, the Districinay dismiss a formal complaint or any of its allegations under Title IX, if at
any time during the investigation or hearing:

a) A complainant notifies the Title IX Coordinator in writing that the complainant would like
to withdraw the formal complaint @ny of its allegations;

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 as to the formal complaint or any of its allegatio

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

The dismissal of a formal complaint under Title IX does not preclude aatiber another related
District policy, procedure, collective bargaining agreement, or other document such as thésDistrict
Code of Conduct

(Continued)
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Informal Resolutions

Before reaching a determination regarding responsibility, but only after a formal complaint is filed,
the District may offer and facilitate the use of an informal resolution process, such as mediation, that
does not involve a full investigation and adjudication of the formal complaint.

It is anticipated that most informal resolutions will be completed within 15 days.

The District will not require the parties to participate in an informal resolutiongso€he District
will not offer or facilitate an informal resolution process to resolve allegations that an employee sexually
harassed a student. Further, the District will not require the waiver of the right to an investigation and
adjudication of formakomplaints of sexual harassment as a condition of enrollment or continuing
enrollment, or employment or continuing employment, or enjoyment of any other right.

If the District offers and facilitates the use of an informal resolution process, it will:

a) Provide written notice to all known parties which details:

1. The allegations in the formal complaint;

2. The requirements of the informal resolution process including the circumstances under
which it precludes the parties from resuming a forooahplaint arising from the same
allegations, provided, however, that at any time prior to agreeing to a resolution, any
party has the right to withdraw from the informal resolution process and resume the
grievance process with respect to the formal complai

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

b) Obtain the partiesoluntary, written consent to the informal resolution process.

Hearingsand Determination Regarding Responsibility

The District will designate an individual decistameker or a panel of decisionakers to issue a
written determination regarding responsibility. A decismaker can either be a District employee or,
where apropriate, a thirgparty. They cannot be the same individual as either the Title IX Coordinator
or the investigator(s).

The Districts grievance process may, but is not required to, provide for a hearing. The
determination as to whether a hearing wilpbevided will be made on a cabg-case basis. If a hearing
is provided, the District will make all evidence subject to the pamigigection and review available to
give each party equal opportunity to refer to this evidence during the hearing,ngdioidpurposes of
crossexamination.

(Continued)
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With or without a hearing, before reaching a determination regarelapgnsibility, the decision
maker(s) will afford each party the opportunity to:

a) Submit written, relevant questions that a party wants asked of any party or witness within
five days after the partieeceipt of the investigative report;

b) Provideeach party with the answers given by any party or witness within ten days of
receiving the questions; and

c) Allow for additional, limited followup questions and responses from each party to occur
within five days after the parties have received rasps to their initial questions.

Questions and evidence about a complalaa®xual predisposition or prior sexual behavior will
not be considered, unless the questions and evidence about the conmplpim@ardexual behavior are
offered to prove thasomeone other than the respondent committed the conduct alleged by the
complainant, or if the questions and evidence concern specific incidents of the complpn@rgexual
behavior with respect to the respondent and are offered to prove consexecisioamaker(s) will
explain to the party proposing the questions any decision to exclude a question as not relevant.

The decisiommaker(s) will issue a written determination regarding responsibility to the Title IX
Coordinator, the Superintendenpdaall parties simultaneously within ten days after all follgowv
guestions have been responded to or after the hearing, if one has been provided.

To reach this determination, the decisioaker(s) will use the

preponderance of the evidenstandard which is the standard of evidence that will be applied in

all formal complaints of sexual harassment. This standard is understood to mean that the party

with the burden of persuasion must prove that a proposition is more probably true than false
meaning a probability of truth greater than 50 percent

The written notice of the determination regarding responsibility will include:

a) Identification of the allegations potentially constituting sexual harassment;

b) A description of the procedursieps taken from the receipt of the formal complaint through
the determination, including any notifications to the parties, interviews with parties and
witnesses, site visits, methods used to gather other evidence, and hearings held;

c) Findings of fact gpporting the determination;

d) Conclusions regarding the application of any applicable District policy, procedure, collective
bargaining agreement, or other document such as the Dsghacte of Condudb the facts;

(Continued)
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e) A statement of, and rationale for, the result as to each allegation, including a determination
regarding responsibility, any disciplinarganctions the District is imposing on the
respondent, 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 the complainant;
and

f)  The Districts procedures and permissible bases for the complainant and respondent to
appeal.

Finality of Determination Regarding Responsibility

The determination regarding responsibility becomes final either on the date that the District
provides the parties witthe written determination of the result of the appeal, if an appeal is filed, or if
an appeal is not filed, the date on which an appeal would no longer be considered timely.

Where a determination regarding responsibility for sexual harassment has loeeagaiast the
respondent, remedies will be provided to a complainant and disciplinary sanctions may be imposed on
a respondent. Remedies will be designed to restore or preserve equal access to theddistation
program or activity. Remedies and d@inary sanctions will be implementad accordance with
applicable laws and regulations, as well as &nstrict policy, procedure, collective bargaining
agreement, or other document such as the Dist@icde of Conduct

The Title IX Coordinator isesponsible for the effective implementation of any remedies and/or

disciplinary sanctions. The Title IX Coordinator will work with other individuals as necessary to
effectively implement remedies and/or disciplinary sanctions.

Appeals

Either party may file an appeal from a determination regarding responsibility or from the Dsstrict
dismissal of a formal complaint or any of its allegations. Appeals must be submitted in writing to the
Title IX Coordinatomwithin five days of the written notice of tlietermination regarding responsibility
or dismissal of the formal complaint or any of its allegations.

An appeal may only be based upon one or more of the following bases:

a) Procedural irregularity that affected the outcome of the matter;

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; and
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c) The Title IX Coordinator, investigator, or decisioraker(s) 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.

The bases on which a party is seeking an appeal should be specifically stated in ‘thevdety
appeal.

Upon receipt of an appeal, the District will:

a) Notify the other party in writing that aappeal has been filed and implement appeal
procedures equally for both parties;

b) Ensure that any decisianaker for the appeal:

1. Is not the same person as any decisiaker that reached the initial determination
regardingresponsibility or dismissal, investigator, or Title IX Coordinator;

2. Does not have any conflict of interest or bias for or against complainants or respondents
generally or an individual complainant or respondent;

c) Give all parties a reasonable, efopportunity to submit a written statement in support of,
or challenging, the outcome. Parties will have to submit these written statements within ten
days after the parties have been notified of the appeal;

d) Issue a written decision describing tlesult of the appeal and the rationale for the result;
and

e) Provide the written decision simultaneously to the Title IX Coordinator, the Superintendent,
and all parties within ten days after receiving the parties written statements in support of, or
chdlenging, the outcome.

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

The District prohibits retaliation against any individual for the purpose of interfering with his or
her Title IX rights or because the individual made a report or complaint, testified, assisted, or
participated or refused to participate in an investigatmwoceeding, or hearing under Title IX.

Charging an individual witlfCode of Conducbr other applicable violations that do not involve
sex discrimination, including sexual harassment, but arise out of the same facts or circumstances as &
report or comfaint of sex discrimination for the purpose of interfering with any right or privilege
secured by Title IX, constitutes retaliation. Charging an individual witode of Conducbr other
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applicable violation for making a materially false statement in bad faith during a grievance proceeding
does not constitute retaliation, provided, however, that a determination regarding responsibility, alone,
is not sufficient to conclude that any partpde a materially false statement in bad faith.

All complaints alleging retaliation will be handled in a manner consistent with the Dsstrict
policies and procedures regarding the investigation of discrimination and harassment complaints,
including Poliy #3420-- Non-Discrimination and AntHarassment in the District

If the Title IX Coordinator is unavailable, including due to a conflict of interest or other
disqualifying reason, the report will be directed to another Title IX Coordinator, if thecDisas
designated another individual to serve in that capacity. If the District has not designated another Title
IX Coordinator, the Superintendent will ensure that another person with the appropriate training and
gualifications is appointed to act ag thitle IX Coordinator.

Confidentiality

Except where disclosure may be permitted or required by law or regulation, the District will keep
confidential the identity of any:

a) Individual who has made a report or complaint of disgrimination;
b) Individual who has made a report or filed a formal complaint of sexual harassment;
c) Complainant;
d) Individual who has been reported to be the perpetrator of sex discrimination;
e) Respondent; and
f)  Witness.
Training
The District will ensure that:

a) All Title IX Coordinators, investigators, decisionakers, or persons who facilitate an
informal resolution process receive training on:

1. The definition of sexual harassment as defined in Title IX;

2. The scope of the Distristeducation program or activity;
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3.  How to conduct an investigaticand grievance process including hearings, appeals,
and informal resolution processes, as applicable; and

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

b)  All decisionmakers redge training on any technology to be used at a live hearing and on
issues of relevance of questions and evidence, including when questions and evidence about
a complainans sexual predisposition or prior sexual behavior are not relevant.

c) All investigators receive training on issues of relevance to create an investigative report that
fairly summarizes relevant evidence.

d) All District employees receive training on mandatory reporting obligations and any other
responsibilities that they mayabe relative to Title IX.

Materials used to train Title IX Coordinators, investigators, decisiakers, and any person who
facilitates an informal resolution process will not rely on sex stereotypes and will promote impartial
investigations and adjuditans of formal complaints of sexual harassment. Training materials will be
made publicly available on the Distrgtvebsite.

Notification

The District will notify students, parents or legal guardians of students, employees, applicants for
employmentand all unions or professional organizations holding collective bargaining or professional
agreements with the District of this policy.

Further, the District will prominently publish this policy and the contact information for the Title
IX Coordinator(s)n its website and in other publications, including in each handbook or catalog that it
makes available to the individuals and entities referenced above.

Recordkeeping
For a period of seven years, the District will retain the following:
a) Records beach sexual harassment investigation including any:
1. Determination regarding responsibility;
2. Audio or audiovisual recording or transcript required under law or regulation;
3. Disciplinary sanctions imposed on the respondent; and
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4. Remedies provided to the complainant designed to restore or preserve equal access to
the Districts educatiorprogram or activity.

b) Any appeal and its result.
c) Any informal resolution and its result.

d) All materials used to train Title IX Coordinators, investigators, decisiakers, and any
person who facilitates an informal resolution process.

e) For each response to sexual harassment where the District had actual knowledge of sexual
harassment in its education program or activity against a person in the United States, records
of any actions, including any supportive measures, taken in respoasefort or formal
complaint of sexual harassment. In each instance, the District must document the basis for
its conclusion that its response was not deliberately indifferent, and document that it has
taken measures designed to restore or preserve ecpegsato the District education
program or activity. If the District does not provide a complainant with supportive measures,
then the District must document the reasons why such a response was not clearly
unreasonable in light of the known circumstanddse documentation of certain bases or
measures does not limit the District in the future from providing additional explanations or
detailing additional measures taken.

20 USC § 1092(f)(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 #3420Non-Discrimination and AntHarassment in the District
#6121-- Sexual Harassment in the Workplace
#7550-- Dignity for All Students
District Code ofConduct

Adopted: 3/31/21



2019 3510

Community Relations

SUBJECT: EMERGENCY CLOSINGS

In the event it is necessary to close school for the day, activate a delayed starting time or early
dismissal (as well aaformation relating to cancellation of aftechool activities/late bus runs), due to
inclement weather, impassable roads, or other emergency reasons, announcements will be made ove
local radio and television statigreuto dialing, othe Internet or Gitrict website.

When school is closed, all related activities, including athletic events and student activities, will
be cancelledor that day and evening.

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

Education Law 8604(7)

Adopted: 6/21/07
Revised: 1/8/15; 4/16/19



2020 3520

Community Relations

SUBJECT: EXTRAORDINARY CIRCUMSTANCES

The District considers the safety of its students staff to be of the utmost importance and is
acutely aware that extraordinary circumstances such as widespread illness, natural disaster, or othet
emergency situation may make District premises unsafe or otherwise interrupt the'Dadtriity to
effectively operate.

In these circumstanceset District will follow its previously developed policies, procedures, and
plans including, but not limited to, the Distriwide school safety plan and buildigyvel emergency
response plan(s). To the extent thay District policy, procedure, or plan is in any way inconsistent
with or conflicts with federal, state, or county law, regulation, or executive order released for the purpose
of addressing the extraordinary circumstance, the federal, state, or countgdalation, or executive
order will govern. Additionally, the Board may adapsolutions or take other actions as needed to
respond to changes in federal, state, or county law, regulation, or executive order to provide further
direction during an extaadinary circumstance.

Adopted: 10/8/20



2021 4000

Administration
Alden Central School District NUMBER
ADMINISTRATION
1.1 Administrative Personnel...........cccoooiiiiiiiiicc e eees e 4110
ADMINISTRATIVE OPERATIONS
2.1 Administrative Organization and Operatian...............cccccvimmmrneeeseseeiiiiieenee 4210
2.1.1 Line ReSPONSIDIILY.....ccoeiiiiiiiiiii e 4211
2.2 Abolishing an Administrative POSItION..............uuiiiiiiiiiieeciiiiiiieieieeee e 4220
2.3 Administrative Authority During Absence of the Superintendent of Schools.4230
2.4 Administrative Latitude in the Absence of BA&POlICY............ccevvvveeieiiiiiieeeennee. 4240
2.5 USE Of COMMITEEES.....uiiiiiiiiiiiiiiie ettt mmne e eeees 4250
2.6 Evaluation of the Superintendent and Other Administrative Staff.................4260
CENTRAL OFFICE AND BUILDING ADMINISTRATION
3.1 Superintendent of SCOQIS...........uuuiiiiiiiiiiceei 4310

3.2 SuperintendenBoard of Education Relations..................uuuiiiicceeeeiiiiiiiinn 4320



2007 4110

Administration

SUBJECT: ADMINISTRATIVE PERSONNEL

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

These employees shall meet all certification and/or Civil Service requirements as outlined in New
York State Civil Service Law, and the Rules and Regulations promulgated by the Commissioner of

Education of New York Statdhe administrative and supervisory staff must be eligible to meet these
requirements at the time of employment.

Education Law88 1709 and 2503(5)

Adopted: 6/21/07



2007 4210

Administration

SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION

The basic principles of Administrative Organizatiand Operation are:

a)

9)

The working relationships shall involve two types of officers: line and .staffe
organization involves a direct flow of authority upward and downward Soperintendent

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 auatalis or consultants.

The Board of Education shall formulate and legislate educational policy.

Administrative regulations shall be developed bySheerintendent or his/her designee

The CentralOffice Staff shall provide overall leadgipand assistance in planning, research
and training.

A reasonable limit shall be placed upon the number of persons with whom an
administratofsupervisorishall be expected to work effectively.

Areas of responsibility for each individual shall be clearly defined.

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

Adopted: 6/21/07



2019 4211

Administration

SUBJECT: LINE RESPONSIBILITY

All employees of the District shall be under the general direction of the Superintendent. Teachers
shall be immediately responsible to the principal of the building in which they @tiker employees
shall be immediately responsible to the administrative and/or supervisory personnel under whom they
work directly.

Adopted: 6/21/07
Revised: 4/16/19



2007 4220

Administration

SUBJECT: ABOLISHING AN ADMINISTRATIVE POSITION
Existing administrative positions shall not béolished by the Board of Education without
previous written notification of the impending aboliti&uch written notification is to be served to the

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

Education Lawg 3013

Adopted: 6/21/07



2007 4230

Administration

SUBJECT: ADMINISTRATIVE AUTHORITY DURING ABSENCE OF THE
SUPERINTENDENT OF SCHOOLS

The Superintendent of Schools shall delegate to another administrator the authority and
responsibility for making decisions and taking such actions as may be required duringetieeadf
the Superintendent.

The line of authority in the event the Superintendent is absent from the Dvdtri¢ determined
on an annual basis and may change year to year based upon level of authority and experience in the
district.

This line wil be established by the Superintendent.

Adopted: 6/21/07



2007 4240

Administration

SUBJECT: ADMINISTRATIVE LATITUDE 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 shall act in a manner consistent with the existing policies
of the School District and shall alert the Superintendecbibols to the possible need for additional
policy development.

Adopted: 6/21/07



2007 4250

Administration

SUBJECT: USE OF COMMITTEES

Standing and/or ad hoc committees magjeointed to study and to recommend courses of action
in response to department, building or District ne&tlese committees may be appointed by the Board
of Education, the Superintendent or other administrators, with the knowledge of the Superiniedent,
in accordance with the range of responsibilities of the appointing body or administrator to whom the
committee shall reparThe composition of each committee shall reflect its purpose and each committee
shall have a clear assignment.

Adopted: 6/21/07



2010 4260

Administration

SUBJECT: EVALUATION OF THE SUPERINTENDENT AND OTHER
ADMINISTRATIVE STAFF

Superintendent

The Board of Education shall 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 to be made available for review by any individual, o tan September 10 of each year.

The formal performance procedures shall include written criteria, a description of the review
procedures, provisions for pesbnferencing, and methods used to record results of the evaluation. The
Superintendent shdtle 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 puposes of this evaluation are:

a) To determine the adequacy of administrative staffing;

b) To improve administrative effectiveness;

c) To encourage and promote selfaluation 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), (vi)
Education Law § 3014

Adopted: 6/21/07
Revised: 1/7/10



2019 4310
1of2

Administration

SUBJECT: SUPERINTENDENT OF SCHOOLS

The Superintendent is the chief executive officer of Dingrict. He or she is responsible for
carrying out the policy of the Board and for keepingfitrmed of matters which should be weighed by
the Board in reaching decisions. Bieshe is responsible to the Board in biher stewardship of the
entire school system.

The Superintendent will have the specific powers and duties discussed belovil Bediwectly
responsible to the Board for their proper exercisechief executive officer of the Distridbe or she

will:

a)

9)

h)

j)

K)

Attend all regular, special, and work meetings of the Board except that the Superintendent
may be excluded when h@ her enployment contract or performance is discussed in
executive session

Administer all policies and enforce all rules and regulations of the Board

Review the local school situation and recommend to the Board areas in which new policies
seem to b@eeded

Organize administer, evaluat and supervisthe programs and personnel of all school
departments, instructional and rimstructionaj

Recommendo the Board the appointment of all instructional and support personnel

Prepae and reconmend to the Board the annual District budget in accordance with the
format and development plan specified by the Bpard

Advisethe publicaboutthe activities and needs of the schools through his or her written and
spoken statements, amdll be responsible for all news releases emanating from the local
schools

Createall salary scales aratiministerthe salary plan approved by the Boardute of these
salary scales will be developed within staff contracts negotiated under the provisions of the
Taylor Law,

Determine the need and make plans for plant expansion and renpvation

Recommend for hire, evali&atpromog, and dismiss all pfessional and noeprofessional
staff personnel

Prepare or supervise the preparation of the teacher's handbook, staff bulletins, and all other
District-wide staff materiats

(Continued)



2019 4310
20f2

Administration

SUBJECT: SUPERINTENDENT OF SCHOOLS (Cont'd.)

)

m)

P)

Plan and coordinate the recruitmenttefdchers 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 theetedound
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 p&rsonne

Transfer personnevhen necessary and/or desirable to promote optimal effectiveness. Any
personnetransferawill be madgursuant to appropriate guidelines establishestdig laws,
District policies, and negotiated contrgasd

Submit datarom the School Report Card or other reports of studebistrict performance
as prescribed by and in accordance with requirements of the Commissioner of Education.

Education Lawg81711, 2508, and 3003
8 NYCRR § 100.2(m)

Adopted: 6/21/07
Revised: 5/16/17; 4/16/19



2007 4320

Administration

SUBJECT: SUPERINTENDENT-BOARD OF EDUCATION RELATIONS

The Board of Education is accountable for all pursuits, achievements and duties of the School
District. The Boarts specific role is to deliberate and to establish policies for the organizatien
Board delegtes the necessary authority to the Superintendent who, acting as chief executive officer, is
held accountable to the Board for compliance with its policies.

a)

b)

d)

With respect to School District goals and objectives, the Board will establish broad
guidelines to be observed in the development of further policy and agteBoard reserves
the right to issue either restrictive or general policy statements.

Generally, the Superintendent will be empowered to assign and use resources; employ,
promote, disipline 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 Superintereht 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 Superintendénauthority.

Should the Superintendent or his/her 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 Law88 1711 2503 and 2508

Adopted: 6/21/07



2021 5000

Non-Instructional/Business

Operations
Alden Central School District NUMBER
BUDGET
1.1 Budget Planning anBevelopment............cccciiiiiiiiiimeeiiieee e 5110
1.2 School District Budget HEaring............uuuuuuuiiiiiieiiiiiiiinse e e eenenee s 5120
1.3 BUAQEE AUOPLION....ceiiiiiiieieeeeeie et e bbb eenensee 5130
1.4 Administration of the BUudget...........cccuuiiiiiiiiiieeeiiiiiiee e 5140
1.5 ContiNgeNCY BUAQEL.......ceviiiiiiiiiiiii e 5150
INCOME
N R oS o 1 P 5210
2.2 DISHICE INVESIMENTS ... i e et e e e e e e mmmr et e e e e e e ataaeeeeeeernns 5220
2.3 Acceptance of Gifts, Grants and Bequests to the School District................. 5230
2.4 School Tax Assessment and ColleCtiQn.............uueeiiiiicceeeeiiiiiire e e eeees 5240
2.4.1 Property Tax EXEMPLONS.........coooiiiiiiiiiiiireeriiiieee e eeeren e 5241
2.5 Sale and Disposal of School District Property............cccccuvivimmmnnniniiiiiiinnene. 5250
EXPENDITURES
3.1 Bonding of Employees and Schdd@ard Members.............cccoovvvvviiiieeeee e, 5310
3.2 Expenditures of School DiStriCt FUNS..............uuiiiiiiiiiieciiiiiiiiiieeeece e 5320
3.2.1 Use of the District Credit Card..............oevuvimimiiicceeeeiiirree e 5321
3.2.2 CEll PRONES.... .ot eerete e e e 5322
3.2.3 Reimbursement for Meals/Refreshmentis...............coiiccvieeieiiiinnnnnns 5323
PURCHASING
4.1 Purchasing: Competitive Bidding and Offering..............cccccvvvimemnniiiiinnnnnne. 5410
4.1.1 Procurement of GOOds and SEerVICES...........uuuuuuumiiiccceeeeeieiiieeaae e 5411
4.1.2 Alternative Formats for Instructional Materials............cccccceiviiiieccnnnnnns 5412
4.1.3 Procurement: Uniform Grant Guidance for Federal Awards.............. 5413
FISCAL ACCOUNTING AND REPORTING
5.1 ACCOUNLING Of FUNGS.......uutiiiiiiiiiiiiiiii ettt 5510
5.1.1 Maintenance oFund BalancCe.................uuuuiiiiiiccmeeiiiiciiee e eeeees 5511
5.1.2 RESEIVE FUNAS......oueiiiiiii e 5512
5.2 Extraclassroom ACHVILY FUND.............uuuiiiiiiiiiiieeeiiiiiieeeeeeeee e 5520
5.3 Petty Cash Funds and Cash in School Buildings................ccovvieemiiiiereiennnnnnn. 5530
5.4 Publication of the District's Annual Financial Statement.................cccevveeee.... 5540



2021 5000

Non-Instructional/Business

Operations
Alden Central School District NUMBER
FISCAL ACCOUNTING AND REPORTING (Cont'd .)
5.5 Maintenance of Fiscal Effort (Title | Programs).........cccccoeiiiiieisieeciiiinnneeeenn. 5550
5.5.1 Allocation of Title I, Part A Funds in the DiStriCt...............ccooeviiiiiceeee. 5551
5.6 Use of Federal Funds for Political EXpenditures..............cccvvvvieeeviiineieeneeeennn. 5560
5.7 Financial ACCOUNTADIITY...........uuuiiiiiiiiiiiii e 5570
5.7.1 Allegations Of Fraud...........cccuuuiiimiiiiiiieeeiiiiiiiieeie e 5571
A A o [ @] o1 1 111 == R 5572
5.7.3 Internal Audit FUNCLION...........uuuieiiiiiiie e cereen e 5573
NON-INSTRUCTIONAL OPERATIONS
6.1 INSUFANCE......ue ittt ettt e e e et nmme e e et e e e e e e s ta e e e e e e annneeeeesan e eeeas 5610
6.2 Fixed Asset Inventories, Accounting, and Tracking............ccccccvvvimmmnnieiiinnns 5620
6.3 Facilities: Inspection, Operation and MainteNancCe.........ccccceveeevieeeeeeeeeeeenn. 5630

6.3.1 Hazardous Wastend Handling of Toxic Substances by Employees....5631
6.3.2 Facilities: Naming of School Facilities/Plaques and Memorials/

PUDIIC DEAICALION........uiiiiiiiiiiieiiee ettt 5632
6.3.3 Pest Management and PestiCide USE........cccccevviiiiiiccciiiiii s 5633
6.3.4 Gender Neutral Singil®ccupancy Bathrooms...................ceevivieecivnnnnee. 5634
6.4 Smoking Tobacce and Cannabis (Marijuanf)se.............coooiiiiiiiimnnns s 5640
6.5 Energy Conservation and Recycling in the Schools..............cccccovieeniiiiis 5650
6.6 Meal Charging and Prohibition Against Meal Shaming.............cccccoovvieceeeeen. 5660
6.6.1 WEIINESS.....ouiiiiiiiiiiiiiii e 5661
6.7 ReCcords ManagemeNnTt..........oooiiiiiuiiiiiirens st eeeeasb e e e e e e e e e s 5670
6.7.1 Disposal of Consumer Report Imipation and Records.................eeeeeee. 5671
6.7.2 Information Security Breach and Notification................cccccccveeeeiiinnns 5672
6.7.3 Employee Personal Identifying Informatian.................ccccvvimmmnniiiinnnnns 5673
6.7.4 Data Networks and SecCuUrity ACCESS..........uuuurrrmreriiimemiriirireeeeeeeeaeeeeens 5674
6.7.5 Student Grading Information Systems.............cccccuvvrvimmminnciiiiiiiiiieee 5675
6.7.6 Privacy and Security fd8tudent Data and Teacher and Principal Datab676
6.8 Safety and Security
6.8.1 School Safety Plans.........ccccuiiiiiiiiiiiieeiiii e 5681
6.8.2 Cardiac Automated External Defibrillators (AEDS) in Public
SChOOI FACIITIES ...t 5682
6.8.3 Fire and Emergency Drills, Bomb Threats, and Bus EmeygPenitis........ 5683
6.8.5 Use of Surveillance Cameras in the District and on School Buses.....5685
6.9 EXPOSure CoNtrol PrOgraml....... ...t mmme e 5690
6.9.1 CommuUuNICADIE DISEASES.......uuuiiiiiiiiiiiiiiieeeiiiieeeee ettt 5691
6.9.2 Human Immunodeficiency Virus (HIV) Related llinesses................... 5692



2021 5000

Non-Instructional/Business

Operations
Alden Central School District NUMBER
TRANSPORTATION
7.1 Transportation Program...........ooociuuuiuriiieemniiiiieeeeeeee e e e s eeesseeseereeeeeeaeeeeeeeas 5710
7.2 Scheduling and ROULING..........ccoiiiiiiiiiiiiieenie e 5720
7.3 Transportation Of STUAENTS..........uuuiiiiiiiii e 5730
7.4 Use of Buses by Community GrOUPS.........coovviiiiiiiiimmmre e eneeeees 5740
7.5 School Bus Safety Program..........coooiiiiiiiiimeeniiiiiiiiieeeeee e eeessenee e eeee s 5750
7.5.1 Idling School Buses on School Grounds............cccevvvviivieeeeseeeeeeeeeeeee, 5751
7.6 Qualifications Of BUS DIIVEIS.........ccuuuuuiuiiiiiiiiceeeiiiiiisesas e e e e e emnessn e 5760

7.6.1 Drug and Alcohol Testing for School Bus Drivers.............cccuvveevieeennns 5761



2018 5110
1of5

Non-Instructional/Business
Operations

SUBJECT: BUDGET PLANNING AND DEVELOPMENT

Budget planning andevelopment for the District will be an integral part of program planning so
that the annual operating budget may effectively express and implement programs and activities of the
School System. Budget planning will be a ysaund process involving partmation of Districtlevel
administrators, principals, directors, coordinators, teachers, and other personnel. The process of budge
planning and development should allow for community input and contain numerous opportunities for
public information and feeditk.

The Superintendent will have overall responsibility for budget preparation, including the
construction of and adherence to a budget calendar. Program managers will develop and submit budge
requests for their particular areas of responsibility afesking 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 budge
request will be therincipal'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 nexpents, special sources of funding, and District
objectives and priorities.

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

All budget documents for distribution to the public shall be in plain language and organized in a
manner which best promotes public comprehension of the contents. Documents shall be complete and
accurate and contain sufficient detail to adequately intbepublic regarding such data as estimated
revenues, proposed expenditures, transfers to other funds, fund balance information, and changes ir
such information from the prior year's submitted budget.

In accordance with Commissioner's regulations, thgétmill be presented in three components
which are to be voted upon as one 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 comppent which shall include, but need not be limited to, all program expenditures
of the School District, including the salaries and benefits of teachers and any school administrators
or supervisors who spend a majority of their time performing teachinggdaitid all transportation
operating expenses;

b) A capital component which shall include, but need not be limited to, all transportation capital, debt
service, and lease expenditures; costs resulting from judgments asetttasari proceedings or
the pgment of awards from court judgments, administrabveers or settled or compromised
claims; and all facilities costs of the School District, including facilities lease expenditures, the

(Continued)



2018 5110
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Non-Instructional/Business
Operations

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

annual debt servicend total debt for all facilities financed by bonds and notes of the School
District, and the costs of construction, acquisition, reconstruction, rehabilitation or improvement
of school buildings, provided that such budget shall include a rental, opel@tdmsaintenance

section that includes base rent costs, total rent costs, operation and maintenance charges, cost pe
square foot for each facility leased by the District, and any and all expenditures associated with
custodial salaries and benefits, seevtontracts, supplies, utilities, and maintenance and repairs

of school facilities; and

An administrative component which shall include, but need not be limited to, office and central
administrative expenses, traveling expenses arambalpensation, including salaries and benefits

of all school administration and supervisors, business administrators, superintendents of schools
and deputy, assistant, associate or other superintendents under all existing employment contracts
or collectivebargaining, any and all expenditures associated with the operation of the Office of
the School Board, the Office of the Superintendent of Schools, General Administration, the School
Business Office, consulting costs not directly related to direct studeritess and programs,
planning and all other administrative activities.

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

documents:

a) A detailed statement of the total compensation to be paid to the Superintein8ehbols,
and any Assistant or Associate Superintendent of Schools in the ensuing school year,
including a delineation of the salary, annualized cost of benefits and -&mydior other
form of remuneration;

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

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

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

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

(Continued)
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Non-Instructional/Business
Operations

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

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

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

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

School District Report Card

Each year the District shall supply data as required by the State Edugapartment (SED) and
will receive a School District Report Card, sometimes referred to as a New York State Report Card. The
Report Cards provide enrollment, demographic, attendance, suspension, dropout, teacher, assessmen
accountability, graduation mtpostgraduation plan, career and technical education, and fiscal data for
public and charter schools, districts and the State. The Report Cards are generated from the suppliec
data and are in a format dictated by SED. The School District Report Casistaj three parts:

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

b) Comprehensive Information Repedhows noraccountability data such as annual Regents
examination results and pegtaduate plans of students completing high school.

c) Fiscal Accountability Supplementshows expenditures per pupil and some information
about placement and classificatioihstudents with disabilities.

School District Report Cards are also available online at the SED website.
Property Tax Report Card

Each year, the Board of Education shall prepare a Property Tax Report Card, pursuant to
Commissioner'segulations, and shall make it publicly available by transmitting it to local newspapers
of general circulation, appending it to copies of the proposed budget made publicly available as required

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

(Continued)
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Non-Instructional/Business
Operations

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

The Property Tax Report Castiall include:

a)

b)

d)

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

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

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

The projected amount of the adjusted unrestricted fund balance that will be retained if the
proposed budget is adoptedetprojected amount of the reserved fund balance; the projected
amount of the assigned appropriated fund balance; the percentage of the proposed budget
that the adjusted unrestricted fund balance represents; the actual adjusted unrestricted fund
balance rained in the School District budget for the preceding school year; and adjusted
unrestricted fund balance represeats] a schedule of reserve funds setting forth the name

of each reserve fund, a description of its purpose, the balance as of the dlusehdrid

quarter of the current fiscal year, and a brief statement explaining any plans for the use of
each reserve fund for the ensuing fiscal year; and

The District's school tax levy limit calculation. The District will submit its schooleay

limit calculation to the Office of the State Comptroller, the New York State Education
Department (NYSED) and the Office of Taxation and Finance by March 1 annually. If a
voter override of the tax levy limit is necessary, the budget vote must bevagprp 60%

of the District's qualified voters present and voting.

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

The State Education Department shall compile siath for all school districts whose budgets are
subject to a vote of the qualified voters, and shall make such compilation available electronically at least
ten days prior to the statewide uniform voting dagks to each school year's Property Tax Re@Gard
can be found on the SED's official website.

(Continued)
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Non-Instructional/Business
Operations

SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont'd.)
Tax Exemption Report

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

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

b) Every type of exemption granted as identified by statutory authority;

c) The cumulative impact of each type of exemption expressed either as a dollat amoun
assessed value or as a percentage of the total assessed value on the roll;

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

e) The cumulative impact of all exemptions granted.

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

Education Law88 1608(3}(7), 1716(3)(7), 2022(2a), 260%a(3) and 260R(7)
General Municipal Lavg 36

Real Property Tax La®8495 and 1318()

8 NYCRR§§170.8, 170.9 and 170.11

State Education Department Handbook No. 3 on Budget

Adopted: 12/18/07
Revised: 12/3/09; 1/6/11; 3/7/13; 3/6/14; 3/15/18
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Non-Instructional/Business
Operations

SUBJECT: SCHOOL DISTRICT BUDGET HEARING

The Board of Education will hold an annual budget hearing, in accordance with law, so as to
inform and present to District residents a detailed written statement regarding the District's estimated
expenditures ancevenue 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 nor more than 14 days prior to the Annual
District Meeting and Election or SpeciBistrict Meeting at which the budget vote will occur. The
proposed budget will be completed at least seven 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 wviitleled in the notice of
the Annual Meeting and Election and/or Special District Meeting as required by law.

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

The Board of Education will also prepare and append to copies of the proposed budget a School
District Report Card, pursuand tthe regulations of the Commissioner of Education, referencing
measures of academic and fiscal performance. Additionally, the Board of Education shall also append
to copies of the proposed budget a detailed statement of the total compensation to be paidsto vario
administrators as enumerated in law and/or regulation, and a Property Tax Report Card prepared in
accordance with law and Commissioneggulations.

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

Dissemination of Budget Information

Copies of the promed annual operating budget for the succeeding year and all required
attachments may be obtained by any District resident. Requests for copies of the proposed budget shoulc
be made at least seven days before the budget hearing. Copies shall be prepassteandilable 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 titag4eriod immediately preceding
the Annual Meeting ah 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 Distrigtide mailing.

(Continued)
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING (Cont'd.)
Budget Notice

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

Beginning with the budget notice for the 202@13 proposed budget, the District will also include
in the notice:

a) The school tax levy limit;

b) The proposed school year tax levy (without permissible exclusion® tectiool tax levy
limit);

c) The total permissible exclusions; and

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

The Notice shall also include, in a manner and format prescribed by the Comasrissio
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 withfall value of $100,000 under the existing School District
budget as compared with such savings under the proposed budget.

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

Notice of Budget Hearing/Availability of Budget Statement

Education Law88§ 1608(2), 1716(2), 2003(1), 2004(1), 2623and 2604(2)

Election and Budget Me

Education Law88 1804(4), 1906(1), 2002(1), 2017(5) and (6), 2022(1), 20)28hd 260(2)

Budget Development and Attachments

Education Lawg8 1608(3), (4), (5), (6), and (7); 1716(3), (4), (5), (6), and (7), 2022(2023a, and
260%a(3)

8 NYCRR88100.2(bb), 170.8 and 170.9

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13/6/14



2018 5130

Non-Instructional/Business
Operations

SUBJECT: BUDGET ADOPTION

The Board of Education shall review the recommended budget of the Superintendent of Schools
and shall seek public input and feedback regarding the recommended budget including, but not limited
to, holding gublic budget hearing not less than seven nor more than 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 DistritgérgoFinal authorization of the
proposed budget is dependent upon voter approval unless a contingency budget is adopted by the Boarc

In the event the original proposed budget is not approved at the Annual District Meeting and
Election, the Board may nemit 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 submibtadiget propositions(spy
if the Board elects not to put the proposed budget to a public vote a secomigetiBaard must adopt
a contingency budgetith a tax levy that is no greater than the prior year's.levy

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

The School District budget, once adopted, becomesasis for establishing the tax levy on real
property within the DistrictThe District will post its final annual budget and any myéar financial
plan adopted by the Board on its website.

Education Lawg§ 1608, 1716, 1804(4), 1906(1), 2002(1), 20032D04(1), 2022, 2023, 2023(a)
and 2601a
8 NYCRR§§100.2(bb), 170.8 and 170.9

Adopted: 6/21/07
Revised: 12/3/09; 3/7/13; 3/6/14; 3/15/18
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Non-Instructional/Business
Operations

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 finarovisions 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 SetJniform 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 praded by law, no claim against the District will be paid unless such claims
have been audited and approved by the Claims Auditor, with the exception of BOCES claims, which
will be approved by the Board.

Budget Transfers

Within monetary limits as establisti by the Board, the Superintendent is authorized to transfer
funds between and within functional unit appropriations for teachers' salaries and ordinary contingent
expenses. Whenever changes are made, they are to be incorporated in the next Boardragenda f
informational purposes only.

Statement of the Total Funding Allocation

When required by law, the District will annually subrni@tthe Commissioner of Education and
the Director of the Budget a detailed statement of the total furadiogation for each school in the
District for the upcoming school budget year. This statement will be in a form developed by the Director
of the Budget, in consultation with the Commissioner of Education. This statement will be made publicly
available angbosted on the District website.

Education Law §8§ 1604(35), 1709¢@), 1711, 1718, 1724, 1950(4)(k), 2508, 28526, 2554(2), and 3614

8 NYCRR §§ 170.12(c) and 170.2(l)

Adopted: 6/21/07
Revised: 4/16/1,9%/4/20
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Non-Instructional/Business
Operations

SUBJECT: CONTINGENCY BUDGET

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

If the original proposed budget is not approbgdDistrict 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 cgntingen
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 tatalevy of the prior year (0% levy growth).

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

a) The percentage the admimetive 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 Lawg§ 2002, 20232023a, 2024 and 260-h

Adopted: 6/21/07
Revised: 12/3/09; 3/7/13
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Non-Instructional/Business
Operations

SUBJECT: REVENUES

The School District treasurer will have custody of @iktrict funds in accordance with the
provisions of state lawl he 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 Lawg§ 1604(a) and 1723(a)

Adopted: 6/21/07
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Non-Instructional/Business
Operations

SUBJECT: DISTRICT INVESTMENTS

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

Objectives

The objectives of this investment policy are fbold:

a) Investments shall be made in a manner so as to safeguard the funds of the School District.
b) Bank deposits shall be made in a manner so saféguard the funds of the School District.
c) Investments shall be sufficiently liquid so as to allow funds to be available as needed to meet
the obligations of the School District.
d) Funds shall be invested in such a way as to earn the maximum g@sslitble given the first
three investment objectives.
Authorization

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

The Treasurer may invest funds in the following eligible investments:

a)

b)

c)

d)

Obligations of the State of New York.

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

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

Transaction accounts (demand deposits) both interest bearing ainttarest bearing that

do not require notice of withdrawalgded 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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Non-Instructional/Business
Operations

SUBJECT: DISTRICT INVESTMENTS (Cont'd.)

e)

Certificates ofDeposits 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 secued 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).

Securities purchased pursuant to a Repurchase Agreement whereby one party purchases
securities from asecond 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 slagive®ped which reflect:

a)

b)

c)
d)

¢))

A list of authorized investments;

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

Standards for written agreements consistent with legal requirements;

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

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

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

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

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

(Continued)
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SUBJECT: DISTRICT INVESTMENTS (Cont'd.)

Education Law 88 1604, 1723a, 2503(1), and 3652
General Municipal Law 88 10, 11, and 39

Local Finance Law § 165.00

Public Authorities Law § 2925

Adopted: 6/21/07
Revised: 6/2/16; 3/15/18
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Non-Instructional/Business
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS TO THE SCHOOL
DISTRICT

The Board may accept gifts, donations, grants and/or bequests of money, real or personal property,
as well as other merchandise which, in view of the Board, add to the overall welfare of the School
District, provded that such acceptance is in accordance with existing laws and regulatoasons
to the school are fully tax deductible so long as the gift is used exclusively for public purposes in
accordance with USC Section 170(gpwever, the Board is not reged 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 aappearance 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 encumbsamie future Boards, or
result in unreasonable additional or hidden costs to the DidthetBoard 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 sucimaintenance for the foreseeable life of the donation.

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

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

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

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

(Continued)
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS TO THE SCHOOL
DISTRICT (Cont'd.)

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 stafiembers, the Board strongly encourages District employees and students to
show appreciation through written notes or greeting cards.

Additionally, all business contacts will be informed that gifts exceeding $75 to District employees
will be returned or doeated to charity.

New York State Constitution Article §,1
Education Law881709(12) and (1) and 1718(2)
General Municipal Lavg 805a(1)

Adopted: 6/21/07
Revised: 3/7/13
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Non-Instructional/Business
Operations

SUBJECT: SCHOOL TAX ASSESSMENT AND COLLECTION

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

Real Property Tax La®813001342
Education Lawg 2130

Adopted: 6/21/07
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SUBJECT: PROPERTY TAX EXEMPTIONS
Senior Citizens

Unless specifically exempted by law, real property used exclusively for residential purposes and
owned by one or more persons, each of whom is 65 years of agerpooreal property owned by
husband and wife or by siblings, one of whom is 65 years of age or over, shall be exempt from taxation
to the extent of percentum of the assessed valuation determined by the Board if the owners meet the
criteria establishednaually by the Board

The real property tax exemption of real property owned by husband and wife, when one of them
is 65 years of age or over, once granted, shall not be rescinded solely because of the death of the olde
spouse so long as the survivimgpsse is at least 62 years of age.

The District may permit a property tax exemption to an otherwise eligible senior citizen even if a
child who attends a public school resides at that address, provided that any such resolution shall
condition such exentipn upon satisfactory proof that the child was not brought into the residence in
whole or in substantial part for the purpose of attending a particular school within the Oik&iBoard
must adopt a resolution allowing such an exemption followingoéigoiearing on this specific issue.

Real Property Tax La® 467
Disabled Citizens

Unless specifically exempted by law, real property used exclusively for residential purposes and
owned by one or more persons with disabilities; or owned by a husband, wife or both, or siblings, at
least one of whom has a disability; and whose incomegfased pursuant to law, is limited by reason
of such disability shall be exempt from taxation to the extent of percentum of the assessed valuation
determined by the Board if the owners meet the criteria established annually by the Board. The Board
must adpt a resolution allowing such an exemption following a public hearing on this specific issue.

No exemption shall be granted unless the real property is the legal residence of and is occupied in
whole or in part by the disabled person; except whereiffabdldd person is absent from the residence
while receiving healtiielated care as an-patient of a residential health care facility as defined in
Public Health Law.

The District may permit a property tax exemption to an otherwise eligible disatikesh @ven if
a child who attends a public school resides at that address, provided that any such resolution shall
condition such exemption upon satisfactory proof that the child was not brought into the residence in
whole or in substantial part for therpose of attending a particular school within the Distiiibe Board
must adopt a resolution allowing such an exemption following a public hearing on this specific issue.

(Coninued)
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SUBJECT: PROPERTY TAX EXEMPTIONS (Cont'd.)

For purposes of this policy, and in accordance with law, a person with a disability is one who has
a physical or mental impairment, not due to current use of alcohielgai drug use, which substantially
limits such person's ability to engage in one or more major life activities, such as caring for one's self,
performing manual tasks, walking, seeing, hearing, speaking, breathing, learning and working; and who
is certfied to receive Social Security Disability Insurance (SSDI) or Supplemental Security Income
(SSI1) benefits under the federal Social Security Act or is certified to receive Railroad Retirement
Disability benefits under the federal Railroad Retirementdwdbias received a certificate from the State
Commission for the Blind and Visually Handicapped stating that such person is legally blind.

In accordance with Real Property Tax Law, any exemption provided by this policy shall be
computed after all otheraptial exemptions allowed by law have been subtracted from the total amount
assessed; provided however, that no parcel or real property may receive an exemption for the same ta
purpose pursuant to both this policy and real property tax exemptions gpamgegnt to the Real
Property Tax Law for persons 65 years of age or over.

Real Property Tax Lag88459c
Public Health Lawg 2801

Adopted: 6/21/07
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SUBJECT: SALE AND DISPOSAL OF SCHOOL DISTRICT PROPERTY
Sale of School Property

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

Sale or rental ofaal estate shall be made in accordance with the Education Law.
Disposal of District Personal Property
Equipment

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

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

Textbooks

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

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

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

b) Donation to charitable organizations; or

c) Recycle through appropriate means.

Education Lawg§ 1604(4), (30) and (36), 1709(9) and (11), 2503, 2511 and 2512
General Municipal Lavg§51 and 800 et seq.

Adopted: 6/21/07
Revised: 3/15/18
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SUBJECT: BONDING OF EMPLOYEES AND SCHOOL BOARD MEMBERS

In accordance with New York State Education Law and the Commissicegarlations, the Board
of Education directs that the Treasuoérthe Board of Education, the Tax Collector and @iaims
Auditor be bondd prior to assuming their duties. Such bonds shall be in the amounts as determined and
approved by the Board of Education.

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

Education Law8§ 1709(20a), 1720, 2130(5R526, and 2527
Public Officas Law§ 11(2)
8 NYCRR § 170.2(d)

Adopted: 6/21/07
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SUBJECT: EXPENDITURES OF SCHOOL DISTRICT FUNDS

The Board authorizes the Purchasing Agerexpend school funds as appropriated by approved
operational and capital budgets, and by the tolopof special resolutions. He she will make
expenditures in accordance with applicable law and in a manner that will achieve the maximum benefit
from eachdollar expended.

All claims will be properlyaudited before payment by the Claims Auditor wnastattest to the
existence of evidence of indebtedness to support the claim.

Complete records of all expenditunedl be maintained for future analysis argpborting within
the time frame required by the Records Disposition Law or regulation.

Arts and Cultural Affairs Law § 57.19
Education Lawg8 1720 and 2523
8 NYCRR § 185

NOTE: Refer also to Policies #5321 Use of the District Credit Card
#5322-- Cell Phons
#5323-- Reimbursement for Meals/Refreshments
#6161-- Conference/Travel Expense Reimbursement

Adopted: 6/21/07
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SUBJECT: USE OF THE DISTRICT CREDIT CARD

The School 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. The maximun
credit limit on each card shall be assthnated by the Board of Education. However, authorized
personnel must submit purchase orders for those school business related expenses, such as tuitio
charges for attendance at conference, travel expenses, and lodging, where costs may be fairly anc
acarately estimated prior to the actual incurring of expenses.

Only those officers and District personnel designated by the Board of Education shall be
authorized for the use of a District credit card.

Expenses incurred on each credit card shall beipadch a manner as to avoid interest charges.
The credit card(s) shall be locked in a secure place in the Superintendent's office.

Adopted: 6/21/07
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SUBJECT: CELL PHONES
Purpose and Philosophy

The Board of Education recognizes its duty to govern cellular phone use and assbeejed
of Alden Central School District employees and thereby establishgmtlug.

Cellular Phone Use Approval
Reimbursement for use of cellular phones shall be restricted to employees who:
a) Have the written approval of the Superintendent of Schools; AND

b) Travel from their assigned wosdite on District business forsggnificant part of theinormal
workday; or

c) Must frequently communicate with staff or supervisors while away from #ssigned
worksite; or

d) Must be accessible at all times.

The District will reimburse each eligible and approvadployee for a cellular package as
approved by the Superintendent.

District Usage of Personal Cellular Telephone

An employee required to possess a cellular telephone under this policy must parsoal
cellular telephone.

The employee must agreeguablish the telephone number in the District's persadinettory and other
telephone directories.

The employee is entitled to receive reimbursement for District usage of the pdeteplabne
using the following guidelines:

a) The employee must suliima copy of the summary page of the bill for review byBhsiness
office.

b) The employee shall be reimbursed at thetprerate established under the appropleah for
that individual employee.

c) The employee shall submit a claim formdonnection with the charges within 60 days of
receipt of the bill.

(Continued)
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SUBJECT: CELL PHONES (Cont'd.)
Employee Responsibilities
Employees arencouraged to pull off to a safe area and stop driving to use a cplioliae in a

vehicle. Individuals who use a cellular phone while driving must continue to opleeatehicle in a
safe manner, using a harftlse device.

Adopted: 8/21/07



2015 5323

Non-Instructional/Business
Operations

SUBJECT: REIMBURSEMENT FOR MEALS/REFRESHMENTS
Travel Outside of DistricttEmergency Meetings

School Districtofficials and employees are entitled to reimbursement for necessary expenses
incurred in the performance of their official duties. However, it is the position of the New York State
Comptroller's Office that meals of public officers and employees genstallyd not be reimbursed or
paid by the District unless the officer or employee is traveling outside his/her regular work area on
official business for an extended period of time, or where events prevent them from taking off during
mealtime for food consuption 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/Board Meetings and District Events

The Board of Education recognizes thateaittain 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/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 #@endees needed food and/or refreshments to conduct School 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 School Dafi@al.

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: 6/21/07
Revised: 1/22/15
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SUBJECT: PURCHASING: COMPETITIVE 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 $2alj00e®
awarded by the District to the lowest responsibidder furnishing the required security after
advertisement for sealed bids. However, the District may, in its discretion, award purchase amtracts
the basis of "best value" to a responsive and responsible bidadfecor, provided the Board of
Educaion has authorized such action by rule, regulation or resolution adopted at a public meeting.

No bid or offer shall be accepted that does not conform to specifications furnished unless such
specifications are waived by Board action. Thistrict may, inits 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 School District shall have an
interest in any contract entered into by the School District.

Standardization

Upon the adoption of a standardization resolution by a vot¢ lefsat thredifths 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 orfuffiesbing the
required security after advertisement for sealed bids in the manner provided in law. Such resolution
must state that, for reasons of efficiency or economy, there is a need for standardization and must contain
a full explanation of those reans. 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 discretigmpurchase certain goods and services (apparatus, materials,
equipment and supplies) at costs beyond the atefeeenced thresholds through the use of contracts
let by the United States or any agency thereof, any state, and any county, political subodndsstrict
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
Stak) 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, andtis conflict with other New York
State laws.

Annual Review

Comments concerning the District's bidding and purchasing policies and procedures will be
solicited from those District employees involved in the procurement process from time to time.

The Bard of Education will annually review its bidding and purchasing policies and procedures.
The School Business Officiakill be responsible for conducting an annual review of such policies and
for an evaluation of the internal control structure establishedsure compliance with the procurement
policy.

General Municipal Law Articles-3 and 18
State Finance Law 88 162, 163, and-b63
Education Law 8§ 305(14)(g)

NOTE: Refer also to Policies #5411 Procurement of Goods and Services
#5412-- Alternative Formats for Instructional Materials
#5413-- Procurement: Uniform Grant Guidance for Federal Awards

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 1/19/12; 3/6/14; 1/22/15
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES
Purchasing Authority

TheDistrict's purchasing activities will be part of the responsibilities of the Business Office, under
the general supervision of the Purchasing Agent designated by the Board of Education. The Purchasing
Agent is authorized to enter into cooperative bidding @operative purchasing arrangements to meet
the various needs of the District. No contracts for goods and services shall be made by individuals or
organizations in the school that involve expenditures without first securing approval for such contract
from the Purchasing Agent.

Except as authorized by law, no Board member or employee of the School District shall have an
interest in any contract entered into by the School District.

Purchasing Process

The Board of Education recognizes its responsikititgnsure 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 serwadisbe procured in a manner so as to:

a) Assure the prudent armtonomical 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

c) Guard against favoritism, improvidence, extravagafmaaed and corruption.
These procedures shall contain, at a minimum, provisions which:

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

b) With certain exceptions, provide that alternative proposals or quotations for goods and
services shall be secured by use of written request for proposals, written quotations, verbal
guotations or any other method of procurement whichhéust the purposes of General
Municipal Law Section 104;

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 ofyacontract awarded to other than the lowest
responsible dollar offer, stating the reasons;

(Continued)
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES (Cont'd.)

f)  Set forth anyircumstances 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 regpéities.
Such information shall be updated biennially.

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

Professioal Services

Professional services are generally those services that require specialized skills, training,
professional judgment, expertise, and creativity. Examples include attorneys, architects, and engineers.
The procurement gfrofessional services falls within an exception to competitive bidding. In order to
procure professional services, the District will use the request for proposals (RFP) process as set forth
in General Municipal Law in order to protect the District's irdt&yeand to avoid the appearance of
favoritism or impropriety. Although not necessarily bound to select the lowest bidder in response to its
RFP, the District will adequately document its selection process to demonstrate its economical and
prudent use of galic monies and to ensure fair competition.

The District will develop administrative regulations to establish procedures for the procurement
of goods and services.

Education Law 88 1604, 1709, 1950, 2503, 2554, and 3602
General Municipal Law Articles-3 and 18
General Municipal Law §8 1604 and 11%

NOTE: Refer also to Policies #5410Purchasing: Competitive Bidding and Offering
#5412-- Alternative Formats for Instructional Materials
#5413-- Procurement: Ufdrm Grant Guidance for Federal Awards

Adopted: 1/22/15
Revised:5/16/17
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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 materiatg is needed as an accommodation for each student
with a disability, including students requiring Section 504 Accommodation Plans, enrolled in the School
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 Commissemeasons.

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 be responsible to ensure thatleatudent 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 tin
as such instructional materials are availabledn-disabled students.

Such Plan will:

a) Ensure 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 identifgeds 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 School District

during the school year, the process to obtain needed materials in alternative formats for such
students is initiated without delay.

20 USC § 1474(e)(3)(B)
8 NYCRR 8§ 20.2(b)(9), 200.2(c)(2) and 200.2(j)

Adopted: 1/22/15
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SUBJECT: PROCUREMENT: UNIFORM GRANT GUIDANCE FOR FEDERAL AWARDS

The District will follow all applicable requirements in the Uniform Grant Guidance (2 CFR Part
200) whenever it procures goods or services usingré&drant funds awarded through formula and/or
discretionary grants, including funds awarded by the United States Department of Education as grants
or funds awarded to a pagsough entity, such as the New York State Education Department, for
subgrants.

Uniform Grant Guidance Requirements

Under the Uniform Grant Guidance, the District will, among other things:

a)

b)

g)

Use its own documented procurement procedures which reflect applatatielelocal and
tribal laws and regulationprovided that the procurements conform to applicbdderal law
and the standards identified in the Uniform Grant Guidance

Establish ad maintain effective internal controls that provide reasonable assurance that the

District is managing the federal award in compliance with federal statutes, regulations, and

the terms and conditions of the federal award. Internal controls means a jprocess

implemented by the District, designed to provide reasonable assurance regarding the
achievement of objectives in the following categories:

1. Effectiveness and efficiency of operations;

2. Reliability of reporting for internal and external use; and

3. Compliance with applicable laws and regulations.

Comply with federal statutes, regulations, and the terms and conditions of the federal awards.

Evaluate and monitor the District's compliance with statutes, regulations, and the terms and
conditiors of federal awards.

Take prompt action when instances of noncompliance are identified including
noncompliance identified in audit findings.

Take reasonable measures to safeguard protected personally identifiable information and
other informationtie federal awarding agency or pdsough entity designates as sensitive

or the District considers sensitive consistent with applicable federal, state, local, and tribal
laws regarding privacy and obligations of confidentiality.

Maintain oversight tensure contractors perform in accordance with the terms, conditions,
and specifications of their contracts or purchase orders.

(Continued)
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SUBJECT: PROCUREMENT: UNIFORM GRANT GUIDANCE FOR FEDERAL AWARDS

h)

)

K)

(Cont'd.)

Maintain written standards of conduct covering conflicts of interest and governing the
actions of its employees engaged in the selection, award, and administration of contracts.

Have procurement procedures in place to avoid acquisitiemmécessary or duplicative
items. Consideration should be given to consolidating or breaking out procurements to obtain
a more economical purchase.

Award contracts only to responsible contractors possessing the ability to perform
successfully under therms and conditions of a proposed procurement. Consideration will
be given to matters such as contractor integrity, compliance with public policy, record of
past performance, and financial and technical resources.

Maintain records that sufficientlgletail the history of the procurement including, but not
limited to:

1. Rationale for the method of procurement;
2. Selection of contract type;

3.  Contractor selection or rejection; and

4. The basis for the contract price.

Use time and materiabntracts, only after a determination that no other contract is suitable
and the contract includes a ceiling price that the contractor exceeds at its own risk.

Conduct all procurement transactions in a manner providing full and open competition
consiséent with the standards of the Uniform Grant Guidance.

Conduct procurements in a manner that prohibits the use of statutorily or administratively
imposed state, local or tribal geographical preferences in the evaluation of bids or proposals,
except in hose cases where applicable federal statutes expressly mandate or encourage
geographic preference.

Have written procedures for procurement to ensure that all solicitations:

1. Incorporate a clear and accurate description of the technical requirements for the
material, product, or service to be procured; and

2. ldentify all requirements which the offerors must fulfill and all other factors to be used
in evaluating bids.

(Coninued)
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p)

Q)

(Cont'd.)
Ensure that all prequalified lists of persons, firms, or products which are uaequining
goods and services are current and include enough qualified sources to ensure maximum
open and free competition.
Use one of the following methods of procurement, which include:
1. Micro-purchases;
2. Small purchase procedures;
3. Sealed lis;
4. Competitive proposals; and

5.  Noncompetitive proposals.

Have a written method for conducting technical evaluations of the proposals received and
for selecting recipients.

Take all necessary affirmative steps to assure that minority bssesyesomen's business
enterprises, and labor surplus area firms are used when possible.

Include in all contracts made by the District the applicable provisions contained in Appendix
Il of the Uniform Grant Guidance Contract Provisions for NeRederal Entity Contracts
Under Federal Awards.

Perform a cost or price analysisaannection with every procurement action in excess of
the Simplified Acquisition Threshold including contract modifications.

Negotiate profit as a separate element of the price for each contract in which there is not
price competition and in all caseere an analysis is performed.

Comply with the norprocurement debarment and suspension standards which prohibit
awarding contracts to parties listed on the governiasht exclusions in the System for
Award Management (SAM).

2 CFR 88 200.61, 2003, 200.318, 200.319, 200.320, 200.321, 200.323, and 200.326
2 CFR Part 200, App. Il

(Continued)
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(Cont'd.)

NOTE: Refer also to Policies #5410Purchasing: Competitive Bidding and Offering

Adopted: 4/16/19

#5411-- Procurement of Goods and Services

#5570-- Financial Accountability

#5670-- Records Management

#6110-- Code of Ethics for Board Members and All
District Personnel

#6161-- Conference/Travel Expense Reimbursement
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Non-Instructional/Business
Operations

SUBJECT: ACCOUNTING OF FUNDS

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

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

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

The Treasurer shall render a monthly report to the Board of Educatiopreypare the annual
report for publication at the end of the fiscal year.

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 includesinipgementation of a security
procedure for all transactior@nline 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 dnking 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 availabler as a job responsibility dejated to him/her by the District
Treasurer. A monthly report of all online banking activity will be reviewed by staff independent of the
online banking process and reconciled with the bank statement. Online banking will only take place on
secure Districcomputers located inside the Treasurer's or Business Office.

Electronic Transactions and Wire Transfers

Procedures will be implemented specifying who is authorized to initiate, approve, transmit, record,
review and reconcile electronic transactions. |&ast 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 wiréransfer 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/her designee. Dual approval
controls will beestablished for nenoutine wire transfer orders.

The Internal Auditor will periodically confirm that wire transfers have appropriate signatures,
verification and authorization of proper personnel.
Education Lawg 2116a
General Municipal Law 88 5-&8,5-b, and 9%
NY UCC § 4-A-201
Adopted: 6/21/07
Revised: 2/3/113/20/14
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SUBJECT: MAINTENANCE OF FUND BALANCE
General Provisions

The Board of Education 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 undeiisignithe 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 NumbeFahd Balance Reporting and Gowenental Fund Type
Definitions. Consequently, fund balance amounts will be categorized aspendable, restricted,
committed, assigned, or unassigned.
Unassigned Fund Balance

Minimum Unassigned Fund Balance

In order to maintain financial stability arafotect against cash flow shortfalls, the Board of
Education will strive to maintain an unagsed fund balance of at le@9% of the current year's budgeted
expenses. In the eviesuch balance falls below tH&4 floor, the District will seek to replenish
deficiencies through reducing expenses and/or increasing revenue.

Maximum Unassigned Fund Balance

In order to support normal operating costs and provide fiscal stability for the District, the Board
of Education will also strive to ensure that theassigned fund balance does not exceed 4% of the
current year's budgeted expenditures. If it is anticipated that such balance will exceed the 4% ceiling,
the Board of Education will evaluate current commitments and assignments in order to determine the
final distribution of fund balance in any fiscal year. The District will ensure unexpended surplus funds
are used to reduce taxpayer liability in conformance with Real Property Tax Law Section 1318.

Fund Balance and Budget Development

The District's abilly to maintain its unassigned fund balance within the limits articulated above is
contingent upon the development of a reasonable budget. Consequently, the District will develop and
adopt budgets that, to the extent possible, reflect the atgdpevenes 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.

(Continued)
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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 #5110Budget Planning and Development
#5512-- Reserve Funds

Adopted: 5/5/11
Revised: 1/19/12; 3/19/15
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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 mayabtish 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 shall comply with the reporting
requirenents of Article 3 of the General Municipal Law of the State of New York and the Governmental
Accounting Standards Board (GASB) issued GASB Statement Numbé&ubd,Balance Reporting
and Governmental Fund Type Definitions.

Any and all District reserve fds shall be properly established and maintained to promote the
goals of creating an open, transparent and accountable use of public funds. The District will authorize
all payments or transfers into a reserve fund by express resoltt®District may egage 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.

Periodic Review and Annual Report

The Board of Education will periodically review all reserve funds. The District will also prepare
and submit an annual report of all reserve funds to the Board of Education. The annual report shall
include the following informabn for each reserve fund:

a) The type and description of the reserve fund;

b) The date the reserve fund was established and the amount of each sum paid into the fund;

c) The interest earned by the reserve fund;

d) Capital gains or lossessulting from the sale of investments of the reserve fund;

e) The total amount and date of each withdrawal from the reserve fund;

f)  The total assets of the reserve fund showing cash balance and a schedule of investments; anc

g) An analysis of the pjected needs for the reserve fund in the upcoming fiscal year and a
recommendation regarding funding those projected needs.

The Board shall utilize the information in the annual report to make necessary decisions to

adequately maintain and manage thetrizigs reserve fund balances while mindful of its role and
responsibility as a fiduciary of public funds.

(Continued)
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The Superintendent shall develop any necessary and/or appropriate regulations to implement the
terms of the Board's policy.

Education Law § 3653

Adopted: 5/5/11
Revised: 1/19/12; 3/15/18
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SUBJECT: EXTRACLASSROOM ACTIVITY FUND

Any organization within the District whose activities are conducted by students, and whose
financial support is raised other than by taxation or through charges of the Board, is an extraclassroom
activity (ECA). The moneys raised by these organizationsedegred to as ECA fund&CA fund
management provides students with the opportunity to learn proper business practices and how to
operate a successful business. The Board and designated District staff will protect and provide oversight
of ECA funds. AlIIECAs will be approved by the Board.

The Board will appoint an ECA Central Treasurer, a Faculty Auditor, and a chief faculty counselor
(appointed for each building in the District, typically the building principal). Each ECA will have a
faculty advisor apointed by the chief faculty counselor. Additionally, each ECA will have a student
activity treasurer elected by the members of the ECA.

All ECA funds will generally be handled in accordance with the financial procedures set forth in
The Safeguarding, @ounting, and Auditing of Extraclassroom Activity Fund®evised 2019,
published by the New York State Education Department. All moneys received from the conduct,
operation, or maintenance of any ECA will be deposited with the ECA Central Treasureepasats
and independent sets of records of receipts and expenditures will be maintained, one by the ECA Central
Treasurer and one by the EGAstudent activity treasurer. On a quarterly basis, the ECA Central
Treasurer will submit to the Board a financiaport relating to the receipts and expenditures for all
ECA accounts. The authority to expend moneys will be distinct and separate from the custody of these
moneys. The District will invest ECA funds in accordance with its investment policy.

ECAs are pohibited from using the Distrist New York State sales tax exemption. The ECA
Central Treasurer is responsible for filing the periodic sales tax returns for ECA funds.

All commitments and contracts will be the sole responsibility of the ECA incurrirtgatigaction,
regardless of a change in faculty advisors, membership, or officers.

In conjunction with the annual audit of District records, the Independent Auditor will audit all
ECA funds. This audit will include a statement of receipts, disbursenaentdalances for each ECA,
together with a reconciliation of cash.

When an ECA becomes inactive or is discontinued, the ECA Central Treasurer is directed to
expend the leftover ECA funds as voted by the organization controlling these funds. If tmsii@sig
does not exist, then leftover funds of inactive or discontinued ECAs and of graduating classes will
automatically revert to the account of the Student Congress. To reactivate, inactive or discontinued
ECAs must follow the statip procedures for newCAs.

8 NYCRR Part 172
NYSED Finance Pamphlet, The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds,
Revised 2019

(Continued)



2021 5520
20f2

Non-Instructional/Business
Operations

SUBJECT: EXTRACLASSROOM ACTIVITY FUND (Cont 'd.)

NOTE: Refer also to Policies #1330Appointments and Designations by the Board
#1334-- Duties of the External (Independent) Auditor
#1336-- Duties of the Extraclassroom Activity Fund Central

Treasurer and Faculty Auditor

#3280-- Use of School Facilitiedviaterials and Equipment
#5220-- District Investments
#5530-- Petty Cash Funds and Cash in School Buildings
#5620-- Fixed Asset Inventories, Accounting, and Tracking
#7410-- Extracurricular Activities
#7450-- Fundaising by Students

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 4/16/19; 6/4/20; 4/20/21
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS
Petty Cash Funds

A petty cash fund of not more than $160an amount established annually by the Board of
Education shall be maintainedn a secure locationn the District Office and in each school
building/department as designated by the Board of Education anrfdajipents from petty cash funds
may be made for materials, supplies or services only when payment is required upon. delitrery
time of reimbursement, an itemized statement of expenditures, together with substantiating receipts,
shall be submitted. Suchamunts shall be authorized by Board resolution at their annual meeting.

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

Not more than $250, whether District or extraclassroom funds, shall be hélel wault in the
Main Office of each District school buildingJnder no circumstances shall cash be left in classroom
areas or desks. The District will not be responsible for funds left unprotected.

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

each weekOnly authorized personnel designated by the building administrator shall be allowed in the
Main Office vault.

Education Lawg8 1604(26),1709(29)and 2503(1)
8 NYCRR§170.4

Adopted: 6/21/07
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SUBJECT: PUBLICATION OF THE DISTRICT 'S ANNUAL FINANCIAL STATEMENT

In compliance with Education Law, as a Cen8eahool Dstrict, the Board is required to publish
a financial statement, including the items of expenditure in full, at least once a year, during either July
or August.

The law requires that the information be published in one public r@ssmpvhich is published in
the District. If no public newspaper is published in District, then theDistrict must use a newspaper
having general circulation in tHaistrict. And if no publicnewspaper is published in thesbict, and
there is no newspaper having general circulation inDis¢rict, then theDistrict must provide the
information to the taxpayers by posting copies in five public places Digtect.

EducationLaw 881610, 1721, 2117, 2528 and 2577
8NYCRR§170.2

Adopted: 6/21/07



2007 5550

Non-Instructional/Business
Operations

SUBJECT: MAINTENANCE OF FISCAL EFFORT (TITLE | PROGRAMS)

A Local Educational Agency (LEA) may receive its full allocation of Title | 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 precediscal 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 compliance with the maintenance of effort requirement, the State
Educational Agency (SA) shall consider the LEA expenditures from state and local funds for free
public educationThese include expenditures for administration, instruction, attendance, health services,
student transportation services, plant operation and maintenancesHames, and net expenditures to
cover deficits for food services and student body activities.

The SEA shall not consider the following expenditures in determining arsld&fnpliance with
the maintenance of effort requirements:

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

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

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

Title | of the Elementary and Second&gucation Act of 1965, agauthorized by the Every Student Succeeds
Act of 2015 (ESSA)
34 CFRPart 200

Adopted: 6/21/07
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SUBJECT: ALLOCATION OF TITLE I, PART A FUNDS IN THE DISTRICT
Allocation of Funds

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

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

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

b) Children in local institutions for neglected children; and

c) If appropriate, children in local institution®r delinquent children, and neglected or
delinquent children in community day programs.

Funds Will Supplement Not Supplant

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

The District has developed an allocation methodology tradrsistent with Title | guidelines.

20 USC 88 6315315 and 6321

NOTE: Refer also to Policies #5110Budget Planning and Development
#5550-- Maintenance of Fiscal Effort (Title | Programs)
#8260-- Title | Parent and Family Engagement

Adopted: 11/1/18
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SUBJECT: USE OF FEDERAL FUNDS FOR POLITICAL EXPENDITURES

The Board prohibits the use of any federal funds for partisan political purpcsgsenditures of
any kind by any person or organization involved in the administration of fedassigted programs

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

The Board assigns the Purchasing Agent the responsibility of monitoring expenditures of federal
funds so thathesefunds are not used for partisan political purposes by any person or organization
involved in the administration of any federalfssisted programs.

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 Activities

Adopted: 6/21/07
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SUBJECT: FINANCIAL ACCOUNTABILITY

The District has internal controls in place to ensure that:

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

The
following:

a)

b)

d)

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 arsafeguarded; and

Accurate, timely and reliable data are maintained.

Alden Central School District's governance and control environment will include the
The District's code of ethics addresses conflict of interest transactionBagit members

and employees. Transactions that are-feagarm’s length are prohibited. Legsmnarm's

length is a relationship between the District and employees or vendors who are related to

District officials or Board members.

The Board requiresorrective 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
operatiors.

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 extraclassroom activity fund reports, and

5. Fundbalance projections (usually starting in January).

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

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

f)

9)
h)

)
K)

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

The Board has an audit committee to dssisarrying out its fiscal oversight responsibilities.

The District's information systems are economical, efficient, current, atedgie.

All computer files are secured with passwords or other controls, backed up on a regular basis,
and stord at an offsite 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 théa$f 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 thed
Office of the New York State Comptroller. The Board will review all audit recommendations in
consultation with the Audit Committee and respond appropridtedgpendent and Comptrollendit
reports and the accompanying management letters will be avadable for public inspectiolhe
District will also timely post a copy of the annual external audit report or the Comptroller's final audit
report on its website for a period of five yeadstice of the availability oindependent and Comptroller
audt 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.

Education Law § 211&(3b)
8 NYCRR 8170.12
General Municipal Law 8§ 33(2)(e) and 35(1), (2)

NOTE:

Refer also to Policy #5572 Audit Committee

Adopted: 6/21/07
Revised: 3/7/13; 3/20/14; 1/22/15; 4/16/19
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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 policieadministrative regulations and procedures in the conduct of their duties.
Further, all applicable federal and/or state laws and regulations must be adhered to in the course of
District operations and practices. Any individual who has reason to beligventrecial improprieties
or wrongful conduct is occurring within the School System is to disclose such information according to
the reporting procedures established by the District. The reporting procedures will follow the chain of
command as establish&dthin the department or school building or as enumerated in the District's
Organizational Chart. In the event that the allegations of financial improprieties/fraud and/or wrongful
conduct concern the investigating official, the report shall be made toettidevel 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 Intern@uditor (if available), or the Independent (External) Auditor, or the School
Attorney, or the Board of Education. The District's prohibition of wrongful conduct, including fraud,
will be publicized within the District as deemed appropriate; and writtéficadion 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 emplogés) 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 ccinthe District will investigate
such conduct promptly and thoroughly. To the extent possible, within legal constraints, all reports will
be treated as confidentially and privately as possible. However, disclosure may be necessary to complete
a thoroughnvestigation 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 accordantelaw.

Based upon the results of this investigation, if the District determines that a school official has
engaged in financial improprieties/fraudulent and/or wrongful actions, appropriate disciplinary
measures will be applied, up to and includingnieation of employment, in accordance with legal
guidelines, District policy and regulation, and any applicable collective bargaining agreement. Third
parties who are found to have engaged in financial improprieties/fraud and/or wrongful conduct will be
subject to appropriate sanctions as warranted and in compliance witd h@wapplication of such
disciplinary measures by the District does not preclude the filing of civil and/or criminal charges as
may be warranted. Rather, when school officials recaivmplaint 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 unresolpkintem
and/or unsatisfactory prior determinations by the applicable investigating officer(s).

(Continued)
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Protection of SchoolEmployees who Report Information Regarding lllegal or Inappropriate
Financial Practices

Any employee of the School District who has reasonable cause to believe that the fiscal practices
or actions of an employee or officer of the District violates awwl]ostate, 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, oto law enforcement authorities, shall have immunity from any civil liability that may arise
from the making of such report. Further, neither the School District, nor employee or officer thereof,
shall take, request, or cause a retaliatory action agaynstuah employee who makes such a report.

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

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

Knowingly Makes False Accusations

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

Civil Service Lawg8 75-B
Education Lawg 3028d

Adopted: 6/21/07
Revised: 1/6/11
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SUBJECT: AUDIT COMMITTEE

An audit committee has been established by Board resolution. The audit committee may consist

of:

a) The Board as whole;

b) A subcommittee of the Board; or

c) An advisory committeg¢hat may include, or be composed entirely of persons other than
Board members if, in the opinion of the Board, membership is advisable to provide
accounting and auditingxpertise.

Persons other than Board members who serve on the advisory committee will be independent
and will not be:

1.
2.

Employed by the District;

An individual who within the last two years provided, or currently provides, services
or goods to the Bitrict;

The owner of, or have a direct and material interest in a company providing, goods or
services to the District; or

A close or immediate family member of an employee, officer, or contractor providing
services to the District.

The audit conmittee will consist of at least three members who should collectively possess
knowledge in accounting, auditing, financial reporting, and District finances. Witlegerve without
compensation, buwill be reimbursed for any actual and necessary expgaditcurred in relation to
attendance at meetings. Employees of the District are prohibited from serving on the audit committee.
Members of the audit committeell be deemed District Officers, bwill not be required to be residents

of the District.

The role of the audit committeell be advisory unless the audit committee consists of at least a
guorum of Board members, and any recommendations it provides to thevldlbandt substitute for
any required review and acceptance by the Board.

The audi 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.

(Continued)
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The audit committee will hold regularly scheduled meetings and report to the Board on its activities
on an as needed basis, but not less than annually. The report will address or include at a minimum:

a)
b)
c)
d)
e)

f)

The activities of the auddommittee;

A summary of the minutes of the meeting;

Significant findings brought to the attention of the audit committee;
Any indications of suspected fraud, waste, or abuse;

Significant internal control findings; and

Activities of theinternal audit function.

The responsibilities of the audit committee include the following:

a)

b)
c)

d)

e)

f)

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

Meeting with the External (Independent) Audipior 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 ®@rfinancial statement audit and federal single audit
standards if applicable;

Receiving and reviewing the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Audéssjsting 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 assite Board in its implementation.

Corrective Action Plan

Within 90 days of receipt of theeport or management letter, the Superintendent will prepare a
corrective action plan approved by the Board in response to any findings contained in:

(Continued)
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a) The annual external audit report or management letter;
b) A final audit report issued by the District's internal auditor;
c) A final reportissued by the State Comptroller;
d) A final audit report issued by the State Education Department (SED); or
e) A final audit report issued by the United States or an office, agency, or department thereof.

Theaudit committeavill review evey corrective action plan developed by the Superintendent and
Business Official and assist in the implementation of the plans. The corrective action plan must be filed
with the SED, and if appropriate, must include the expected date(s) of implementagdsirict will
also timely post a copy of this plan on its website. To the extent practicable, implementation of the
corrective action plan should begin no later than the end of the next fiscal year.

Additional responsibilities of the audit committeelude: assisting in the oversight of the internal
audit function including, but not limited to, providing recommendations regarding the appointment of
the Internal Auditor; reviewing significant findings and recommendations of the Internal Auditor;
monitaring the District's implementation dieserecommendations; and participating in the evaluation
of the performance of the internal audit function.

The audit committee may conduct an Executive Session pertaining to the following matters:
a) To meetwith the External (Independent) Auditor prior to commencement of the audit;

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

c) To receive and review the draft annual audit report and accompanying draft management
letter and, working directly with the Externdhdependent) 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 if authorized by a Board resoluticeveroif
such 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.

(Continued)
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Education Law 88 2116, 2116c, and 38143813
Public Officers Law 88 105(b), 105(c), and 105(d)
8 NYCRR § 170.12

NOTE: Refer also to Policies #1330Appointments and Dégmations by the Board
#1335-- Appointment and Duties of the Claims Auditor
#2210-- Committees of the Board

Adopted: 6/21/07
Revised: 3/20/14; 1/22/15; 4/16/19
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SUBJECT: INTERNAL AUDIT FUNCTION
The District has established brternal Audit Function which includes:

a) Development of a risk assessment of District operations including, but not limited to, a
review of financial policies, procedures gmactices;

b) An annual review and update of such risk assessment;

c) Annualtesting and evaluation @neor more of the Distri¢s internal controls, taking into
account risk, control weaknesses, size, and complexity of operations;

d) Preparation of reports, at least annually or more frequently as the Board may direct, which
amalyze significant risk assessment findings, recommend changes for strengthening controls
and reducing identified risks, and specify timeframes for implementation of such
recommendations.

The District is permitted to utilize existing District personnéLtbll the Internal Audit Function,
but such persons shall not have any responsibility for other business operations of the District while
performing Internal Audit Functions. The District shall also be permitted to usemntacipal
cooperative agreeemts, shared services to the extent authorige&ducation Law Section 1950 or
independent contractors to fulfill the Internal Audit Function as long as the personnel or entities
performing this Function comply with amggulationsissued by the Commissier 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

shall report directly to the Board of Educat The Audit Committee shall assist in the oversight of the
Internal Audit Function on behalf of the Board.

Education Lang8 1950, 211éb, and 2116c
8 NYCRR§8170.12

NOTE: Refer also to Policy #42 -- Duties of the Internal Auditor

Adopted: 6/21/07
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SUBJECT: INSURANCE

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

The Board shall carry insurance to protect the Disrreial and personal property against loss or
damage This property shall include school buildings, the contents of such buildings, school grounds
andvehicles

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

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

Public Officers Lawg 18
General Municipal Lavg8§ 6-n and 52
Education Lawg§ 1709(8) (26) and (34b), 2503(10), 2503(1@), 2503(16b), 3023, 3028 and 3811

Adopted: 6/21/07
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SUBJECT: FIXED ASSET INVENTORIES , ACCOUNTING , AND TRACKING

The Superintendent or his/her designéémaintaina continuous and accurate inventoryixéd
assetsowned by the District in accordance wisipplicable rules, standards, procedures, and best
practices. Fixed assets are, generally, f@mg, tangibleesources intended to be continuously held or
used, and may include land, buildings, improvements, machinery, and equipment.

All fixed assetpurchased and received by the Distwdt be checked, logged, and stored through
an established procedure.

The School Business Officialill accountfor asset®n an annual baseccording toapplicable
rules, standards, procedures, and best praclibese accounts will serve to:

a) Maintainaninventory of assets;

b) Establish accountability;

c) Determine replacement costs; and

d) Determine andfovide appropriate insurance coverage.

The Boardwill establish a dollar threshold as a basis for considering which fixed assets are to be
depreiated.This thresholdwill ensure that at least 80% of the valughafseassets is reported@he
thresholdwill not be greater than $5,008tandard methodand averaging conventiswill be used in
assessing, capitalizing, and depreciating fixed assets.

Fixed asetswill be recorded at initial cost or, if not available, at estimated initial cost; gifts of
fixed assetwill be recorded at estimated fair value at the time of the gift. A property record will be
maintained for eachixed asset and will coain, where possible, the following information:

a) Date of acquisition;

b) Description;

c) Serial or other identification number;

d) Any funding source and percentage contributed by the source;

e) Vendor;

f)  Cost or value;

g) Locationand use

(Continued)
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SUBJECT: FIXED ASSET INVENTORIES , ACCOUNTING , AND TRACKING (Cont'd.)
h)  Asset type;
i)  Condition and stimated useful life;
j)  Replacement cost;
k) Current value;
)  Salvage value;
m) Sale price andate and method of disposition; and
n)  Responsible official.

All fixed assets will be labeledny discrepancies between an inventory and the District's property
records should be tracegkplained and documented

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 inventosgt®will be labeled to specify the source of
funds used to purchase the item. All Title | assets will include "Title I" on the label. These inventories
will track assets for at least five years from the date of receipt.

When original orreplacement assets acquired under a federal grant or subgrant are no longer
needed for the original project or for other activities currently or previously supported by a federal
agency, the District will dispose of the assets as follows:

a) Assets with a&urrent petunit fair market value of less than $5,000 may be retained, sold, or
otherwise disposed of with no further obligation to the awarding agency.

b) Assets with a current pemit fair market value of greater than $5,000 may be retained or
sold and the awarding agency will have a right to an amount calculated by multiplying the
current market value or proceeds from sale by the awarding agency's share of the assets.

c) Nofederal approval is necessary to dispose of an asset costing over $5A)f)ir el from
the New York State Education Department (SED) is necessary. Once SED has determined
that it has no other need for the use of the asset, the District may proceed with selling it.

School District will comply with the U.S. Department of Edumaregulations governing the use,
management, and disposition of all equipment acquired through a federal government grant.

(Continued)
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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 insuvalles. This equipment will be tagged as District
property but is available for exclusive use by the extraclassroom activity club acquiring it.

Title | of the Elementary and Secondary Education Act of 1965, as amended by the Every Student Succeeds Act
(ESSA) of 2015

34 CFR Parts 799, 200

NYSED Finance Pamphlet, The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds,
2019

Uniform System of Accounts for School Districts (Fiscal Section)

Adopted: 6/21/07
Revised: 6/2/16
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE
Operation and Maintenance

The Board, through the Superintendent hisdorher staff, has the responsibility of protecting the
District's facilities through a systematic maintenance prograhe program shall include periodic
preventive maintenance activities, leramge maintenance schedyksd emergency repair procedures.
The District will make reasonable attempts to ensla¢ all maintenance work will be carried out in
the least intrusivenanner.

Construction and Remodeling of School Facilities

The District will ensure lacapital projects and maintenancemplywith the requirements of the
New York State Uniform Fire Prevention and Building Code, the Manual of Planning Standards, and
the Commissionés regulationsRelevant documentation regardifgreew buildings must be formally
submittedo the State Education Departmeotmatter the size or cost. The New York State Education
Department Office of Facilities Planning has providedinstruction Guideon their official website.

Plans and specifications for the erection, enlargement, repaiemodeling of facilities of the
District shall be submitted to the Commissiooensistent with applicable law

Plans and specifications sultted to the Commissioner shall bear the signature and seal of an
architect or engineer licensed to practice in the State of New York. The architect or engineer who sealed
the plans and specifications shall also certify that the plans and specificatidoscto 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 Distnitkensurecompliance with the requirements
of the State Uniform Fire Prevention and Building Code and Commissioner's regul@tieriBistrict
will alsoretain the services of an architect or engitieensed to practice in New York State required
by law or regilation, or as necessary given the scope and cost of the project

Carbon Monoxide Detection Requirements

All new and existing District buildings that have appliances, devices, or systems that may emit
carbon monoxide, and all attached garages, mustdaveans to detect carbon monoxide. Buildings
include school buildings, administrative buildings, bus maintenance facilities, concession stands, and
field houses. Carbon monoxide may be produced byfiieel heating systems (boilers, HVAC units,
and makep air units), emergency or standby electric generation within a buildingfireelkitchen
equipment (ranges, ovens, steamers, dishwashers, and makeup air units serving hodulsyl fuel
domestic hot water heaters, laboratory/shop equipment (gas owtletses, ga$ired kilns, and
stationary or portable engines), maintenance and storage areas wiitetletjuipment, and in garages.

(Continued)
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The District may use a setbntained carbon monoxide alarm, a carlmoonoxide detection
system, or both. The District will comply with all laws and regulations regarding alarms/detectors,
including where they must be located, their power sources, and labeling requirements. The District
should develop written standard opergtprocedures to follow when a carbon monoxide detector is
activated.

Inspections

The District is mindful of the health and safety of its students, staff, and visitors and, as such, the
District administration willcooperate with appropriate officialsrmducting health, fire, asbestos, bus,
and boiler inspection$n addition, he administration shall keep the Board of Education informed of the
results of such inspections in a timely fashion.

In accordance witthe Asbestos Hazard Emergency Responste(AHERA), the District will
inform all employees and building occupants (or their legal guardaarispst once each school year
about all asbestos inspections, response actionsygspginse action activities, as well as triennial re
inspection activities and surveillance activities that are either planned or in prddredsistrict will
provide yearly notification to parent,aeher, and employee organizations on the availability of the
District's asbestos management plan and any ashbretitesd actions taken or planned in the school

The District will test potable water for lead contamination from all outletegsred by law. If
an outlet exceeds the action level for lead content, the District will prohibit use of the outlet for drinking
and cooking purposes, and it will remediate the outlet before allowing these uses. The District will make
all required notiftations and issue all mandated reports to the public, local health department, or the
SED. For ten years following creation, the District will retain all records of test results, lead remediation
plans, leadree building determinations, and waiver reqae3the District may seek a waiver from
testing requirements from the local health department by demonstrating prior substantial compliance
with testing requirements.

To help protect staff, students, and visitors from contracting Legionnaires' diseasegionella
bacteria, the District will register any cooling towers it owns i New York State Department of
Health (DOH) providing the information in any form that theOB requires. The District will also
adhere to the inspection, annual certifimat and maintenance program and planning requirements
mandated bythe DOH. Further, the District will maintain records regarding all inspection results,
corrective action, cleaning and disinfection, tests, and certifications for at least three yeBxistridte
will keep a copy of its required maintenance program and plan on the premises where the cooling tower
is located.

(Continued)
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Comprehensive Public School Building Safety ProgramRESCUE)

To ensure that aDistrict facilities are properly maintained and preserved and provide suitable
educational settings, the Board of Educatexnjuires 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 Programthe Uniform Code of Public School Building Inspectioasd theSafety
Rating and Monitoring as prescribed in Commissionegailations. For this reason, the District shall
develop a Comprehensive Public School Building Safety Program in accordance with Commissioner's
regulations.

The program shall be reevaluated and madeent at least annually, and shall include, at a
minimum, the following:

a) A five year capital facilities plan which will include an appraisal of the following: the
educational philosophy of the District, with resulting administrative organization and
program requirements; present and projected student enrollments; space use aate8tate
student capacity of existing facilities; the allocation of instructional space to meet the current
and future education program and service needs, and to servetstwidbrdisabilities in
settings with nordisabled peers; priority of need of maintenance, repair or modernization of
existing facilities, including consideration of the obsolescence and retirement of certain
facilities; and the provision of additional fhites.

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

1. Type of building, age of building, size of building;

2. Rated capacity, current enrollment;

3. List of energy sources and major systems (lighting, plumbing, electrical, heating); and
4.  Summary of triennial Asbestos Inspection reports.

c) A building condition survey will be conducted for all occupied school buildings once every
five years by a team thatdludes at least one licensed architect or engineer.

d) A District-wide monitoring system which includes:
1. Establishing a Health and Safety Committee;

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

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

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

1. Notification to parents, staff and the community at least two months in advance of a
construction projet of $10,0000r more to be conducted in a school building while the
building is occupied; provided, however, that in the case of emergency construction
projects, this notice will be provided as far in advance of the start of construction as is
practicable

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

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

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

Asbestos Inspection: 40 CFR Part 763, Subpart E

15 USC 88 2642656

Fire Inspection: Education Law § 8@7
8 NYCRR § 155.4

Health and Safety Committee: 8 NYCRR § 155. 4(d)(1)

Lead Testing: 10 NYCRR § &%4.1,et seq.

Legionella Protection: 10 NYCRR 8§ 44t seq.

Plans and Specifications: Education Law 88§ 408;a@8&d 409
8 NYCRR 88 155.1 and 155.2
19 NYCRR 88 12211240

Structural Safety Inspections: Education Law 8§8-d, 409e, 3602 and 3641(4)
8 NYCRR 8§ 155.1, 155.3, and 155.4(b)(1)

Adopted: 6/21/07
Revised: 12/3/09; 3/7/13; 6/2/16; 5/16/17
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SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY
EMPLOYEES

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

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

The Board directs the Superintendent to esthbiules 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 personnebill be provided with apptable 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 workes of relevant work hazards and associated rights.

The Superintendemtr designeeavill maintain a current record of tlkentact informatiorof every
employee who handles or uses toxic substances and which substance(s) were handled or used by th
employee.

Environmental Protection Agency
40 CFR Parts 261 and 262
6 NYCRR Part 371

Adopted: 6/21/07
Revised: 5/16/17
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SUBJECT: FACILITIES: NAMING OF SCHOOL F ACILITIES/PLAQUES AND
MEMORIAL S/PUBLIC DEDICATION

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.

The Superintendent and Board of Education shall select a committee winpesepshall be to
solicit nominations and submit two nominations of names for a facility and an explanation of each
nomination to the Board. Community members may submit nominations to the committee; consideration
will also be given to names submitteddtydents and stafflowever, the Board of dication will make
the final decision regarding the naming or renaming of a facility.

District facilities may be named after persons who have attained national or local prominence in
fields such as educationtsand sciences, and government; after pastdgeSidents or persons aofdal
significance; or after the geographic characteristics of the area in which the facility is located. However,
the Board of Education may also elect to hesgain facilities renain unnared.

Data regarding proposed names should be carefully prepared with sufficient inforim&inatole
the committee to makdiscriminating recommendations to the Board of Education.

The Board of Education shall, by fornrakolution, name the facility.
Names of Building Plagues

The Board shall, by majority vote, approve the afigxof building plaques to anyifirict-owned
facility. The plaque may be purchased withsBict funds authorized by the Board tbrough funds
received by the Btrict from student, community or parent groups or individualdinal decision
regarding the affixing of any building plaques will rest with the Board of Education.
Memorials

The Board shall, by majority vote, appe memorials being erected imsDict-owned fadities or
on District-owned landA memorial may be builvith District funds authorized by the Bal or through
funds receivedrbm student, community or parent groups or individualnal decision regarding any
memorial rests with the Board of Education.
Public Dedication of New Facilities

The Board reseesthe right to hold a public dedication of any new facilitielse dedication will

provide the community with the opportunity to see the new facBitfficient notice to the community
regarding the date and time of the dedication will be made.

Adopted: 6/21/07
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE

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

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

Pest/Pesticide Management Plan

The District will manage weeds and pests to:

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

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

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

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

An IPM Coordinator will be appointed by the Superintendent of schools. The Coordinator will be
responsible for implementing the IPM policy and plan. Toeerdinator's responsibilities will include,
but are not limited to, the following

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

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

c) Meeting with a local pest control expert, such as a pesticide contractor to share information
on what pest problems are present in the school.

d) Ensuringthat all of the expert's recommendations on maintenance and sanitation are carried
out where feasib.

(Continued)
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SUBJECT: PESTMANAGEMENT AND PESTICIDE USE (Cont'd.)

e) Ensuringthat pesticide use is done when school is not in session or when the area can be
completely secured against access by school staff and students for a standard 72 hours, or as
required by the pesticideslmg used.

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

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

PesticideUse on Common Areas

Pesticides will not be used on playgrounds, turf, athletic or playing fields, in effect, all lawn areas
of the school. In these common areas where children gather and play, pesticide alternatives will be used
whenever possible andfeftive. The prohibition does not apply to indoor use or the application to
building structures.

An exception may be made for emergency applications of pesticide only when approved in
advance by the School Board. The Board may consult with the local Health Department on public health
related emergency determinations. They may also consult with thartDemt of Environmental
Conservation (DEC) for environmental emergency determinations. Emergency determinations should
only be sought for oneme pesticide application in a specific situation, which presents a true
emergency. The guidance document froEx@provides clarification on emergency determinations. It
can be founan the official website of the DEC.

Some types of pesticides and alternatives, those deemed safe in federal regulation, may be
allowable on playing fields and playgrounds agartain circumstances. The District will develop
regulations governing the use of pesticides and their alternatives on school grounds.

Fertilizer Use

Phosphorous fertilizers will only be used on school grounds in compliance with the requirements
of Envronmental Conservation Law Section-2¥03, which provides:

a) Fertilizer use is prohibited between December 1 and April 1 annually.
b) The use of fertilizers is prohibited within 20 feet of any surface veaiespt

1. Where a continuous natural véggon buffer, at least ten feet wide, separates lawn and
water.

2. Where a spreader guard, deflector shield or drop spreader is used, then the application
may not occur within three feet of any surface water.

(Continued)
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c) The use of phosphorus fertilizassprohibited on lawns or other nagricultural turf with
the following exceptions:

1. The use of phosphorus fertilizasmeeded to establish a new lawn; or
2. A soll test shows that phosphorus fertilizers are needed for growth.

d) Fertilizer cannot & used on any impervious surfaces and if such an application occurs, it
must be cleaned immediately and legally applied or placed in an appropriate container.

Notification

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

Sample forms for 48our prior notification can be obtained at:

http://mwww.emsc.nysed.gov/facplan/documents/PesticideNeighborNotificationGuidelinefor
Schools_091001.pdf

The District must also provide additional written notification to all parents and staff three times
per year to inform them of any pesticide apgilions that have occurred: within ten days of the end of
the school year, within two school days of the end of winter recess and within two days of the end of
spring recess.

Recordkeeping

Records of pesticide use will be maintained on site for theaesy Records will be completed on
the day of pesticide use. In addition, pest surveillance records will be maintained to help verify the need
for pesticide treatments. Annual reports of any applications must be sent to DEC.

Education Law88§ 409k, 409-h

Environmental Conservation Lagg 17-2103, 330303
40 CFR Part 152.25

7 USC8 136(mm), 136q(h)(2) (FIFRA)

8 NYCRR Part 155.4(d)(2)

Adopted: 1/19/12
Revised: 3/20/14
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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 singlecupancy bathroom facilities are designated as
gender neutitdor use by no more than one occupant at a time or for family or assisted use.

"Singleoccupancy bathroofrmeans 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 asd #gm the bathroom
that may be locked by the occupant to ensure privacy and security.

All gender neutrabathroom facilities will be clearly designated by the posting of signage either
on or near the entry door of each facility.

Education Law § 408n
Public Buildings Law § 145

Adopted: 6/3/21
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SUBJECT: SMOKING, TOBACCO, AND CANNABIS (MARIJUANA) USE

The following actions are prohibited on school grounds and at school functions: smoking; vaping;
using tobacco products; and/or using or ingesting any form of cannabis.

Smoking and vaping are prohibited within 100 feet of the entrances, exits, or carela®of any
of the Districts schools. However, this prohibiti@imes not apply to smoking or vaping in a residence,
or within the real property boundary lines of residential real property.

Exceptions may exist for authorized medical cannabis use.

Definitions

For purposes of this policy, the following definitions apply:

a) "Electronic cigarette(or "e-cigaretté) means an electronic device delivering vapor inhaled
by an individual user, and includes any refill, cartridge, and any other compirserth a
device.

b) "School functioti means a schoaponsored or schoaluthorized 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.

c) "School groundsmeans any buildig, structure, and surrounding outdoor grounds, including
entrances or exits, contained within the Dissigireschool, nursery school, elementary, or
secondary schosl legally defined property boundaries as registered in the CountysClerk
Office, as wé as any vehicles used to transport children or school personnel.

d) "Smokind means the burning of a lighted cigar, cigarette, pipe, or any other matter or
substance containing tobacco, cannabis, or cannabinoid hemp.

e) "Tobacco productsmeans cigaréts or cigars, bidis, chewing tobacco, powdered tobacco,
nicotine water, or any other tobacco products.

f)  "Vapind' means the use of an electronic cigarette.

Notification

The District will prominently post signs prohibiting smoking and vapingsdmol grounds in
accordance with applicable law. Appropriate District officials will inform individuals smoking or vaping
in a nonsmoking area that they are in violation of law and/or District policy.

(Continued)



2021 5640
20f2

Non-Instructional/Business
Operations

SUBJECT: SMOKING, TOBACCO, AND CANNABIS (MARIJUANA) USE (Cont 'd.)

The District will communicate this policy to staff, students, parents/guardians, volunteers, visitors,
contractors, and outside groufisough means such as the Distsidfode of Conductstudent
handbooks, newsletters, announcements, facilities use forms/agreements, and/or the prominent display
of this policy in appropriate locations.

Prohibition of Tobacco Promotional Items/Tobacco Adertising
Tobacco promotional items (e.g., brand names, logos, and other identifiers) are prohibited:
a) On school grounds;
b) In any vehicles used to transport students or school personnel;
c) At school functions;
d) In schoolpublications;

e) On clothing, shoes, accessories, gear, and school supplies in accordance with this District
Code of Conducind applicable collective bargaining agreements.

This prohibition of tobacco promotional items will be enforced in accordaitbethe Districts
Code of Conduaind applicable collective bargaining agreements.

The District will request, whenever possible, tobacco free editions of periodical publications for
school libraries and classroom use.

20 USC 88 6085084 and 7977974

41 USC § 8101 et seq.

Education Law § 409

Penal Law § 222.10

Public Health Law 88 1398, 13990, 1399p, and 139%a
8 NYCRR 88 155.5 and 156.3

NOTE: Refer also to Policies #3280Use of School Facilities, Materials and Equipment
#6150-- Alcohol, Tobacco, Drugs, and Other Substances (Staff)
#7320-- Alcohol, Tobacco, Drugs, and Other Substances (Students)
#8240-- Instruction in Certain Subjects
District Code of Conduct

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13; 1/22/1513/18; 4/16/19; 7/1/21
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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 consumgpdn, 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 reduc
consumption of energy by its facilities and to provide educatioboth 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, deyday 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 Diss¢riatiildings. Cooperation will be required of each
employee and each student to achieve a meaningfigyeoenservation 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.

The Board is further committed to protecting and improving the environmemedycling
commonly used materials, waste prevention strategies, and purchasing recycled products when feasible

Environmental Conservation Law 88-27101- 27-2117
General Municipal Law § 128a

19 NYCRR 88 12241228 and 1240
EnergyConservation Code of New York State 2007

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13; 4/20/21
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING

It is theDistrict's goal to provide students with access to nutritiousdast meals each school day
and to ensure that a student whose parent/guardian has unpaid meal charges is not shamed or treate
differently than a student whose parent/guardian does notingaed meal charges.

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

The intent of this policy is to establish procedures to address unpaid meal charges throughout the
District in a way that does natigmatize, distress, or embarrass students. The provisions of this policy
pertain to regular priced reimbursable school breakfast and lunch. Charging of items outside of the
reimbursable meals (a la carte items, adult meals, etc.) is expressly prohibited.

Access to Meals

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

b) Reduced meal benefit eligible students will leveed to receive a breakfast of their choice for
$0.00and lunch of their choice fol000each dayA la carte items or other similar items must be
paid/prepaid.

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

Ongoing Staff Training

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

b) Staff raining will include ongoing eligibility certification for free or reduepdce meals.

Parent Notification

Parents/guardians will be notified that a student's account balance is exhausted and has accruec
unpaid meal charges within five days of ti@rge and then every week thereafter.

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

Parent Outreach

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

b) Staff will make two documented attempts to reach out to parents/guardians to complete a meal
application in addition to the application and instructions provided in the school enrollment packet.

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

Minimizing Student Distress

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

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

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

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

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

Ongoing Eligibility Certification

a) Staff will conduct direct certification through the New York Studérentification System
(NYSSIS) or using SED Roster Uplo& maximize free eligibility NYSED provides updated
direct certification data monthly.

b) Staff will provide parents/guardians with free and redymeck application and instructions at the
begiming of each school year in the school enrollment packet.

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

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

(Continued)
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(Cont'd.)

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

f)  The District wil coordinate with the foster, homeless, migrant, and runawaydinatorgo certify
eligible students.School liaisons required for homeless, foster, and migrant students will
coordinate with the nutrition department to make sure these students femeisehool meals, in
accordance with federal law.

Prepaid Accounts

Students/Parents/Guardians may pay for meals in advance via www.aldenschools.org or with a
check payable to Alden School Lunch. Further details are available on the DiStati'®age at
www.aldenschools.org. Funds should be maintained in accounts tmimenihe possibility that a
student may be without meal money on any given day. Any remaining funds for a particular student will
be carried over to the next school year.

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

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

42 USC8 1758

7 CFR88§ 210.12 and 245.5
Education Law § 908

8 NYCRR § 114.5

Adopted: 6/21/07
Revised: 12/3/09; 1/6/11; 3/20/14; 8/10/17; 6/19/834/20
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SUBJECT: WELLNESS

The District is committed to providing a school environment that promotes and protects students'
health, wellbeing, and ability to learn, by fostering healthy eating and physical activity before, during,
and after the school dayhis wellness policy outies the District's approach to ensuring environments
and opportunities for all students to practice healthy eating and physical activity behaviors throughout
the school day while minimizing commercial distractions. This wellness policy applies to alhtstud
staff, and schools in the District.
Definitions

For the purpose of this wellness policy:

a) School campus means all areas of property under the jurisdiction of the District that are
accessible to students during the school day.

b) School day mans the period from the midnight before, to 30 minutes after the end of the
official school day.

Governance

District Wellness Committee

The District has established a wellness committee that meets at least two times per year to oversee
and establish goals for school health and safety policies and programs, including the development,
implementation, and periodic review and update of this Did&ictl wellness policy. The District
Wellness Committee will evaluate and make recommendatiohsethact the specific needs of the
District and its students.

The District will actively seek members for the District Wellness Committee through the use of
email, newsletters, the District's website, the District's social media page(s), and/or adeattise

The District Wellness Committee membership will represent all school levels, and include (to the
extent possible), but not be limited to, representatives from the following groups:

a) Parents and caregivers;
b) Students;
c) Physical Education &hers;

d) School health professionals;

(Continued)
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e) District food service program representatives;
f)  School Board;
g) School administrators;
h)  General Education teachers;
i)  Supplemental Nutrition Assistance Program Education (SNEAR coordinators; and
i)  Members of the public.

District Wellness Leadership

The following District officials are responsible for tlhmplementation and oversight of this
district-level wellness policy: Director of Food Service, high school assistant principal, primary school
special education teacher.

The contact information for these individuals is: atrautwein@aldenschools.org,
wmaccowan@aldenschools.org, swilson@aldenschools.org.

These individuals will be referred to as District Wellness Coordinators throughout this wellness
policy.

The District Wellness Coordinators will convene the District Wellness Committee, facilitate the
development of and updates to this wellness poliny,s&rve as liaisons with community agencies. The
District Wellness Coordinators will also work to ensure each school's compliance with this wellness

policy.
Wellness Policy Implementation, Monitoring, Accountability, and Community Engagement

The District will develop and maintain an implementation plan to manage and coordinate the
execution of this wellness policy. The plan delineates roles, responsibilities, actions, and timelines
specific to each school. It also includes specific goals bjettives for nutrition standards for all foods
and beverages available on the school campus, food and beverage marketing, nutrition promotion and
education, physical activity, physical education, and other sdfas®d activities that promote student
wellness. In developing these goals, the District will review and consider ewdased strategies and
techniques.

(Continued)
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Annual Notification of Policy

The District will inform families and the general public each year, via the District website and/or
District-wide communications, of information about this wellness policy, including, but not limited to:
its implementationtstus, its content, and any updates to the policy. The District will endeavor to share
as much information as possible about its schools' nutrition environment, including a summary of school
events or activities relative to this wellness policy implementattach year, the District will also
publicize the name and contact information of the District official(s) leading and coordinating the
District Wellness Committee, as well as information on how the community may get involved with the
District Wellnes<Committee.

Triennial Assessments

At least once every three years, the District will assess its compliance with this wellness policy.
The triennial assessment will measure the implementation of this wellness policy, and include an
assessment of:

a) The extent to which schools in the District are in compliance with this wellness policy;

b) The extent to which this wellness policy compares to model local school wellness policies;
and

c) A description of the progress made in attaining the goals ®fmbilness policy.

The following District officials are responsible for managing the District's triennial assessment:
Director of Food Service, high school assistant principal, primary school special education teacher.

The contact information for theseindividuals is: atrautwein@aldenschools.org,
wmaccowan@aldenschools.org, swilson@aldenschools.org.

The District will actively notify the public of the availability of the triennial assessment results.

Revisions and Updating the Policy

This wellness policy will be assessed and updated, at a minimum, every three years based on the
results of the triennial assessment. This wellness policy may also be updated as: District priorities
change; community nesdchange; wellness goals are met; new health science, information and
technology emerge; and/or new federal or state guidance or standards are issued.

Evaluation and feedback from interested parties are welcomed as an essential part of revising and
updatng this wellness policy.

(Continued)
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Community Involvement, Outreach, and Communications

The District is committed to being responsive to community input, which begins with an awareness
of this wellness policy. On an annual baske District will make this wellness policgvailable to
families and the public. The District will also annually inform families and the public, in culturally and
linguistically appropriate ways, of its content and implementation status, as well as any updates to this
wellness policy. The Distriatill make this information available via the district website and/or district
wide communications. The District will use these same means to inform families and the public on how
to become involved with and support this wellness policy, as well as aleortgdhits of the triennial
assessment.

Recordkeeping

The District will retain records to document compliance with the requirements of this wellness
policy in the District Office and/or on the District's central computer network. Documentation
maintainedat this location includes, but is not limited to:

a) The written wellness policy;

b) Documentation demonstrating that this wellness policy has been made available to the
public;

c) Documentation of efforts to review and update this wellpedisy, including an indication
of who is involved in the update and methods the District uses to make stakeholders aware
of their ability to participate on the District Wellness Committee;

d) Documentation demonstrating compliance with the annual pabliication requirements;

e) The most recent triennial assessment on the implementation of this wellness policy; and

f)  Documentation demonstrating that the most recent triennial assessment results have been
made available to the public.

Nutrition

The District seeks to ensure all of its students obtain the knowledge and skills necessary to make
nutritious food selections and enjoy Hfeng physical activity. To this end, the District sets forth the
following goals relating to nutrition.
School Meals

The District is committed to promoting student health and reducing childhood obesity by:

(Continued)
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a) Serving mealghat meet or exceed nutrition requirements established by local, state, and
federal laws and regulations;

b) Ensuring all students have a scheduled lunch period;

c) Providing all students with adequate time to consume meals;

d) Promoting healthy foodnd beverage choices;

e) Preparing meals that are appealing and attractive to students;

f)  Serving meals in clean and pleasant settings;

g) Having lunch follow the recess period to better support learning and healthy eating; and

h)  Encouraging stude participation in federal Child Nutrition Programs.

Child Nutrition Programsim to improve the diet and health of school children, help mitigate
childhood obesity, model healthy eating to support the development of lifelong healthy eating patterns

andsupport healthy choices while accommodating cultural food preferences and special dietary needs.

All schools within the District participate in the following federal Child Nutrition Programs:
National School Lunch Program; School Breakfast Program.

The District also operates additional nutritieated programs and activities, including: Farm to
Schools.

District food service staff will meet with students in grades 4 through 12 twice annually to solicit
feedback on the school breakfast angtdrool lunch program(s).

Staff Qualifications and Professional Development

All school nutrition program directors, managers, and staff will meet or exceed hiring and annual
continuing education and training requirements as specified in the USDA Ryo#sStandards for
School Nutrition Professionals. In order to locate the training that best fits their learning needs, school
nutrition personnel will refer to the USDA's Professional Standards for School Nutrition Standards
website.

(Continued)
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SUBJECT: WELLNESS (Contd.)
Water

To promote hydration, free, safe, unflavored drinking water will be available to all students and
staff throughout the school dayd throughout every school campus. The District will make drinking
water available where school meals are served during meal times.

Competitive Foods and Beverages

All competitive foods will meet, at a minimum, the USDA Smart Snacks in School nutrition
standards. The Smart Snacks in School nutrition standards aim to improve student healthl@dgyell
increase consumption of healthful foods during the schoolnthgr@ate an environment that reinforces
the development of healthy eating habits.

Competitive foods include all food and beverages available for sale to students on the school
campus during the school day other than meals reimbursed through programs authorized by the Richard
B. Russell National School Lunch Act and the Child Nutritioct Af 1966. This includes, but is not
limited to, a la carte options in cafeterias, vending machines, school stores, and snack or food carts.

Foods and Beverages Provided, But Not Sold, to Students During the School Day

The District is committed to ensng that all foods and beverages available to students on the
school campus during the school day support healthy eating. The foods and beverages provided, but no
sold, to students on the school campus during the school day (e.g., classroom pastiesntEsacks
brought by parents, or other foods given as incentives) will meet or exceed the USDA Smart Snack in
School nutrition standards; be low in saturated fat and have zero grams -Gatiaeisserving.

Fundraising

All foods and beverages avdila for sale to students through fundraisers on the school campus
during the school day will meet, at a minimum, the USDA Smart Snacks in School nutrition standards.

Schootsponsored fundraisers conducted outside of the school day will be encouragegaoid s
the goals of this wellness policy by promoting the sale of healthy food items (fresh fruit and produce)
and/or norAfood items, such as water bottles, plants, etc., and by promoting events involving physical
activity.

Foods and Beverages Availabte Sale at Events Outside of the School Day

The District is committed to ensuring that all foods and beverages available to students support
healthy eating. The foods and beverages that are available for sale atspcrsared events outside
of the schol daywill meet or exceed the USDA Smart Snack in School nutrition standards; be low in
saturated fat and have zero grams of tfahper serving.

(Continued)
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Food and Beverages Marketing in Schools

All foods and beverages marketed or promoted to students on the school campus during the school
day will meet, at a minimum, the USDA Smart Snacks in School nutrition standards. Food marketing
commonly includes oral, written, or graphic statements madadgourpose of promoting the sale of a
food or beverage product.

The District is aware that certain scoreboards, signs, and other durable equipment it employs may
market foods and beverages in a way that is inconsistent with the aims of this wellioys3/\tale
the immediate replacement of this equipment is not required, as the District replaces or updates this
equipment over time, it will ensure its replacement and purchasing decisions reflect the marketing
guidelines established by this wellnessgol

Nutrition Promotion and Education

Nutrition promotion and education positively influences lifelong eating behaviors. The District
will model and encourage healthy eating by:

a) Promoting healthy food and beverage choices for all studentsibg Smarter Lunchroom
techniques which guide students toward healthful choices, as well as by ensuring that 100%
of foods and beverages promoted to students meet the USDA Smart Snacks in School
nutrition standards;

b) Promoting nutrition education actiies that involve parents, students, and the community;

c) Promotingschool and communty awarenessof thiswellnesspolicy through various means,
such as publicaion on the District website;

d) Encouraging and promoting wellness through somiadia, newsletters, and an annual
family wellness event;

e) Encouraging participation in federal Child Nutrition Programs;

f)  Ensuring that the marketing and advertising of foods and beverages on school campuses
during the school day is consistent withtnition education and health promotion;

g) Integrating mtrition education within the comprehensive health education curriculum and
other instructional areas, as appropriate, and taught at every grade level, K through 12.
Nutrition education follows applicable New York State standards and is designed to help
students acquire:

(Continued)
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1. Nutrition knowledge, including, but not limited to: the benefits of healthy eating;
essentiahutrients; nutritional deficiencies; principles of healthy weight management;
the use and misuse of dietary supplements; and safe food storage, handling, and
preparation; and

2. Nutrition-related skills, including, but not limited to: planning healthy Isiea
understanding and using food labels; critically evaluating nutrition information,
misinformation, and commercial food advertising; assessing personal eating habits;
and setting and achieving goals related to these concepts;

h) Providing families andetachers with a list of healthy party ideas, including -foad
celebration ideas;

1)  Providing families with a list of classroom snacks and beverages that meet USDA Smart
Snacks in School nutrition standards;

J)  Discouraging staff from using food as aveed or withholding food as punishment under
any circumstance teachers and other appropriate school staff will be provided with a list of
alternative ways to reward students; and

k) Encouraging District staff to model healthy eating, drinking, andipalyactivity behaviors
for students.

Physical Activity and Education

Physical Activity

Since physical activity affects students' emotional and physicatbelh, as well as their
cognitive development, the District is committed to ensuringdhatudents, including students with
disabilities requiring adaptations or modifications, are provided the opportunity to participate in physical
activity before, during, and after school. Physical activity opportunities will be in addition to, nat in lie
of, physical education.

Recess, physical education, or other physical activity time will not be cancelled for instructional
makeup time, nor will it be withheld for disciplinary action unless the student is a danger to himself,
herself or others. Thidoes not include participation on sport teams that may have specific academic
requirements. Classroom teachers will be provided with a list of ideas for alternative ways to discipline
students.

The District is committed to encouraging physical activityptgh the following:

(Continued)
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a)

b)

d)

Classroom Physical Activity Breaks (Elementary and Secondary)

All classroom teachers, and particularly those engaged in the instruction of K through 5
students, are strongly encouraged to incorporate into the school day short breaks for students
that include physical activity, especially after long periods of inggtiv

Active Academics

Teachers are encouraged to incorporate kinesthetic learning approaches into core learning
subjects when possible to limit sedentary behavior during the school day.

Before and After School Activities

The District will offer opportunities for all students to participate in physical activity before
and/or after the school day through various methods, such as physical activity clubs,
intramurals, and interscholasticosts.

Active Transport

The District supports active transport to and from school (i.e., walking or biking). The
District will encourage this behavior by securing storage facilities for bicycles and equipment
and instructing students on walking andyciing safety. The District strongly encourages
the use of appropriate protective wear, such as helmets.

Physical Education

The District will have a Boardpproved Physical Education Plan on file with the New York State
Education Department that meets exceeds the requirements set forth in the Commissioner's
regulations. All students will be required to fulfill the physical education requirements set forth in the
Commissioner's regulations as a condition of graduating from the District's schools.

The Dstrict recognizes the importance of physical education classes in providing students with
meaningful opportunities for physical exercise and development. Consequently, the District will ensure

that:

a)

b)

All physical education classes are taught or supedviby a certified physical education
teacher;

All physical education staff receive professional development relevant to physical education
on a yearly basis;

(Continued)
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c) Interscholastic sports, intramural sports, and recess do not serve as substitutes for a quality
physical education program;

d) Students are afforded the opportunityptticipate in moderate to vigorous activity for at
least 50% of physical education class time;

e) It provides adequate space and equipment for physical education and conforms to all
applicable safety standards;

f)  An ageappropriate, sequential physie@ducation curriculum consistent with national and
state standards for physical education is implemented, with a focus on students' development
of motor skills, movement forms, and healdtated fitness;

g) A physical and social environment is providédttencourages safe and enjoyable activity
for all students; and

h)  Activities or equipment are adapted or modified to meet the needs of students who are
temporarily or permanently unable to participate in the regular program of physical
education. In dimg so, the District will abide by specific provisions in 504 Plans and/or
individualized education programs (IEP). To that end, the Committee on Special Education
(CSE) will ensure that a certified physical education teacher participates in the devélopmen
of a student's IEP, if the student may be eligible for adapted physical education.

Other SchoolBased Activities that Promote Student Wellness

The District is committed to establishing a school environment that is conducive to healthy eating
andphysical activity for all. The District will, therefore, pursue the following:

Community Partnerships

The District will develop, enhance, and continue relationships with community partners in support
of the implementation of this wellness policy. Existing and new community partnerships will be
evaluated to ensure they are consistent with this wellnesy @old its goals. The District will provide
all community partners with a copy of this wellness policy so that they are aware of the District's
requirements and goals.

Community Access to District Facilities for Physical Activities

School grounds andatilities will be available to students, staff, community members and
organizations, and agencies offering physical activity and nutrition programs consistent with District
policy, including provisions regarding conduct on school grounds and administiagireval of use by
outside organizations.

(Continued)
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Professional Learning

When feasible, the District will offer annyadofessional learning opportunities and resources for
staff to increase knowledge and skills about promoting healthy behaviors in the classroom and school
(e.g., increasing the use of kinesthetic teaching approaches or incorporating nutrition lessoathinto
class). Professional learning will help District staff understand the connections between academics and
health and the ways in which health and wellness are integrated into ongoing district reform or academic
improvement plans/efforts.

42 USC 88 138, 1758b

7 CFR 88 210.10, 210.11, 210.18, 210.31, and 220.8

USDA, SP 242017, Local School Wellness Policy: Guidance and Q&As (Apr. 6, 2017)

81 Fed. Reg. 50,151 (July 29, 2016) (codified at 7 CFR parts 210 & 220)

Education Law 8§ 915

8 NYCRR § 135.4

Memorandum from N.Y. St. Educ. Department on Smart Snacks Standards and Fundraisers (Sept. 16, 2014)

NOTE: Refer also to Policy #5660 Meal Charging and Prohibition Against Meal Shaming

Adopted: 6/21/07
Revised: 6/2/165/16/17; 3/15/18; 6/7/18
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SUBJECT: RECORDS MANAGEMENT

The Superintendent will designate a Records Management Officer, subject to Board approval, to
develop and coordinate the Distiscorderly and efficient records management program. Among other
aspects, this program includes the legal disposition or déstiuwf obsolete records and the storage
and management of inactive records. The Records Management Officer will work with other District
officials to develop and maintain this program.

The District may create a Records Advisory Board to assist in issialgl and supporting the
records management program. Members ofibésd may include the Distristlegal counsel, the fiscal
officer, and the Superintendent or designee, among others.

Retention and Disposition of Records

The District will retain reords and dispose of them in accordance with the Retention and
Disposition Schedule for New York Local Government Records (L& as otherwise approved by
the Commissioner of Educatidfurther, if any law specifically provides a retention period lotigzn
that established by this schedule, the retention period established by the law will govern.

Replacing Original Records with Microforms or Electronic Images

The District will follow procedures prescribed by the Commissioner of Educatiengare
accessibility for the life of any microform or electronic records that replace paper originals or
micrographic copies.

Retention and Preservation of Electronic Records

The District will ensure that records retention requirements are incorpordtedny program,
plan, or 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 beftheir retention and preservation requirements expire.

Arts and Cultural Affairs Law Article 5A
8 NYCRR Part 185

Adopted: 6/21/07
Revised: 12/3/09; 6/2/16; 4/16/19; 4/20/21
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SUBJECT: DISPOSAL OF CONSUMER REPORT INFORMATION AND RECORDS

In accordance with the Federal Trade Commission's (FTC) "Disposal Rule,” and in an effort to
protect the privacy of consumer information, reduce the risk of fraud and identity theft, and guard against
unauthorized access to or use of the information, the@ District will take appropriate measures to
properly dispose of sensitive information (i.e., personal identifiers) contained in or derived from
consumer reports and records. Any employer who uses or possesses consumer information for a busines
purpo® is subject to the Disposal Rule. According to the FTC, the standard for proper disposal of
information derived from a consumer report is flexible, and allows the District to determine what
measures are reasonable based on the sensitivity of the infornth®8 costs and benefits of different
disposal methods, and changes in technology.

The term tonsumer repoft shall include information obtained from a consumer reporting
company that is usedor expected to be usedn establishing a consumer'sggdiility for employment
or insurance, among other purposes. The temmployment purposéwhen used in connection with a
consumer report means a report used for the purpose of evaluating a consumer for employment,
promotion, reassignment or retention aeaployee.

The FTC Disposal Rule definegdhsumer informatidhas "any record about an individual,
whether in paper, electronic, or other form, that is a consumer report or is derived from a consumer
report. Consumer information also meansoapilation of such records. Consumer information does
not include information that does not identify individuals, such as aggregate information or blind data."

Information Covered by the Disposal Rule

The FTC has not included a rigid definition of #irds of information that would be considered
to identify particular individuals. In accordance with FTC guidance, there are a variety of personal
identifiers beyond simply a person's name that would bring information within the scope of the Disposal
Rule including, but not limited to, a social security number, driver's license number, phone number,
physical address, argimail address. Depending upon the circumstances, data elements that are not
inherently identifying can, in combination, identify particular individuals.
"Proper" Disposal

The FTC Disposal Rule definedisposég' "disposing’ or "disposal’ as:

a) "The discading or abandonment of consumer information," or

b) "The sale, donation, or transfer of any medium, including computer equipment, upon which
consumer information is stored.”

(Continued)
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(Cont'd.)

The District will utilize disposal practices that are reasonable and appropriate to prevent the

unauthorized access toor use of- information contained in or derived from consumer reports and
records. Reasonable measures to protect agaiaathorized access to or use of consumer information

in connection with District disposal include the following examples. These examples are not exclusive
or exhaustive methods for complying with the Disposal Rule.

a)

b)

d)

Burning, pulverizing, or shredding gdapers containing consumer information so that the
information cannot practicably be read or reconstructed.

Destroying or erasing electronic media containing consumer information so that the information
cannot practicably be read or reconstructed.

After due diligence, entering into and monitoring compliance with a contract with another party
engaged in the business of record destruction to dispose of material, specifically identified as
consumer information, in a manner consistent with the Dispasgal In this context, due diligence
could include:

1. Reviewing an independent audit of the disposal company's operations and/or its compliance
with the Disposal Rule;

2. Obtaining information about the disposal company from several references or other reliable
sources;

3. Requiring that the disposal commyebe certified by a recognized trade association or similar
third party;

4. Reviewing and evaluating the disposal company's information security policies or
procedures;

5. Taking other appropriate measures to determine the competency and integetpatential
disposal companyr

6. Requiring that the disposal company have a certificate of registration from the New York
Department of State issued on or after October 1, 2008.

For persons (as defined in accordance with the Fair GReg@idrting Act) or entities who maintain

or otherwise possess consumer information through their provision of services directly to a person
subject to the Disposal Rule, monitoring compliance with policies and procedures that protect
against unauthorizedr anintentional disposal of consumer information, and disposing of such
information in accordance with examples a) and b) above.

(Continued)
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Implementation of Practices and Procedures

The Board delegates to the Superintendent/designee(s) the authority and responsibility to review
current practices regarding the disposal of coreuinformation; and to implement such further
reasonable and appropriate procedures, including staff training as necessary, to ensure compliance witt
the FTC's Disposal Rule.

The Fair Credit Reporting Act, 15 USC § 1681 et seq.

The Fair anddccurate Credit Transactions Act of 2003, Public Law §8 153

Federal Trade Commission Disposal of Consumer Report Information and Records, 16 CFR Part 682
General Business Law Atrticle 35

19 NYCRR § 199

Adopted: 6/21/07
Revised: 12/3/09
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION

The District values the protection of private information of individuals in accordance with
applicable law and regulations. The District is required to notify affected individuals when there has
been or is reasonably believed to have been a compromike ofdividual'sprivate informationin
compliance with the Information Security Breach and Notification Act and Board policy.

a) "Personal informatidhmeans any information concerning a person which, because of name,
number, symbol, mark, or other iddigr, can be used to identify that person.

b) "Private informatiohmeans either:

1. Personal informatiogonsisting of any information in combination with any one or more of
the following data elements, when either the data element or the combination of personal
information plus the data element is not encrypted or encrypted with an encryption key that
has &0 been accessed or acquired:

(&) Social security number;
(b) Driver's license number or nairiver identification card number;

(c) Account number, credit or debit card number, in combination with any required
security code, access code, passwordtloer information which would permit access
to an individual's financial account;

(d) Account number, or credit or debit card number, if circumstances exist where the
number could be used to access an individual's financial account without additional
idertifying information, security code, access code, or password; or

(e) Biometric information, meaning data generated by electronic measurements of an
individual's unique physical characteristics, such as fingerprint, voice print, retina or
iris image, or dter unique physical representation or digital representation which are
used to authenticate or ascertain the individual's identity;

2. Ausername or email address in combination with a password or security question and answer
that would permit access ta anline account.

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

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

Determining if a Breach Has Occurred

In determining whether infornian has been acquired, or is reasonably believed to have been
acquired, by an unauthorized person or person without valid authorization, the District may consider the
following factors, among others:

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

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

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

d) System failures.

Notification Requirements

a) For any computerized data owned or licensed by the District that includes private information, the
District will disclose any breach of the security of the system following discovery or notification
of the breacho any New York State resident whose private information was, or is reasonably
believed to have been, accessed or acquired by a person wahdwatuthorization. The disclosure
to affected individuals will be made in the most expedient time possible and without unreasonable
delay, consistent with the legitimate needs of law enforcement, or any measures necessary to
determine the scope of theelch and restore the integrity of the data system. The District will
consult with the New York State Office of Information Technology Services to determine the
scope of the breach and restoration measures. Within 90 days of the notice of the breash, the N
York State Office of Information Technology Services will deliver a report to the District on the
scope of the breach and recommendations to restore and improve the security of the system.

(Continued)
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b) Notice to affected persons under State Technology Law is not required if the exposure of private
information was an inadvertedisclosure by persons authorized to access private information,
and the District reasonably determines the exposure will not likely result in the misuse of the
information, or financial or emotional harm to the affected persons. This determination must be
documented in writing and maintained for at least five years. If the incident affected over 500 New
York State residents, the District will provide the written determination to the New York State
Attorney General within ten days after the determination.

c) If notice of the breach of the security of the system is made to affected persons pursuant to the
breach notification requirements under certain laws and regulations, the District is not required to
provide additional notice to those affected personeudate Technology Law. However, the
District will still provide notice to the New York State Attorney General, the New York State
Department of State, the New York State Office of Information Technology Services, and to
consumer reporting agencies.

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

The notification requirement may be delayed if a law enforcement agency determines that the
notification impedes &riminal investigation. The required notification will be made after the law
enforcement agency determines that the notification does not compromise the investigation.

If the District is required to provide notification of a breach, including breaatf@fmation that
is not private information, to the United States Secretary of Health and Human Services pursuant to the
Health Insurance Portability and Accountability Act of 1996 or the Health Information Technology for
Economic and Clinical Health Act, will provide notification to the New York State Attorney General
within five business days of notifying the United States Secretary of Health and Human Services.

Methods of Notification

The required notice will be directly provided to the affectecs@es by one of the following
methods:

a) Written notice;

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

(Continued)
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c) Telephone notification, provided that a log of each notification is kept bRigtact when
notifying affected persons by phone; or

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

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

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

3. Notification to major statewide media.
Regardless of the method by which notice is provided, the notice will include:
a) Contact information for the notifying District;

b) The telephone numbers and websites of the relevant state and federal agencies that provide
information regarding security breach response and identity theft prevention and protection
information; and

c) A description of the categories iofformation that were, or are reasonably believed to have
been, accessed or acquired by a person without valid authorization, including specification
of which of the elements of personal information and private information were, or are
reasonably believel have been, accessed or acquired.

In the event that any New York State residents are to be notified, the District will notify the New
York State Attorney General, New York State Department of State, and New York State Office of
Information Technology &vices as to the timing, content, and distribution of the notices and
approximate number of affected persons and provide a copy of the template of the notice sent to affected
persons. This notice will be made without delaying notice to affected New Yatek r@sidents.

In the event that more than 5,000 New York State residents are to be notified at one time, the
District will also notify consumer reporting agencies as to the timing, content, and distribution of the
notices and approximate number of afé®l persons. This notice will be made without delaying notice
to affected New York State residents.

A list of consumer reporting agencies will be compiled by the New York State Attorney General
and furnished upon request to any district required to raaketification in accordance with State
Technology Law.

State Technology Law 88 202 and 208
Adopted: 6/21/07
Revised: 3/20/14; 6/4/20
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SUBJECT: EMPLOYEE PERSONAL IDENTIFYING INFORMATION

In accordance with Nework State Labor Law Section 2@8 the District shall restrict the use
and access to employee personal identifying information. As enumerated in law, "personal identifying
information" shall include social security number, home address or telephone nyatsamnal
electronic mail address, Internet identification name or password, parent's surname prior to marriage, or
driver's license number.

The District shall not unless otherwise required by law:

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

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

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

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

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

Labor Law§ 203-d

Adopted: 1/6/11
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SUBJECT: DATA NETWORKS AND SECURITY ACCESS

The District values the protection of private information of individuals in accordance with
applicable law, regulations, and best practice. Accordingly, District officials and Information
Technology (IT) staff will plan, implement, and monitor IT secuntgchanisms, procedures, and
technologies necessary to prevent improper or illegal disclosure, modification, or denial of sensitive
information in the District Computer System (DCS). Similarly, such IT mechanisms and procedures will
also be implemented inraer to safeguard District technology resources, including computer hardware
and software. District network administrators may review District computers to maintain system
integrity and to ensure that individuals are using the system responsibly. Usddsretcexpect that
anything stored on school computers or networks will be private.

In order to achieve the objectives of this policy, the Board of Education entrusts the
Superintendent, or his/her designee, to:

a) Inventory and classify personal, prigaand sensitivenformation on the DCS to protect the
confidentiality, integrity, and availability of information;

b) Develop password standards for all users including, but not limited to, how to create
passwords and how often such passwords shoubthdreged by users to ensure security of
the DCS;

c) Ensure that the "audit trail" function is enabled within the District's network operating
system, which will allow the District to determine on a constant basis who is accessing the
DCS, and establish predures for periodically reviewing such audit trails;

d) Develop procedures to control physical access to computer facilities, data rooms, systems,
networks, and data to only authorized individuals; such procedures may include ensuring
that server roomsmain locked at all times and the recording of arrival and departure dates
and times of employees and visitors to and from the server room;

e) Establish procedures for tagging new purchases as they occur, relocating assets, updating the
inventory list, peforming periodic physical inventories, and investigating any differences in
an effort to prevent unauthorized and/or malicious access to these assets;

f)  Periodically grant, change, and terminate user access rights to the overall networked
computer sygm and to specific software applications and ensure that users are given access
based on, and necessary for, their job duties;

g) Limit user access to the vendor master file, which contains a list of vendors from which
District employees are permittedgarchase goods and services, to only the individual who
is responsible for making changes to such list, and ensure that all former employees' access
rights to the vendor master list are promptly removed;

(Continued)
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h) Determine how, and to whom, remote access should be granted, obtain written agreements
with remote access users to establish the District's needs and expectations, as appropriate,
and monitor and control such remote access;

1)  Verify that laptop computesystems assigned to teachers and administrators ushskill
encryption software to protect against loss of sensitive data;

})  Deploy software to servers and workstations to identify and eradicate malicious software
attacks such as viruses amdlware;

k) Develop a disaster recovery plan appropriate for the size and complexity of District IT
operations to ensure continuous critical IT services in the event of any sudden, catastrophic
event, including, but not limited to fire, computer virusieliberate or inadvertent employee
action.

Adopted: 6/2/16



2019 5675
1of2

Non-Instructional/Business
Operations
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Student performance &ssessed in many ways, but primarily through assigned grades. The District
will help ensure the integrity of student grades by controlling access to its grading information system
and by approving modifications to grades where warranted.

The System

The District utilizes an electronic software system that contains a record of student performance,
credit accumulation, report cards, and a transcript. More specifically, the system includes class rosters
where teachers enter student grades and track théarngsiacademic progress. The system is used to
generate student report cards and transcripts, and to maintain all student grading records.

To protect student data in the system, the District will first establish who has the authority to grant,
changepr terminate user access. The personnel with this authority will be very limited. Further, if the
grading system has a feature that allows one user or account to assume the identity of another user o
account, the District will restrict or disable thattfea. These types of features could allow a user greater
access than intended, including inheriting permissions of another user that are greater than the user's.

System Access

The District will create categories of system users and assign appropsege permissions to
each. Users' permissions will be compatible with and restricted by their roles and job duties; their access
will be as restrictive as possible. Typically, teachers will have the ability to enter, update, and modify
grades each markingepod before a preetermined lockout date. The lockout function will be
consistently used throughout the school year to help prevent grade modifications without authorization
after a marking period closes. Through increased system permissions, othduaigivsuch as non
classroom teachers, guidance counselors, information technology (IT) staff, clerical staff, and support
staffd will be able to view or modify grades.

The District will work with its IT, human resources, and other appropriate depastrteent
determine how best to timely establish access rights, add users, deactivate or modify user accounts, an
monitor user accountés appropriate, the District will develop further IT controls that protect against
improper access and promote data securtrther, the District recognizes that system access is most
secure when Distriabwned devices are used. Accordingly, staff should only use Distsiced devices
to view, enter, or modify student grades and comments.

Grade Changes
Once the lockoutgriod begins, only authorized users identified by the District may change grades,
and only under certain circumstances. The system will recognize when grades change, and a log of

modified grades may then be viewed and printed. Any grade mismatches reitidneiled before the
next marking period closes or before the end of the school year, whichever is earlier.

(Continued)
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The staff member seeking to change a grade will submit a-ghedee form signed by the
requesting party, theeacher who assigned the original grade, and the appropriate administrator. This
form and all other documents supporting a grade modification will be electronically filed in the grading
system or filed in a noelectronic system, if electronic filing is possible or impractical, and
maintained for six years. The personnel seeking the modification should specify one or more reasonable
grounds for the grade change on the form. There must be reasonable grounds to alter a grade. The reasol
may include:

a) Data entry error;
b) Computational error;
c) A modification based on work submitted or considered after the lockout date;

d) Changing an incomplete grade to a regular grade because a student completed course
requirements;

e) Credit recovercoursework;

f)  Administrative change; or

g) Other acceptable justifications.
Audit Log and Monitoring

The District's grading system will have an audit log or gi@wnge report function that records
certain system activities, including modificatidoggrades. The District will periodically monitor audit
logs or gradechange reports to confirm the integrity of the system, to ensure proper access by personnel,
and to confirm that modifications within the system are appropriate and completed in arianelsr.
The District will also periodically monitor user accounts and rights so that the permissions granted are
proper and the minimum necessary for each user or user group. To the extent feasible, the District will
make sure that user accounts are curaed updated regularly. The District will be able to print user
information, logs, reports, and other documents from the student grading information system, as needed.

Student Transcripts

Student transcripts may show all crelogaring classes; finajrades; test scores; grapeint
average; diploma type; SAT, ACT, and other standardized test scores; and graduation date. The same
controls, protections, and monitoring applicable to student grading information apply equally to student
transcripts.

Adopted: 6/2/16
Revised: 4/16/19
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PRINCIPAL DATA

The District is committed to maintaining tpevacy and security of student data and teacher and
principal data and will follow all applicable laws and regulations for the handling and storage of this
data in the District and when disclosing or releasing it to others, including, but not limitaditparty
contractors. The District adopts this policy to implement the requirements of Education Law Section
2-d and its implementing regulations, as well as to align the Distdata privacy and security practices
with the National Institute for Smalards and Technology Framework for Improving Critical
Infrastructure Cybersecurity (Version 1.1).

Definitions

As provided in Education Law Sectiond2and/or its implementing regulations, the following
terms, as used in this policy, will mean:

a)

b)

g)

"Breacll means the unauthorized acquisition, access, use, or disclosure of student data
and/or teacher or principal data by or to a person not authorized to acquire, access, use, or
receive the student data and/or teacher or principal data.

"Building principal® means a building principal subject to annual performance evaluation
review under the provisions of Education Law Section 3012

"Classroom teacheémeans a teacher subject to annual performance evaluation review under
the provisions of Educain Law Section 301-2.

"Commercial or marketing purpdsmeans the sale of student data; or its use or disclosure
for purposes of receiving remuneration, whether directly or indirectly; the use of student data
for advertising purposes, or to developprove, or market products or services to students.

"Contract or other written agreemémbeans a binding agreement between an educational
agency and a thirdarty, which includes, but is not limited to, an agreement created in
electronic form and siged with an electronic or digital signature or a chalap agreement

that is used with software licenses, downloaded, and/or online applications and transactions
for educational technologies and other technologies in which a user must agree to terms and
conditions prior to using the product or service.

"Disclosé or "disclosuré means to permit access to, or the release, transfer, or other
communication of personally identifiable information by any means, including oral, written,
or electronic, whethantended or unintended.

"Education recordsmeans an education record as defined in the Family Educational Rights
and Privacy Act and its implementing regulations, 20 USC Section 1232g and 34 CFR Part
99, respectively.

(Continued)
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h)

)

K)

P)
Q)

PRINCIPAL DATA (Cont 'd.)

"Educational agentymeans a school district, board of cooperative educational services
(BOCES), school, or the New York State Education Department (NYSED).

"Eligible studert means a student who is eighteen years or older.

"Encryptiorf means methods of rendering genally identifiable information unusable,
unreadable, or indecipherable to unauthorized persons through the use of a technology or
methodology specified or permitted by the Secretary of the United States Department of
Health and Human Services in guidarssied under 42 USC Section 17932(h)(2).

"FERPA' means the Family Educational Rights and Privacy Act and its implementing
regulations, 20 USC Section 1232g and 34 CFR Part 99, respectively.

"NIST Cybersecurity Framewdrkmeans the U.S. Department of Commerce National
Institute for Standards and Technology Framework for Improving Critical Infrastructure
Cybersecurity (Version 1.1). A copy of the NIST Cybersecurity Framework is available at
the Office of Counsel, State Ecaion Department, State Education Building, Room 148, 89
Washington Avenue, Albany, New York 12234.

"Parent means a parent, legal guardian, or person in parental relation to a student.

"Personally identifiable information (PIll)as applied to stlent data, means personally
identifiable information as defined in 34 CFR Section 99.3 implementing the Family
Educational Rights and Privacy Act, 20 USC Section 12329, and, as applied to teacher or
principal data, means personally identifying informa@grthis term is defined in Education

Law Section 3012(10).

"Releaséhas the same meaning as disclosure or disclose.
"Student means any person attending or seeking to enroll in an educational agency.

"Student datameans personally identifite information from the student records of an
educational agency.

"Teacher or principal ddtaneans personally identifiable information from the records of an
educational agency relating to the annual professional performance reviews of classroom
teaders or principals that is confidential and not subject to release under the provisions of
Education Law Sections 3042and 301a.

"Third-party contractdrmeans any person or entity, other than an educational agency, that
receives student data oatder or principal data from an educational agency pursuant to a
contract or other written agreement for purposes of providing services to the educational

(Continued)
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agency, including but not limited to data management or storage services, conducting studies
for or on behalf of the educational agency, or audit or evaluation dfclyubunded
programs. This term will include an educational partnership organization that receives
student and/or teacher or principal data from a school district to carry out its responsibilities
pursuant to Education Law Section 24 and is not an edational agency, and a nfur-

profit corporation or other nonprofit organization, other than an educational agency.

"Unauthorized disclosuteor "unauthorized releasemeans any disclosure or release not
permitted by federal or state statute or regotatany lawful contract or written agreement,
or that does not respond to a lawful order of a court or tribunal or other lawful order.

Data Collection Transparency and Restrictions

As part of its commitment to maintaining the privacy aadurity of student data and teacher and
principal data, the District will take steps to minimize its collection, processing, and transmission of PII.
Additionally, the District will:

a)

b)

Not sell PIl nor use or disclose it for any marketing or commepeigdose or facilitate its
use or disclosure by any other party for any marketing or commercial purpose or permit
another party to do so.

Ensure that it has provisions in its contracts with tpiadty contractors or in separate data
sharing and confiddiality agreements that require the confidentiality of shared student data
or teacher or principal data be maintained in accordance with law, regulation, and District

policy.

Except as required by law or in the case of educational enrollment deDastiire will not report
to NYSED the following student data elements:

a)
b)
c)

d)

Juvenile delinquency records;
Criminal records;
Medical and health records; and

Student biometric information.

Nothing in Education Law Section-@ or this pdicy should be construed as limiting the
administrative use of student data or teacher or principal data by a person acting exclusively in the
persors capacity as an employee of the District.

(Continued)
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Chief Privacy Officer

The Commissioner of Education has appointed a Chief Privacy Officer who will report to the
Commissioner on matters affecting privacy and the security of student data and teacher and principal
data. Among other functions, the Chief Privacy Officer is aigkdrto provide assistance to educational
agencies within the state on minimum standards and best practices associated with privacy and the
security of student data and teacher and principal data.

The District will comply with its obligation to reportémches or unauthorized releases of student
data or teacher or principal data to the Chief Privacy Officer in accordance with Education Law Section
2-d, its implementing regulations, and this policy.

The Chief Privacy Officer has the power, amaigers, to:

a) Access all records, reports, audits, reviews, documents, papers, recommendations, and other
materials maintained by the District that relate to student data or teacher or principal data,
which includes, but is not limited to, records rethte any technology product or service
that will be utilized to store and/or process PII; and

b) Based upon areview of these records, require the District to act to ensure that Pl is protected
in accordance with laws and regulations, including butinatdd to requiring the District
to perform a privacy impact and security risk assessment.

Data Protection Officer

The District has designated a District employee to serve as the Bidéata Protection Officer.
The Data Protection Officer for theidirict is the Director of Instructionabnd Information
Technology/CIO.

The Data Protection Officer is responsible for the implementation and oversight of this policy and
any related procedures including those required by Education Law Sedatiam@ ts implementing
regulations, as well as serving as the main point of contact for data privacy and security for the District.

The District will ensure that the Data Protection Officer has the appropriate knowledge, training,
and experience to administéese functions. The Data Protection Officer may perform these functions
in addition to other job responsibilities. Additionally, some aspects of this role may be outsourced to a
provider such as a BOCES, to the extent available.

(Continued)
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District Data Privacy and Security Standards

The District will use the National Institute for Standards and Technology Framework for
Improving Critical Infrastructure Cybersecurity (Version 1.1) (Framework) as the standard for its data
privacy and security program. The Framework is abis&ed appiach to managing cybersecurity risk
and is composed of three parts: the Framework Core, the Framework Implementation Tiers, and the
Framework Profiles. The Framework provides a common taxonomy and mechanism for organizations
to:

a) Describe their currerttybersecurity posture;

b) Describe their target state for cybersecurity;

c) Identify and prioritize opportunities for improvement within the context of a continuous and
repeatable process;

d) Assess progress toward the target state; and
e) Communicate among internal and external stakeholders about cybersecurity risk.
The Distict will protect the privacy of Pl by:

a) Ensuring that every use and disclosure of PII by the District benefits students and the District
by considering, among other criteria, whether the use and/or disclosure will:

1. Improve academic achievement;
2.  Empower parents and students with information; and/or
3. Advance efficient and effective school operations.

b)  Notincluding PIl in public reports or other public documents.

The District affords all protections under FERPA and the Individuals wihHilities Education
Act and their implementing regulations to parents or eligible students, where applicable.

(Continued)
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Third -Party Contractors

District Responsibilities

The District will ensure that whenever it enters into a contract or other written agreement with a
third-party contractor under which the thipdrty contractor will receive student data or teacher or
principal data from the District, the contract or written agreement will include provisions requiring that
confidentiality of shared student data or teacher or principal data be maintained in azcontataw,
regulation, and District policy.

In addition, the District will ensure that the contract or written agreement includes thpattyd
contractols data privacy and security plan that has been accepted by the District.

The thirdparty conractofs data privacy and security plan must, at a minimum:

a)

b)

¢))

h)

Outline how the thirgpbarty contractor will implement all state, federal, and local data privacy
and security contract requirements over the life of the contract, consistent with District

policy;

Specify the administrative, operational, and technical safeguards and practices-jhartirird
contractor has in place to protect PII that it will receive under the contract;

Demonstrate that the thimhrty contractor complies with the reqments of 8 NYCRR
Section 121.3(c);

Specify how officers or employees of the thpdrty contractor and its assignees who have
access to student data or teacher or principal data receive or will receive training on the laws
governingconfidentiality of this data prior to receiving access;

Specify if the thirdparty contractor will utilize subcontractors and how it will manage those
relationships and contracts to ensure Pl is protected,;

Specify how the thirgbarty contractor wi manage data privacy and security incidents that
implicate PIl including specifying any plans to identify breaches and unauthorized
disclosures, and to promptly notify the District;

Describe whether, how, and when data will be returned to the MDidtaasitioned to a
successor contractor, at the Distaaption and direction, deleted or destroyed by the-third
party contractor when the contract is terminated or expires; and

Include a signed copy of the Paré&@# of Rights for Data Privacyand Security.

(Continued)
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Third-Party Contractor Responsibilities

Each thirdparty contractor, that enters into a contract or other written agreement with the District
under which the thirgbarty contractor will receive student data or teacher or principal data from the
District, is required to:

a)

b)

c)

d)

9)
h)

Adopt technologies, safeguards, and practices that align with the NIST Cybersecurity
Framework;

Comply with District policy and Education Law Sectiond2and its implementing
regulations;

Limit internal access to Pll to only those employees or subcontractors that have legitimate
educational interests (i.e., they need access to provide the contracted services);

Not use the PII for any purpose not explicitly authorized in its contract;

Not disclose any PIlI to any other party without the prior written consent of the parent or
eligible student:

1. Except for authorized representatives of the tpady contractor such as a
subcontractor or assignee to the extent they are carryingheucontract and in
compliance with law, regulation, and its contract with the District; or

2. Unless required by law or court order and the tpadty contractor provides a notice
of the disclosure to NYSED, the Board, or the institution that prowviageahformation
no later than the time the information is disclosed, unless providing notice of the
disclosure is expressly prohibited by law or court order;

Maintain reasonable administrative, technical, and physical safeguards to protect the
securty, confidentiality, and integrity of PIl in its custody;

Use encryption to protect PlI in its custody while in motion or at rest; and
Not sell PIl nor use or disclose it for any marketing or commercial purpose or facilitate its

use or discloser by any other party for any marketing or commercial purpose or permit
another party to do so.

Where a thirgparty contractor engages a subcontractor to perform its contractual obligations, the
data protection obligations imposed on thed-party contractor by law and contract apply to the
subcontractor.

(Continued)
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Cooperative Educational Services through a BOCES

The District may not be required to enter into a separate contract or data sharing and confidentiality
agreement with a thirgarty contractor that will receive student data or teacher or principal data fro
the District under all circumstances.

For example, the District may not need its own contract or agreement where:

a) It has entered into a cooperative educational service agreement (CoSer) with a BOCES that
includes use of a thirdarty contractds product or service; and

b) That BOCES has entered into a contract or data sharing and confidentiality agreement with
the thirdparty contractor, pursuant to Education Law Sectieth &hd its implementing
regulations, that is applicable to the Distsai® of the product or service under that CoSer.

To meet its obligations whenever student data or teacher or principal data from the District is
received by a thirgbarty contractor pursuant to a CoSer, the District will consult with the BOCES to,
among othethings:

a) Ensure thereis a contract or data sharing and confidentiality agreement pursuant to Education
Law Section 2 and its implementing regulations in place that would specifically govern
the Districts use of a thirgbarty contractds product oservice under a particular CoSer;

b) Determine procedures for including supplemental information about any applicable contracts
or data sharing and confidentiality agreements that a BOCES has entered into with a third
party contractor in it®arentsBill of Rights for Data Privacy and Security;

c) Ensure appropriate notification is provided to affected parents, eligible students, teachers,
and/or principals about any breach or unauthorized release of Pll thatpattir@ontractor
has reeived from the District pursuant to a BOCES contract; and

d) Coordinate reporting to the Chief Privacy Officer to avoid duplication in the event the
District receives information directly from a thipérty contractor about a breach or
unauthorized releasof Pl that the thirgbarty contractor received from the District pursuant
to a BOCES contract.

Click-Wrap Agreements

Periodically, District staff may wish to use software, applications, or other technologies in which
the user mustclick” a button o box to agree to certain online terms of service prior to using the

(Continued)
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software, application, or other technology. These are knowtclak-wrap agreemeritsand are
considered legally bindingcontracts or other written agreeménisider Education Law Sectiord?
and its implementing regulations.

District staff are prohiibed from using software, applications, or other technologies pursuant to a
click-wrap agreement in which the thipérty contractor receives student data or teacher or principal
data from the District unless they have received prior approval from thecBsdData Privacy Officer
or designee.

The District will develop and implement procedures requiring prior review and approval for staff
use of any software, applications, or other technologies pursuant tavcipkagreements.

Parents Bill of Rights for Data Privacy and Security

The District will publish its PareritBill of Rights for Data Privacy and Security (Bill of Rights)
on its website. Additionally, the District will include the Bill of Rights with every contract or other
written agreement it enters into with a thpdrty contractor under which the thiparty contractor will
receive student data or teacher or principal data from the District.

The Bill of Rights willcontain all required elements including supplemantakmation for each
contract the District enters into with a thipdrty contractor wherthe thirdparty contractor receives
student data or teacher or principal data from the District. The supplemental information must be
developed by the District and include the following information:

a) The exclusive purposes for which the student dataawher or principal data will be used
by the thirdparty contractor, as defined in the contract;

b) How the thirdparty contractor will ensure that the subcontractors, or other authorized
persons or entities to whom the thjpdrty contractor will didose the student data or teacher
or principal data, if any, will abide by all applicable data protection and security
requirements, including but not limited to those outlined in applicable laws and regulations
(e.g., FERPA,; Education Law Sectiord®

c) The duration of the contract, including the contsaekpiration date, and a description of
what will happen to the student data or teacher or principal data upon expiration of the
contract or other written agreement (e.g., whether, when, and in wmaatfit will be
returned to the District, and/or whether, when, and how the data will be destroyed);

d) If and how a parent, student, eligible student, teacher, or principal may challenge the
accuracy of the student data or teacher or principal datestballected;

(Continued)
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e) Where the student data or teacher or principal wédtde stored, described in a manner as
to protect data security, and the security protections taken to ensure the data will be protected
and data privacy and security risks mitigated; and

f)  Address how the data will be protected using encryption wiiteotion and at rest.

The District will publish on its website the supplement to the Bill of Rights (i.e., the supplemental
information described above) for any contract or other written agreement it has entered into with a third
party contractor that will receive PII from the District. The Bill of Rights and supplemental information
may be redacted to the extent necessary to safeguard the privacy and/or security of tHe @asérict
and/or technology infrastructure.

Right of Parentsand Eligible Students to Inspect and Review StuderitEducation Records

Consistent with the obligations of the District under FERPA, parents and eligible students have
the right to inspect and review a studemiducation record by making a requestatliyeto the District
in a manner prescribed by the District.

The District will ensure that only authorized individuals are able to inspect and review student
data. To that end, the District will take steps to verify the identity of parents or eligidlenss who
submit requests to inspect and review an education record and verify the inthadttabrity to do so.

Requests by a parent or eligible student for access to a ssustintation records must be directed
to the District and not to a thiplarty contractor. The District may require that requests to inspect and
review education records be made in writing.

The District will notify parents annually of their right to request to inspect and review thels child
education record including anyusient data stored or maintained by the District through its annual
FERPA notice. A notice separate from the Dissiannual FERPA notice is not required.

The District will comply with a request for access to records within a reasonable period, but not
more than 45 calendar days after receipt of a request.

The District may provide the records to a parent or eligible student electronically, if the parent
consents. The District must transmit the Pl in a way that complies with laws and regulatiomnsaisfe
associated with industry standards and best practices, including but not limited to encryption and
password protection, must be in place when education records requested by a parent or eligible studen
are electronically transmitted.

(Continued)
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Complaints of Breach or Unauthorized Release of Student Data and/or Teacher or Principal Data

The District will inform parents, through its Parémsl of Rights for Data Privacy and Security,
that they have the right to submit complaints about pleskieaches of student data to the Chief Privacy
Officer at NYSED. In addition, the District has established the following procedures for parents, eligible
students, teachers, principals, and other District staff to file complaints with the Districbedsmiies
or unauthorized releases of student data and/or teacher or principal data:

a) All complaints must be submitted to the DistedData Protection Officer in writing.

b)  Upon receipt of a complaint, the District will promptly acknowledge recéifite complaint,
commence an investigation, and take the necessary precautions to protect PII.

c) Following the investigation of a submitted complaint, the District will provide the individual
who filed the complaint with its findings. This will be corafgd within a reasonable period
of time, but no more than 60 calendar days from the receipt of the complaint by the District.

d) If the District requires additional time, or where the response may compromise security or
impede a law enforcement investigat, the District will provide the individual who filed
the complaint with a written explanation that includes the approximate date when the District
anticipates that it will respond to the complaint.

These procedures will be disseminated to parengsblgistudents, teachers, principals, and other
District staff.

The District will maintain a record of all complaints of breaches or unauthorized releases of student
data and their disposition in accordance with applicable data retgofliores.

Repating a Breach or Unauthorized Release

The District will report every discovery or report of a breach or unauthorized release of student
data or teacher or principal data within the District to the Chief Privacy Officer without unreasonable
delay, but nanore than ten calendar days after the discovery.

Each thirdparty contractor that receives student data or teacher or principal data pursuant to a
contract or other written agreement entered into with the District will be required to promptly notify the
District of any breach of security resulting in an unauthorized release of the data by tpeartyird
contractor or its assignees in violation of applicable laws and regulations, the 'BallesftRights for
Student Data Privacy and Security, Distpeticy, and/or binding contractual obligations relating to
data privacy and security, in the most expedient way possible and without unreasonable delay, but no
more than seven calendar days after the discovery of the breach.

(Continued)
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In the event of notification from a thiplarty contractor, the District will in turn notify the Chief
Privacy Officer of the breach or unauthorized release of student data or teacher or principal data no more
than ten calendar days after it receives the 4bandy contractds notification using a form or format
prescribed by NYSED.

Investigation of Reports of Breach or Unauthorized Release by the Chief Privacy Officer

The Chief Privacy Officer is required to investigate reports of breaches or unauthorized releases
of student data or teacher or principal data by thady contractors. As part of amvestigation, the
Chief Privacy Officer may require that the parties submit documentation, provide testimony, and may
visit, examine, and/or inspect the thpdrty contractds facilities and records.

Upon the belief that a breach or unauthorized sele@onstitutes criminal conduct, the Chief
Privacy Officer is required to report the breach and unauthorized release to law enforcement in the most
expedient way possible and without unreasonable delay.

Third-party contractors are required to cooperaté te District and law enforcement to protect
the integrity of investigations into the breach or unauthorized release of PII.

Upon conclusion of an investigation, if the Chief Privacy Officer determines that gptrind
contractor has through its amts or omissions caused student data or teacher or principal data to be
breached or released to any person or entity not authorized by law to receive this data in violation of
applicable laws and regulations, District policy, and/or any binding conttastligations, the Chief
Privacy Officer is required to notify the thizhrty contractor of the finding and give the thpalrty
contractor no more than 30 days to submit a written response.

If after reviewing the thirgbarty contractds written respose, the Chief Privacy Officer
determines the incident to be a violation of Education Law Sectohrtt®e Chief Privacy Officer will
be authorized to:

a) Order the thirgparty contractor be precluded from accessing PIl from the affected
educational agey for a fixed period of up to five years;

b) Order that a thirgbarty contractor or assignee who knowingly or recklessly allowed for the
breach or unauthorized release of student data or teacher or principal data be precluded from
accessing student @abr teacher or principal data from any educational agency in the state
for a fixed period of up to five years;

c) Order that a thirgbarty contractor who knowingly or recklessly allowed for the breach or
unauthorized release of student data or teaohesrincipal data will not be deemed a
responsible bidder or offeror on any contract with an educational agency that involves the

(Continued)
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sharing of student data or teacher or principal data, as applicable for purposes of General
Municipal Law Section 103 or State Finance Law Section 163(10)(c), as applicable, for a
fixed period of up to five years; and/or

d) Require the thirgpbarty contractor to provide additional training governing confidentiality of
student data and/or teacher or principal data to all its officers and employees with reasonable
access to this data andttfy that the training has been performed at the contraagpense.

This additional training is required to be performed immediately and include a review of
laws, rules, and regulations, including Education Law Sectidnad its implementing
regulatons.

If the Chief Privacy Officer determines that the breach or unauthorized release of student data or
teacher or principal data on the part of the tpiadty contractor or assignee was inadvertent and done
without intent, knowledge, recklessness, oysg negligence, the Chief Privacy Officer may make a
recommendation to the Commissioner that no penalty be issued to theatiydontractor.

The Commissioner would then make a final determination as to whether the breach or
unauthorizedrelease was inadvertent and done without intent, knowledge, recklessness or gross
negligence and whether or not a penalty should be issued.

Notification of a Breach or Unauthorized Release

The District will notify affected parents, eligible studenégahers, and/or principals in the most
expedient way possible and without unreasonable delay, but no more than 60 calendar days after the
discovery of a breach or unauthorized release of PIl by the District or the receipt of a notification of a
breach or oauthorized release of PIl from a thjpdrty contractor unless that notification would
interfere with an ongoing investigation by law enforcement or cause further disclosure of Pl by
disclosing an unfixed security vulnerability. Where notification iswgedl under these circumstances,
the District will notify parents, eligible students, teachers, and/or principals within seven calendar days
after the security vulnerability has been remedied or the risk of interference with the law enforcement
investigation ends.

Notifications will be clear, concise, use language that is plain and easy to understand, and to the
extent available, include:

a) A brief description of the breach or unauthorized release, the dates of the incident and the
date of discovery, iknown;

b) A description of the types of Pl affected,;
c) An estimate of the number of records affected;

(Continued)
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d) A brief description of the Distri investigation or plan to investigate; and

e) Contact information for representatives who can assist parents or eligible students that have
additional questions.

Notification will be directly provided to the affected parent, eligible student, teacher, or principal
by first-class mail to their last known address, by email, or by telephone.

Where a breach or unauthorized release is attributed to aptmiylcontractor, the thirgbarty
contractor is required to pay for or promptly reimburse the District for the full cost of this notification.

Annual Data Privacy and Security Training

The District will annually provide data privacy and security awarenassrtg to its officers and
staff with access to PII. This training will include, but not be limited to, training on the applicable laws
and regulations that protect PIl and how staff can comply with these laws and regulations. The District
may deliver thidraining using online training tools. Additionally, this training may be included as part
of the training that the District already offers to its workforce.

Notification of Policy

The District will publish this policy on its website and provide noticie policy to all its officers
and staff.

Education Law § 21
8 NYCRR Part 121

Adopted: 6/18/20
Revised: 10/22/20
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The District considers the safety of its students and staff to be of the utmost importance and is
keenly aware of the evolving nature of threats to schools. As such, it will address those threats
accordingly through appropriate emergency response plantadistrictwide school safety plan and
the buildinglevel emergency response plan(s) will be designed to prevent or minimize the effects of
violent incidents and emergencies and to facilitate the coordination of schools and the District with local
and ounty resources in the event of these incidents or emergencies. These plans will be reviewed and
updated by the appropriate team on at least an annual basis and adopted by the Board by September
of each school year.

The Board will make the Distristide school safety plan available for public comment at least 30
days prior to its adoption. The Distraide school safety plan may only be adopted by the Board after
at least one public hearing that provides for the participation of school personndk,Etelents, and
any other interested parties. The Distigtle school safety plan and any amendments must be
submitted to the Commissioner, in a manner prescribed by the Commissioner, within 30 days of
adoption, but no later than October 1 of each sicyear.

Building-level emergency response plan(s) and any amendments must be submitted to the
appropriate local law enforcement agency and the state police within 30 days of adoption, but no later
than October 1 of each school year. Buildiegel emergacy response plan(s) will be kept confidential
and are not subject to disclosure under the Freedom of Information Law (FOIL) or any other provision
of law.

District-Wide School Safety Plan

District-wide school safety plan means a comprehensive, 4madéird school safety plan that
covers all school buildings of the District, addresses crisis intervention, emergency response and
management at the District level, and has the contents as prescribed in Education Law and
Commissionés regulations.

The Distict-wide school safety plawill be developed by the Distrigtide school safety team
appointed by the Board. The Distrwide school safety tearwill include, but not be limited to,
representatives of the Board, teacher, administrator, and parenizatgars, school safety personnel,
and other school personnel including bus drivers and monitors.

The Districtwide school safety plan will include, but not be limited to:

a) Policies and procedures for responding to implied or direct threats of aéobgnstudents,
teachers, other school personnel including bus drivers and monitors, and visitors to the
school, including threats by students against themselves, which includes suicide;

b) Policies and procedures for responding to acts of violenceibgrdis, teachers, other school
personnel including bus drivers and monitors, and visitors to the school, including
consideration of zertolerance policies for school violence;

(Continued)



2021 5681
20f4

Non-Instructional/Business
Operations

SUBJECT: SCHOOL SAFETY PLANS (Cont'd.)

c)

d)

9)
h)

)

K)

Appropriate prevention and ervention strategies, such as:

1. Collaborative arrangements with state and local law enforcement officials, designed to
ensure that school safety officers and other security personnel are adequately trained,
including being trained tde-escalate potentially violent situations, and are effectively
and fairly recruited;

2. Nonviolent conflict resolution training programs;
3. Peer mediation programs and youth courts; and
4. Extended day and other school safety programs;

Policies ad procedures for contacting appropriate law enforcement officials in the event of
a violent incident;

A description of the arrangements for obtaining assistance during emergencies from
emergency services organizations and local governmental agencies;

Procedures for obtaining advice and assistance from local government officials, including
the county or city officials responsible for implementation of Executive Law Artide 2
State and Local Natural and Mdade Disaster Preparedness;

The idenification of District resources which may be available for use during an emergency;

A description of procedures to coordinate the use of District resources and manpower during
emergencies, including identification of the officials authorized to magisidas and of the
staff members assigned to provide assistance during emergencies;

Policies and procedures for contacting parents, guardians, or persons in parental relation to
District students in the event of a violent incident or an early dismissal

Policies and procedures for contacting parents, guardians, or persons in parental relation to
an individual District student in the event of an implied or direct threat of violence by the
student against themselves, which includes suicide;

Policies and procedures relating to school building security, including, where appropriate:

the use of school safety officers, school security officers, and/or school resource officers;
and security devices or procedures;

(Continued)
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)

P)

Q)

Policies and procedures for the dissemination of informative materials regarding the early
detection of potentially violeriehaviors, including, but not limited to, the identification of
family, community, and environmental factors to teachers, administrators, school personnel
including bus drivers and monitors, parents and other persons in parental relation to students
of the District or Board, students, and other persons deemed appropriate to receive the
information;

Policies and procedures for annual mbbizard school safety training for staff and students,
provided that the District must certify to the Commissionet #il staff have undergone
annual training by September 15 on the buildagel emergency response plan which must
include components on violence prevention and mental health, provided further that new
employees hired after the start of the school yelreeeive training within 30 days of hire

or as part of the Distrigt existing new hire training program, whichever is sooner;

Procedures for the review and conduct of drills and other exercises to test components of the
emergency response plan,luaing the use of tabletop exercises, in coordination with local
and county emergency responders and preparedness officials;

The identification of appropriate responses to emergencies, including protocols for
responding to bomb threats, hostagkings intrusions, and kidnappings;

Strategies for improving communication among students and between students and staff and
reporting of potentially violent incidents, such as the establishment of-yaughrograms,

peer mediation, conflict resolution,eating a forum or designating a mentor for students
concerned with bullying or violence, and establishing anonymous reporting mechanisms for
school violence;

A description of the duties of hall monitors and any other school safety personnel, thg traini
required of all personnel acting in a school security capacity, and the hiring and screening
process for all personnel acting in a school security capacity;

A system for informing all educational agencies within the District of a disaster;

The cesignation of the Superintendent or designee, as the District Chief Emergency Officer
whose duties will include, but not be limited to:

1. Coordinating the communication between school staff, law enforcement, and other first
responders;

2. Leading theefforts of the Districwide school safety team in the completion and yearly
update of the Distrietvide school safety plan and the coordination of the Distvide
school safety plan with the buildidgvel emergency response plan(s);

(Continued)
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3.  Ensuring staff understanding of the Distwatde school safety plan;

4.  Ensuring the completion and yearly updateuwfding-level emergency response plans
for each school building;

5. Assisting in the selection of security related technology and development of procedures
for the use of the technology;

6. Coordinating appropriate safety, security, and emergency rigaiimr District and
school staff, including required training in the emergency response plan;

7. Ensuring the conduct of required evacuation and-tbmkn drills in all District
buildings as required by law; and

8. Ensuring the completion and yearly upelaf buildinglevel emergency response
plan(s) by the dates designated by the Commissioner; and

t) Protocols for responding to a declared state disaster emergency involving a communicable
disease that are substantially consistent with the provisiorasborlLaw Section 2¢.

Building-Level Emergency Response Plan

Building-level emergency response plan means a buisjpggific school emergency response
plan that addresses crisis intervention, emergency response and management at the building level anc
has the contents as prescribed in Education Law and Commissi@gerations. As part of this plan,
the District will define the chain of command in a manner consistent with the National Incident
Management System (NIMS)/Incident Command System (ICS).

Building-level emergency response plani)l be developed by the buildidgvel emergency
response team. The buildibgyvel emergency response team is a buildipgcific team appointed by
the building principal, in accordance with regulations or guidelines prescribed by the Board. The
building-levd emergency response teamil include, but not be limited to, representatives of teacher,
administrator, and parent organizations, school safety personnel and other school personnel including
bus drivers and monitors, community members, local law enfawceofficials, local ambulance, fire
officials, or other emergency response agencies, and any other representatives the Board deem:
appropriate.

Classroom door vision panels will not be covered except as outlined in the bigdahg
emergency respongdan.

Education Law § 28GA

Labor Law § 27c

8 NYCRR § 155.17

Adopted: 6/21/07

Revised: 5/16/17; 6/4/20; 6/3/21
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The School District shall provide and maintain-site in eachinstructional school facility
functional cardiac automated external defibrillator (AED) equipment as defined in Public Health Law
Section 300-b for use during emergencies. Each such facility shall have sufficient automated external
defibrillator equipment available to ensure ready and appropriate access for use during emergencies in
guantities and types as deemed by the Commissioner of Ewmlycati consultation with the
Commissioner of Health. Determination of the quantity and placement of AEDs must be made with
consideration of at least the factors enumerated in Commissimegrlations An instructional school
facility means a building asther facility maintained by the School District where instruction is provided
to students pursuant to its curriculum.

Whenever annstructional School District facilityis used for a scho@ponsored or school
approved curricular or extracurricular evesr activity and whenever achootsponsored athletic
contesis held atanylocation, the public school officials and administrators responsible for such school
facility or athletic contest shall ensure that AED equipment is providesit@and that thre is present
during such event, activity or contest at least one staff person who is trained in accordance with Public
Health Law in the operation and use of an AEBhoolsponsored or scho@pproved curricular or
extracurricular events or activities rmes events or activities of the School District that are,
respectively, associated with its instructional curriculum or otherwise offered to its students. A school
sponsored athletic contest means an extraclass intramural athletic activity of instryectotice and
competition for students in grades 4 through 12 consistent with Commissioner's Regulations Section
135.4.

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

School District facilites and District staff responsible for carrying out the duties enumerated in
Education Law Section 917 are deemed a "public access defibrillation provider" as defined pursuant to
Public Health Law Section 30d®and subject to the Public Health Law requieats and limitations.

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

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

The District shall post a sign or notice at the main entrance to the facility or building imtivlic
AED unit(s) is stored, indicating the exact location where the unit(s) is stored or maintained on a regular
basis.

Pursuant to Public Health Law Sections 3@0&nd 3006, the School District (as a public access
defibrillation provider), or any eployee or other agent of the School District who, in accordance with
the provisions of law, voluntarily and without expectation of monetary compensation renders emergency
medical or first aid treatment using an AED to a person who is unconscious, jliredirshall not be
liable for damages for injury or death unless caused by gross negligence.

Education Lawg 917
Public Health Lawg8 300Ga and 300
8 NYCRR8§§135.4 and 136.4

Adopted: 6/21/07
Revised: 12/3/09
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EMERGENCY DRILLS

Fire and Emergency Dirills

The administration of each school building will instruct and train students on appropriate
emergency responses, through fire and emergency drills, in the event of a sudden emergency.

Fire and emergency drills will be held at least 12 times in each sgeagleight of these will be
completed by December 31. Eight of all drills will be evacuation drills, four will be through use of the
fire escapes on buildings where fire escapes are provided or identified secondary exits. The other four
drills will be lock-down drills. Drills will be conducted at different times of the school day. Students
will also be instructed in the procedures to be followed in the event that a fire occurs during the regular
school lunch period or assembly, however, this additiorstuntion may be waived if a drill is held
during the regular lunch period or assembly.

Summer School

At least two additional drills will be held during summer school in buildings where summer school
is held, and one of these drills will be held durihg first week of summer school.

After-School Programs, Events, or Performances

The building principal or designee will require those in charge of-afienol programs, events,
or performances attended by any individuals unfamiliar with that schodlifgilto announce at the
beginning of these programs the procedures to be followed in the event of an emergency.

Bomb Threats

School Bomb Threats

A bomb threat, even if later determined to be a hoax, is a criminal act. No bomb threat should be
treated as a hoax when it is first received. Upon receiving any bomb threat, the school has an obligation
and responsibility to ensure the safety and protection of the students and other occupants of the school
This obligation takes precedence over adeéor a suspect object. Prudent action is dependent upon
known information about the bomb thrdatation, if any; time of detonation; etc. Specific procedures
as to appropriate responses as a result of a bomb threat can be located in thel&évdidenergency
response plan, as required by relevant law and regulation.

(Continued)
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Police Notification and Investigation

Appropriate law enforcement agencies must be notified by the building administrator or designee
of any bomb threat as soonm@sssible after receiving the threat. Law enforcement officials will contact,
as the situation requires, fire and/or county emergency coordinators according to the county emergency
plan.

Implementation

The Superintendent or designee will develop wriftescedures to implement the terms of this
policy. Additionally, these procedures will be incorporated in the Distnde school safety plan and
the buildinglevel emergency response plan, with provisions to provide written information to all staff
and stidents regarding emergency procedures by October 1 of each school year, an annual drill to test
the emergency response procedures under each of its bddgeigemergency response plans; and the
annual review of the Distriatide and buildingevel emergncy response plans, along with updates as
necessary, by September 1, as mandated by law or regulation.

Bus Emergency Drills

The administration will conduct a minimum of three emergency drills to be held on each school
bus during the school year. Thesfidrill will be conducted during the first seven days of school, the
second drill between November 1 and December 31, and the third drill between March 1 and April 30.
No drills will be conducted when buses are on routes.

Students who ordinarily walk szhool will also be included in the drills. Students attending public
and nonpublic schools who do not participate in regularly scheduled drills will also be provided drills
on school buses, or as an alternative, will be provided classroom instructeEnngothe content of
these drills.

Each drill will include practice and instruction in the location, use, and operation of the emergency
door, fire extinguishers, firsdid equipment, and windows as a means of escape in the event of fire or
accident. Sinarly, students will be instructed on all topics mandated by relevant sections of the
Education Law and Commissioner's regulations, including, but not limited to, the following:

a) Safe boarding and exiting procedures with specific emphasis on whéoarnd approach,
board, disembark, and move away from the bus after disembarking;

b) Advancing at least ten feet in front of the bus before crossing the highway after
disembarking; and

c) Orderly conduct as bus passengers.

(Continued)
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Instruction on Use of Seat Belts

When students are transported on school begapped with seat safety belts, the District will
ensure that all students who are transported on any school bus owned, leased, or contracted for by the
District will receive instruction on the use of seat safety belts. This instruction will be provigedta
three times each year to both public and nonpublic school students who are so transported and will
include, but not be limited to:

a)
b)
c)
d)

Proper fastening and release of seat safety belts;
Acceptable placement of seat safety belts on students;
Times at which the seat safety belts should be fastened and released; and

Acceptable placement of the seat safety belts when not in use.

Education Law §8 807, 28ed and 3623
Penal Law 88 240.55, 240.60 and 240.62
8 NYCRR 88 155.17156.3(f), 156.3(g), and 156.3(h)(2)

NOTE:

Refer also to Policy #5681 School Safety Plans

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13; 5/16/17
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SUBJECT: USE OF SURVEILLANCE CAMERAS IN THE DISTRICT AND ON SCHOOL
BUSES

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

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

Disciplinary Proceedings

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

Signage/Notificaton

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

Maintenance of VideoRecordings

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

In addition, to the extent that any video images create student or personnel records, the District
will comply with all applicable state and federal laws related to recoedtren, record maintenance,
and record disclosure, including the Family Educational Rights and Privacy Act ("FERPA").

Adopted: 6/2/16
Revised: 4/16/19
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SUBJECT: EXPOSURE CONTROL PROGRAM

The District shall establish an exposure control program designed to prevent and control exposure
to bloodborne pathogenéccording to the New York State Department of Lab@ivision of Safety
and Health an@®ccupational Safety and Health Administrati@SHA) standards, the program shall
consist of:

a) Guidelines for maintaining a safe, healthy sdr@movironment to be followed by staff and
students alike.

b)  Written standard operating procedures for blood/body fluid elgan

c) Appropriate staff education/training.

d) Evaluation of training objectives.

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

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

g) Written procedures for the disposal of medical waste.

h)  Provision of protective materials and equipment for all employees who perforrelgibd
tasks involving exposure or potential exposure to blood, body fluids or tissues.

29CFR§1910.1030

Adopted: 6/21/07
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SUBJECT: COMMUNICABLE DISEASES

Regulations and procedures will ieveloped for dealing with communicable diseases (including,
but not limited to pandemic flu) in ways that protect the health of both students and staff while
minimizing the disruption of the education process.

Adopted: 6/21/07
Revised: 12/3/09
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SUBJECT: HUMAN IMMUNODEFICIENCY VIRUS (HIV) RELATED ILLNESSES

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

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

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

Confidentiality Public Health Law, Article 2F

Adopted: 6/21/07
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SUBJECT: TRANSPORTATION PROGRAM

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

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

The Board of Education recognizes and assumes the s#siion for all aspects of the

transportation of children wherein the health and safety of students are involved, for the Board of
Education has a legal obligation to safeguard the welfare efiding children.

Education Law88 3602(7) and 3635 et seq.

NOTE: Refer also to Policy #7131 Education ofStudents in Temporary Housing

Adopted: 6/21/07
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SUBJECT: SCHEDULING AND ROUTING

Bus routes are authorized by the Board of Education and any requests for a change must be
submitted to the Superintendent or his/her designee

Transportation services shall be provided to meet the needs of the studentisfritiewithin
specified limits and areas established by the Board of Education

Education Lan8§ 36203628 and 36353636

Adopted: 6/21/07
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SUBJECT: TRANSPORTATION OF STUDENTS
Requests for Transportation to and from Nonpublic Schools

The parent or person in parental relation of a parochial or private school child residing in the
District who desiresis or herchild to be transported to a parochial, private charteschool within or
outside the District during the next school yeanstsubmit a written request to the Board no later than
April 1 of the preceding year, or within 30 days of movintp ithe District.The District will publish
the April 1 date in its school calendar and/or local newspaper as a reminder to parents of this deadline.
Late requestwill not be denied where a reasonable explanation is provided for the delay.

Transportation to Nonpublic Schools on Holidays

The District will share its calendar and start and dismissal times with nonpublic schools before the
start of the school year. The District is not required to provide transportation to nonpublic schools on
days orwhich the District's schools are not in session

Transportation for Nonpublic School Students with Disabilities who are Parentally Placed

For students with disabilities (ages 5 through 21) who are parentally placed in nonpublic schools
outside their diict of residency, if special education services are to be provided to a student at a site
other than the nonpublic schotdtge school district of locatiors responsible for providing the special
education services, including, as applicable, arranging and providing transportation necessary for the
student to receive special education services. The proportionate share of IDEA Part B dollars could be
used forsuch purpose.

Theschool district of residenaemains responsible to provide transportation to parentally placed
nonpublic school students from the student's home to the nonpublic school.

Transportation of Students with Disabilities

Students with debilities in the District shall be transported up to 50 miles (one way) from their
home to the appropriate special service or program, unless the Commissioner certifies that no
appropriate nonresidential special service or program is available withinlé&f ifine Commissioner
may then establish transportation arrangements.

Student Information

Any mode of transportation used on a regular basis to transport students with a disability on a
regularly scheduled route shall, upon written consent of the pargetrson in parental relation, have
maintained on such mode of transportation the following information about each student being
transported:

a) Student's name;

(Continued)
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b) Nature of thestudent's disability;

c) Name of the student's parent, guardian or person in a position of loco parentis (person in
parental relation) and one or more telephone numbers where such person can be reached in
an emergency; and/or

d) Name and telephone numbeafr any other person designated by such parent, guardian or
person in a position of loco parentis as a person who can be contacted in an emergency.

Such information shall be used solely for the purpose of contacting such student's parent, guardian,
persm in a position of loco parentis, or designee in the event of an emergency involving the student,
shall be kept in a manner which retains the privacy of the student, and shall not be accessible to any
person other than the driver or a teacher acting uparsisory capacity. In the event that the driver or
teacher is incapacitated, such information may be accessed by any emergency service provider for suct
purpose.

Such information shall be updated as needed, but at least once each school year &ed shall
destroyed if parental consent is revoked, the student no longer attends such school, or the disability no
longer exists.

Herein the term "disability” shall mean a physical or mental impairment that substantially limits
one or more of the major life taaties of the student, whether of a temporary or permanent nature.

Transportation of Non-Resident Students
Nonresident families must provide their own transportation.
Transportation to SchootSponsored Events

Where the District has providedansportation to students enrolled in the District to a sehool
sponsored field trip, extracurricular activity or any other similar event, it shall provide transportation
back to either the point of departure or to the appropriate school in the Disless thre parent or legal
guardian of a student participating in such event has provided the District with written notice, consistent
with District policy, authorizing an alternative form of return transportation for such student or unless
intervening circnstances make such transportation impractical. In cases where intervening
circumstances make transportation of a student back to the point of departure or to the appropriate schoo
in the District impractical, a representative of the School District sdrakin with the student until such
student's parent or legal guardian has been contacted and informed of the intervening circumstances
which make such transportation impractical; and the student has been delivered to his or her parent or
legal guardian.

(Continued)
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SUBJECT: TRANSPORTATION OF STUDENTS (Cont'd.)
Transportation in Personal Vehicles

Personal cars of teachers and staff shall not be useangport students except in the event of
extenuating circumstances and authorized by the Superintendent.

Education Law §§ 1604, 1709, 1804, 1903, 1950, 2503, 25542512, 3602, 3621(15),
3623a(2c), 3635, 4404, 4401(4), 4402, 4404, 440544106
Vehicle and Traffic Law 88 375(20)(1) and 375(21

NOTE: Refer also to Policy #7131 Education of Students in Temporary Housing

Adopted: 6/21/07
Revised: 12/3/09; 5/16/17; 4/16/19
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Non-Instructional/Business
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SUBJECT: USE OF BUSES BY COMMUNITY GROUPS

Upon formal application to and approval by the Board of Education buses may be rented to a
municipal corporation; to any senior citizen center recognizedwaratedl by the Office for the Aging;
to any notfor-profit organization serving those with disabilities; or, to anyfopfprofit organization
which provides recreational youth services or neighborhood recreation c8ntgdrsentals can be made
only for tmes when vehicles are not needed for student transport and must be made for a consideration
acceptable to the Board.

Education Lawg 1501-b

Adopted: 6/21/07
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SUBJECT: SCHOOL BUS SAFETY PROGRAM

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

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

Use of Cell Phones and Portabl&lectronic Devices Prohibited

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

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

The following terms are defined as:

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

b) "Using" shall mean holding a portable electronic device while viewing, taking or transmitting
images, playing games, or composing, sending, reading, viewing, accessing, browsing,
transmitting, saving or retri@vg email, text messages, or other electronic data.

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

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

All buses and other vehicles owned and operated by the School District will have frequent safety

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

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

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

EducationLaw § 3623
8 NYCRR§ 156.3
Vehicle and Traffic Lawg8509-a(7), 5091(1-b), 1174(b)and 1225

NOTE: Refer also to Policies #5683Fire and Emergencrills, Bomb Threatsand Bus
Emergency Drills
#5761-- Drug and Alcohol Testing for School BOsivers

Adopted: 6/21/07
Revised: 1/19/12; 1/22/15
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SUBJECT: IDLING SCHOOL BUSES ON SCHOOL GROUNDS

The Board of Education recognizes the need to promote the health and safety of District students
and staff and to protect the environment from harmful emissions found in bus and vehicle exhaust. In
accordance with Education Law and Commission&gailations, the District will minimize, to the
extent practicable, the idling of all school buses and other vehicles owned or leased by the District while
such bus or vehicle is parked or standing on school grounds or in the front of any school. This policy
also gplies to contractor owned and operated school buses under contract with the District.

The District shall ensure that each driver of a school bus or other vehicle owned, leased or
contracted for by the District turn off the engine of the bus or vehicie wiaiting for passengers to
load or off load on school grounds, or while such vehicle is parked or standing on school grounds or in
front of or adjacent to any school.
Exceptions

Unless otherwise required by State or local law, the idling of a scheabbvehicle engine may
be permitted to the extent necessary to achieve the following purposes:

a) For mechanical work; or

b) To maintain an appropriate temperature for passenger comfort; or

c) In emergency evacuations where necessary to operate wdiedfcs.
Private Vendor Transportation Contracts

All contracts for pupil transportation services between the School District and a private vendor
that are entered into on or after August 21, 2008, shall include a provision requiringesicin's

compliance with the provisions of reducing idling in accordance with Commissioner's Regulations
Section 156.3(h).

Education Law8 3637
Vehicle and Traffic Lavg 142
8 NYCRR§ 156.3(h)

Adopted: 1/6/11
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS

A person shall be qualified to operatbus only if such person:

a)

b)

c)

d)

9)

h)

Is at least 21 years of age;

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

Has passed the annual bus driver physical examination administered pursegulatons
of the Commissioner of Education and the Commissioner of Motor Vehicles. In no case shall
the interval between physical examinations excek8rmonth period,;

Is not disqualified to drive a motor vehicle under Sections&@8d 509cc and any other
provisions of Article 19A of the Vehicle and Traffic Law;

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

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

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

Has taken and passed a physical performance test at least once evgsatsvand/or
following an absence from service of 60 or more consecutive days from his/her scheduled
work duties;

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

Special Requirements For New Bus Drivers

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

a)

b)

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

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

(Continued)
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS (Cont'd.)
c) Investigate the person's employment record during the preceding three years;

d) Require such person to submit to the mandated fingerprinting procedures/criminal history
background check;

e) Request the Department of Motor Vehicles to initiate a driving record abstract check; and

f)  Require that newly hired bus drivers take and pass the physical performance test, as
mandated by Commissioner&gulationsbefore they transport students.

Occasional Drivers

Under Commissionertgegulationsan occasional driver is defined as a certified teacher employed
by a school district or Board of Cooperative Educational Services (BOCES) who is not primarily
employed as a school bus driver or substitute driver on either a futime or paritime basis.
Occasional drivers used for other than regular routes are not required to fulfill the training required for
regular school bus drivers.

Sections 502, 509cc, and Article 19A of the Vehicle and Traffic Law
Education Lawg 3624

15 NYCRR Part 6

8 NYCRR§156.3

Omnibus Transportation Employee Testing Act of 1991 (Public Lawl¥@?
49 USC8521(b)

49 CFRParts 40, 382, 391, 392, and 395

NOTE: Refer also to Policy #5761 Drug and Alcohol Testinépr School Bus Drivers

Adopted: 6/21/07
Revised: 12/3/09
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS

In order to help prevent accidents and injuries resulting from the misuse of drugs and/or alcohol
by school bus drivers, the Board adopts this policy in compliance with federal and state law and
regulation.

The District has designated the following individual to answer driver questions about this policy
and related materials: Transportation Supervisor.

Drug and Alcohol Testing Program

School bus drivers are subject to drug and/or alcohol testing in a varigitgumstances. The
District will comply with all federal and state law and regulation regarding the implementation of a drug
and alcohol testing program for school bus drivers.

The District will either establish and manage its own drug and alcohatggstogram or by
contract have a consortium/thipdirty administrator manage all, or part of, its drug and alcohol testing
program for school bus drivers.

Under federal law and regulation, individuals who operate a Commercial Motor Vehicle (CMV)
designd to transport 16 or more occupants (including the driver) and are subject to commercial driver
license (CDL) requirements established by the United States Department of Transportation are safety
sensitive employees and are subject to the following andaigor alcohol testing:

a) Pre-employment drug testingwhich will be conducted after a conditional offer to hire has
been extended, but before the actual performance of saesgjtive functions for the first
time. This preemployment testing will alsbe required when employees transfer to a safety
sensitive position.

b) Random drug and/or alcohol testingwhich will be conducted on an unannounced basis.

c) Reasonable suspicion drug and/or alcohol testingvhich will be conducted when
reasonable suspon exists that a driver has engaged in prohibited use of drugs and/or
alcohol. The required observation for reasonable suspicion drug and/or alcohol testing must
be made by a supervisor or official who has been trained in accordance with federal law and
regulation.

d) Postaccident drug and/or alcohol testingwhich will be conducted as soon as practicable
following certain occurrences involving a CMV operating on a public road.

e) Return-to-duty drug and/or alcohol testingwhich will be conducted on a driver who has

engaged in prohibited drug and/or alcohol conduct before the driver returns to perform a
safetysensitive function.

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS (Cont 'd.)

f)  Follow-up drug and/or alcohol testingwhich will be conducted on a driver who has
engaged in prohibited drug and/or alcohol conduct and has returned to performing-a safety
sensitive function. This testing will be conducted on an unannounced basis in accordance
with a written followup testingplan developed by a substance abuse professional (SAP).

All procedures used to test for the presence of drugs and/or alcohol will conform to the
requirements outlined in federal law and regulation for protecting the driver and the integrity of the
testng process, safeguarding the validity of the test results, and ensuring that all test results are attributed
to the correct driver.

Under New York State law and regulation, all school bus drivers are subjectémplayment
and random drug and alcdhesting in accordance with the provisions and requirements of federal
regulations, regardless of CDL endorsement. Every school bus driver will be included in the random
testing pool and must submit to testing when selected.

Prohibitions and Consequencegor School Bus Drivers
Under federal law and regulation, individuals who operate a CMV designed to transport 16 or
more occupants (including the driver) and are subject to CDL requirements established by the United
States Department of Transportatioa prohibited from:
a) Reporting for duty or remaining on duty to perform safmpsitive functions while having
an alcohol concentration of 0.04 or greater. If testing shows an alcohol concentration of 0.02
or greater but less than 0.04, the employed treieemoved from performing safesgnsitive
functions for not less than 24 hours, but no punitive action will be taken by the employer;
b)  Using alcohol while performing safegensitive functions;
c) Performing safetygensitive functions within four hours after using alcohol;
d) When required to take a pemtcident alcohol test, using alcohol within eight hours
following the accident or prior to undergoing a pastident alcohol test, whichever cesn
first;

e) Refusing to submit to a drug or alcohol test required by-aostient, random, reasonable
suspicion, returto-duty, or followup testing requirements;

f)  Refusing to submit to a pmployment drug test;

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS (Cont 'd.)

g) Reporting for duty or remaining on duty, requiring the performance of ssdetsitive
functions, when the driver uses any drugs, as defined by federal law and regulation. This
prohibition does not apply when the use is pursuant to the instructions of a licensed medical
practitioner who is familiar with the drivermedical history and hashased the driver that
the substance will not adversely affect the dtevability to safely operate a CMV; or

h)  Reporting for duty, remaining on duty, or performing a sasetysitive function, if the driver
tests positive for drugs.

Additionally, urder New York State law, all school bus drivers are prohibited from:

a) Consuming a drug or intoxicating liquor, regardless of its alcoholic content, or be under the
influence of a drug or intoxicating liquor, within eight hours before going on duty or
opeating, or having physical control of a bus;

b) Consuming a drug or intoxicating liquor, regardless of its alcoholic content while on duty,
or operating, or in physical control of a bus; or

c) Possessing a drug or intoxicating liquor, regardless otathalic content while on duty,
operating or in physical control of a bus. However, this paragraph does not apply to the
possession of a drug or intoxicating liquor which is transported as part of a shipment or
personal effects of a passenger or to aldolm@verages which are in sealed containers.

It is the employés responsibility to ensure that no school bus driver:

a) Violates any of the above listed provisions of New York State law; or

b) Be on duty or operate a school bus if, by a péssganeal appearance or by a person

conduct or by other substantiating evidence, a person appears to have consumed a drug or
intoxicating liquor within the preceding eight hours.

Any violation of this policy, District procedures, and/or applicable federal and state law and
regulation by a school bus driver will be grounds for disciplinary action and penalties including, but not
limited to, fines, suspension, and/or discharge im@ance with théistrict's and/or the venddrer
contract bus companigmlicies collective bargaining agreements, and applicable law.

Drivers who are found to have engaged in prohibited conduct under federal law and regulation
will be removed immeditely from safetysensitive functions and will not be allowed to return to
perform safetysensitive functions until they:

a) Are evaluated by a SAP;

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS (Cont'd.)
b) Complete any requirements for rehabilitation as set by the employer and the SAP; and

c) Pass areturto-duty test with the result below 0.G2he conduct involved alcohol, or a drug
test with a verified negative result if the conduct involved drug use.

The Drug and Alcohol Clearinghouse

The Drug and Alcohol Clearinghous&{earinghous® is a secure online database that provides
reattime information about CDL and commercial leais@ermit holdés drug and alcohol program
violations. The District will comply with all federal law and regulation regarding the Clearinghouse.

In accordance with 49 CFR Part 382, the following personal information will be collected,
maintained, and reported to the Clearinghouse:

a) A verified positive, adulterated, or substituted drug test result;
b) An alcohol confirmation test with a con¢eation of 0.04 or higher;
c) Arefusal to submit to any required test;
d) An employels report of actual knowledge of:
1. On duty alcohol use;
2. Preduty alcohol use;
3. Alcohol use following an accident; and
4. Drug use
e) A SAPSs report of the successful completion of the retorduty process;
f) A negative returrio-duty test; and
g) An employels report of completion of followp testing.
Employee Notification
The Superintendent or designee will ensure that each sblusodriver receives a copy of
educational materials that explain the requirements of drug and alcohol testing law and regthtion
any policies, regulations, and/or procedures developed by the District with respect to meeting those

requirements. The Superintendent or designee will ensure that a copy of these materials is distributed to

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS (Cont'd.)

each school bus driver, who will sign for receipt of all of the above documents, as well as other
appropriate personnel, prior to the start of any drug and/or alcohol testing as well as at the beginning of
each school year or at the @rof hire for any school bus driver. Representatives of applicable collective
bargaining units will be notified of the availability of this information.

The Superintendent or designee will further ensure that each school bus driver receives educational
materials concerning: the effects of drug and alcohol use on an indisilgalth, work, and personal
life; signs and symptoms of a drug or alcohol problem (the dsivera ceworkers); and available
methods of intervening when a drug or alcohol pFobis suspected, including confrontation, referral
to any employee assistance program, and/or referral to management.

The Superintendent or designee will arrange for training of all supervisors who may be utilized to
determine whether reasonable suspicxists to test a driver for prohibited conduct involving drugs
and/or alcohol.

Records Management and Retention

Employee records relating to drug and/or alcohol testing, as well as to substance abuse and/or
alcohol prevention programs, will Imeaintained in accordance with law and regulation. All employee
drug and/or alcohol testing will be kept confidential and will only be revealed as required or authorized
by law or regulation.

49 USC8831136 and 31306
49 CFR Parts 40, 382, and 383
Vehicle and Traffic Law 8§ 142, 56§, 509l

Adopted: 6/21/07
Revised: 12/3/09; 3/21/19; 4/20/21
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SUBJECT: CODE OF ETHICS FOR BOARD MEMBERS AND ALL DISTRICT
PERSONNEL

General Provisions

Officers and employees of the Alden Central School District hold their positions to serve and
benefit the public, and not to obtain unwarranted personal or private gain in the exercise of their official
powers and duties. The Board of Education recogtinsgsin furtherance of this fundamental principle,
there is a need for clear and reasonable standards of ethical conduct. This policy establishes those
standards.

The provisions of this policy are intended to supplement Article 18 of General Muriepal
Sections and any other law relating to ethical conduct of District officers and employees, and should not
be construed to conflict with those authorities.

Standards of Conduct

The following rules and standards of conduct apply to all officers,dim@uBoard members, and
employees of the Alden Central School District.

Gifts

No person may directly or indirectly solicit, accept, or receive any gift having a value of $75 or
more under circumstances in which it could reasonably be inferred tlugit tvas intended or expected
to influence the individual in the performancehas orher official duties or was intended as a reward
for any official action on the part of the individual. This prohibition applies to any gift, including money,
services,dan, travel, entertainment, hospitality, thing or promise, or any other form.

Confidential Information

No person may disclose confidential information acquireditwyor her in the course dfis orher
official duties or use this information to furtht@s orher personal interests.

Conflicts of Interest

Except as permitted by law, no person may have an interest in any contract with the District when
he orshe, individually, or as a member of the Board, has the power or duty to: negotiate, prepare,
authorize, or approve the contract or authorize or approve payment under the contract; audit bills or
claims under the contract; or appoint an officer or em@ayleo has any of these powers or duties.

Likewise, unless permitted by law, no chief fiscal officer, treasurehisror her deputy or

employee, may have an interest in a bank or trust company designated as a depository, paying agent
registration agent, or for investment of funds of the District.

(Continued)
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SUBJECT: CODE OF ETHICS FOR BOARD MEMBERS AND ALL DISTRICT
PERSONNEL (Cont'd.)

No employee, officer, or agent will participateselecting, awarding, or administering a contract
supported by a federal award if he or she has a real or apparent conflict of interest. These conflicts could
arise when the employee, officer, or agent, any member of his or her immediate family, haoneey
or an organization that employs or is about to employ any of these parties has a financial or other interest
in or a tangible personal interest benefit from a firm considered for a contract. The employees, officers,
and agents must neither solicior accept gratuities, favors, or anything of monetary value from
contractors or parties to subcontracts. The District may, however, set standards for situations where the
financial interest is not substantial or the gift is an unsolicited item of noxrahad.

"Interest," as used in this policy, means a direct or indirect pecuniary or material benefit accruing
to a District officer or employee as the result of a contract with the District. A District officer or
employee will be considered to have arast in the contract ohis orher spouse, minor children and
dependents, except a contract of employment with the District; a firm, partnership or association of
which he orshe is a member or employee; a corporation of whetorhe is an officer, ector or
employee; and a corporation any stock of which is owned or controlled directly or indirebily oy
her.

The provisions of the preceding three paragraphs should not be construed to preclude the payment
of lawful compensation and necessarpenses of any District officer or employee in one or more
positions of public employment, the holding of which is not prohibited by law.

Representing Others in Matters Before the District

No person may receive, or enter into any agreement, expresgploed, for compensation for
services rendered in relation to any matter before the District. Likewise, no one may receive, or enter
into any agreement, express or implied, for compensation for services rendered in relation to any matter
before the Distrit; where the individual's compensation is contingent upon any action by the District
with respect to the matter.

Disclosure of Interest in Contracts and Resolutions

Any District officer or employee who has, will have, or later acquires an interestvitnase
spouse has, will have or later acquires an interest in any actual or proposed contract, purchase agreemen
lease agreement, or other agreement, including oral agreements, with the District must publicly disclose
the nature and extent of that intgrén writing. The disclosure must be made when the officer or
employee first acquires knowledge of the actual or prospective interest, and must be filed with the
person's immediate supervisor and the Board of Education. Any written disclosure will bpartaafe
and included in the official minutes of the relevant Board meeting.

(Continued)
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SUBJECT: CODE OF ETHICS FOR BOARD MEMBERS AND ALL DISTRICT
PERSONNEL (Cont'd.)

Investments in Conflict with Official Duties

No person may invest or hold any investment directly or indirectly in any financial, business,
commercial, or other private transactitinat creates a conflict withis or her official duties, or that
would otherwise impaihis orher independence of judgment in the exercise or performartas of
her official powers or duties.

Private Employment

No person may engage in, solicitgog@iate for, or promise to accept private employment or render
services for private interests when that employment or service creates a conflict with or impairs the
proper discharge dfis orher official duties.

Future Employment

No person may, aftéhe termination of service or employment with the District, appear before the
District in relation to any case, proceeding, or application in whelorshe personally participated
during the period dfis orher service or employment or which was under his or her active consideration.

Notice of Code of Ethics and General Municipal Law SectionsS8830

The Superintendent will ensure that a copy of this code of ethics is distributed to every District
officer and employee, and that a copy of General Municipal Law Section8(0800s posted
conspicuously in each District building. The failure to distrildbte code of ethics or to post General
Municipal Law Sections 86809 will have no effect on either the duty of District officers and employees
to comply with their provisions, or the ability of the District or other relevant authorities to enforce them.

Penalties
Any person who knowingly or intentionally violates any of the provisions of this policy may be

fined, suspended, removed from office or employment, or subject to additional or other penalties as
provided by law.

Education Law § 410
GeneraMunicipal Law Article 18 and §§ 806809

Adopted: 6/21/07
Revised: 4/3/14; 6/2/16; 5/16/17
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Personnel

SUBJECT: TESTING MISCONDUCT AND MANDATORY REPORTING
REQUIREMENTS

School District employees are expressly prohibited from: engaging in testing misconduct, as that
term is described in the regulations of the CommissionEdatation; assisting in the engagement of,
or soliciting another to engage in testing misconduct; and/or the knowing failure to report testing
misconduct. When committed by an employee of the School District in a position for which a teaching
or school leder certificate is required, such actions or inactions will be deemed to raise a reasonable
guestion of moral character under Part 83 of the Commissioner's regulations. A School District
employee in a position for which a teaching or school leader catéfis not required who commits an
unlawful act in respect to examination and records will be subject to disciplinary action by the Board of
Education in a manner consistent with New York State law and regulation, and any applicable
bargaining agreement.

School District employees will report to the State Education Department any known incident of
testing misconduct by a certified educator or any known conduct by-eemtifred individual involved
in the handling, administration or scoring of state assests in violation of New York State law. Such
report will be made in accordance with directions and procedures established by the Commissioner for
the purpose of maintaining the security and confidential integrity of State assessments.

The School Distct will not dismiss or take other disciplinary or adverse action against an
employee because he or she submitted a report regarding testing misconduct to the State Educatior
Department. Any such adverse action by an individual holding a teaching or ke certificate
will be deemed to raise a reasonable question of moral character under Part 83 of the Commissioner's
regulations and may be referred to the Office of School Personnel Review and Accountability at the
State Education Department.

8 NYCRR§102.4

Adopted: 3/5/15
Revised: 4/17/18
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SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY
Overview

The District is committed to creating amdaintaining an environment which is free from
discrimination and harassment. This policy addresses employment discrimination. It is just one
component of the Distrigt overall commitment to maintaining a discrimination and harassimesnt
educational andork environment.

Consistent with this commitment and in accordance with law and regulation, the District is an
equal opportunity employer that does not discriminate against any employee or applicant for
employment in its programs and activities on tlasi® of any legally protected class or category
including, but not limited toage race creed religion; color, national origin sexual orientatioyrgender
identity or expressignmilitary status sex disability; predisposing genetic characteristi€amilial
status marital statusstatus as a victim of domestic violeneegcriminal arrest or conviction recard

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

Inquiries about this policy may be directed to the Disgi€lvil Rights Compliance Officer(s)
(CRCO(s)).

Reporting Allegations of Employment Discrimination

Any person mayeport employment discrimination regardless of whether they are the alleged
victim or not. Reports of employment discrimination may be made orally or in writing to the District
CRCO or any other District employee including, but not limited to, a supemiduilding principal.

All District employees who witness or receive an oral or written report of employment
discrimination must immediately inform the CRCEailure to immediately inform the CRCO may
subject the employee to discipline up to and iditig 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 that capacity. If the Diatriobthdesignated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
gualifications is appointed to act as the CRCO.

Additionally, District employeemust comply with reporting requirements in any othetiegple
District policy or document. Applicable policies or documents may incledécy #3420-- Non
Discrimination and AntHarassment in the District

(Continued)
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SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY (Cont 'd.)
Grievance Process for Complaints of Employment Discrimination

The District will act to promptly, thoroughly, and equitably investigate all complaints, whether
oral or written, of employment discrimination and will prothy take appropriate action to protect
individuals from further discrimination.

Various District policies and documents address employment discrimination. These policies and
documents may include: Policy #342(Non-Discrimination and AntHarassmentn the District 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 othBrstrict staff to determine which District policies and/or documents
are applicable to the specific facts of the complaint.

If an investigation reveals that employment discrimination has occurred, the District will take
immediate corrective action as wamted. This action will be taken in accordance with applicable law
and regulation, as well as aapplicable District policy, regulation, procedure, collective bargaining
agreement, thirgharty contract, or other document such as the DistGcide of Caduct

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

The District prohibits retaliation against any individual because the individual made a report or
complaint, testified, assisted, or participated or refusedrticypate in an investigation, proceeding, or
hearing related to a complaint of employment discrimination.

Complaints of retaliation may be directed to the CRIEMe CRCO is unavailable, including due
to a conflict of interest or other disqualifyingason, 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 appropriatg dérain
gualifications is appointed to act as the CRCO.

Where appropriate, followp inquiries will be made to ensure that the discrimination has not
resumed and that those involved in the investigation have not suféaddtion.

8 USC § 1324b

29USC § 206

42 USC § 1981

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

Genetic Information Noiscrimination Act (GINA), 42 USC § 2000ff et seq.

(Continued)
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SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY (Cont 'd.)

National Labor Relations Act (NLRA), 29 USC § 151 et seq.

Section 504 of the Rehabilitation Act of 1973, 29 USC § 790 et seq.

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

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

Title I1X of the Education Amendments Act of 1972, 20 USC § 1681 et seq.
Uniformed Services Employment and Reemployment Rights Act (USERI8 USC § 4301 et seq.
28 CFR Part 35

29 CFR Chapteril National Labor Relations Board

29 CFR Chapter XI\I Equal Employment Opportunity Commission

34 CFR Parts 100, 104, and 106

45 CFR Part 86

Civil Rights Law 88 40, 4@, 40c, 47a, 47b, and 48

Civil Service Law 88 75 and 115

Correction Law § 752

Labor Law 88 194, 201d, 20%g, 203e, 206c, and 215

New York State Human Rights Law, Executive Law 8§ 290 et seq.

Military Law 88 242, 243, and 318

9 NYCRR 8§ 466 et seq.

NOTE: Refer also to Policies #3420Non-Discrimination and AntHarassment in the District
#3421-- Title IX and Sex Discrimination
#6121-- Sexual Harassment in the Workplace
#6122-- Employee Grievances

Adopted: 6/21/07
Revised: 1/7/10; 1/6/11; 3/20/13/19/15:4/16/19; 6/3/21
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE
Overview

The District is committed to creating and maintaining an environment which is free from
discrimination and harassment. Sexual harassment is one form of workplace discrimination. This policy
addressesexual harassment in the workplace. It is just one component of the Bistvetrall
commitment to maintaining a discrimination and harass#iteateducational and work environment.

Sexual harassment is a form of employee misconduct, a violationtatDmelicy, and unlawful.
Employees of every level who engage in sexual harassment, including supervisory personnel who
engage in sexual harassment, who knowingly allow such behavior to continue, or fail to report suspected
sexual harassment will be sabj to remedial and/or disciplinary action by the District. Sexual
harassment may also subject the District to liability for harm to targets of sexual harassment. Harassers
may also be individually subject to liability.

The District adopts this policy @surt of its effort to provide for the prompt and equitable resolution
of complaints of sexual harassment in the workplace. The District will promptly respond to reports of
sexual harassment in the workplace, ensure that all investigations are condtiutec weasonably
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 Disgri€lvil Rights Compliance Officer(s)
(CRCO(s)) and/or Title IX Coordinator(s).

Scope and Application

This policy applies to all instances of sexual harassment perpetrated agamatrad persoh,
regardless of immigration status, by anyone in the workplace, includingnarker, supervisor, or
third-party such as a neemployee, paid or unpaid intewendor, building security, visitor, volunteer,
parent, or student. For purposes of this policigavered persdnincludes:

a) Employees;

b) Applicants for employment;

c) Paid or unpaid interns; and

d) Nonemployees, which include anyone who is (8r employed by) a contractor,

subcontractor, vendor, consultant, or other person providing services pursuant to a contract
in the workplace.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont'd.)

Sexual harassment in the workplace can occur between any individuals, regardless of their sex or
gender. Unlawful sexual harassment is not limited to the physical workplace itself. Sexual harassment
can occupnschool property and achool functions which, for purposes of this policy, means a school
sponsored or schoaluthorized extracurricular event or activity regardless of where the event or activity
takes place, including any event or activity that may take place virtuallyaorather statdt can also
occur while employees are traveling for District business. Calls, texts, emails, and social media usage
can constitute unlawful workplace harassment, even if they occur away from school property, on
personal devices, or durimgpnwork hours. Accordingly, conduct or incidents of sexual 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 regulatiomsegdures, collective bargaining
agreements, and the Distisc€ode of Conduamnay address misconduct related to sexual harassment
and may provide for additional, different, or more specific grievance procedures depending on a number
of factors includingbut not limited to, who is involved and where the alleged sexual harassment
occurred. These documents must be read in conjunction with this pAlpjicable policies or
documents may includ@olicy #3420-- Non-Discrimination and AntHarassment in thBistrict; and
Policy #3421-- Title IX and Sex Discrimination

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

What Constitutes Sexual Harassment

Sexual harassmerg & form of sex discrimination and is unlawful under federal, state, and (where
applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation,
seltidentified or perceived sex, gender expression, gender identitjhastatus of being transgender.

Under New York State Human Rights Law, sexual harassment is unlawful when it subjects an
individual to inferior terms, conditions, or privileges of employment. Harassment need not be severe or
pervasive to be unlawful, and can be any harassing conducithgists of more than petty slights or
trivial inconveniences.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is
directed at an individual because of that individuséx when:

a) Such conduct has the purpasesffect of unreasonably interfering with an individsiaork
performance or creating an intimidating, hostile, or offensive work environment, even if the
reporting individual is not the intended target of the sexual harassment;

b) Such conduct is madsther explicitly or implicitly a term or condition of employment; or

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)

c) Submission to or rejection of such conduct is used abdhis for employment decisions
affecting an individua employment.

A sexually harassing hostile work environment includes, but is not limited to, words, signs, jokes,
pranks, intimidation or physical violence which are of a sexual nature, or \ahecHirected at an
individual because of that individuslsex. Sexual harassment also consists of any unwanted verbal or
physical advances, sexually explicit derogatory statements or sexually discriminatory remarks made by
someone which are offensive drjectionable to the recipient, which cause the recipient discomfort or
humiliation, which interfere with the recipiésnjob performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual
favors. This can inalde hiring, promotion, continued employment or any other terms, conditions, or
privileges of employment. This is also callepiid pro qud harassment.

Any covered person who feels harassed should report the conduct so that any violation of this
policy can be corrected promptly. Any harassing conduct, even a single incident, can be addressed under
this policy.

Examples of Sexual Harassment

The following describes some actions that may constitute unlawful sexual harassment and that are
strictly prohibite:

a) Physical acts of a sexual nature, such as:

1. Touching, pinching, patting, kissing, hugging, grabbing, brushing against another
persors body or poking another persebody; and

2. Rape, sexual battery, molestation or attempts to cothese assaults.
b) Unwanted sexual advances or propositions, such as:

1. Requests for sexual favors accompanied by implied or overt threats concerning the
targets job performance evaluation, a promotion or other job benefits or detriments;
and

2.  Subte or obvious pressure for unwelcome sexual activities.

c) Sexually oriented gestures, noises, remarks or jokes, or comments about ‘& persatity
or sexual experience, which create a hostile work environment.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)

d)

Sex stereotyping, which occurs when conduct or personality traits are considered
inappropriate simply because they may not conform to other pedgdéas operceptions
about how individuals of a particular sex should act or look.

Sexual or discriminatory displays or publications anywhere in the workplace, such as
pictures, posters, calendars, graffiti, objects, promotional material, reading materials, or
other materials that are sexually demeaning or pornographic. This includes such sexual
displays on workplace computers or cell phones and sharing such displays while in the
workplace.

Hostile actions taken against an individual because of that indiksdsex, sexual
orientation, gender identity, and the status of being transgender, such as:

1. Interfering with, destroying or damaging a persamorkstation, tools or equipment, or
otherwise interfering with the individualability to perform the job;

2. Sabotaging an individualwork; and

3. Bullying, yelling, or namecalling.

Prohibition of Retaliatory Behavior (Whistle-Blower Protection)

Unlawful retaliation can be any action that could discourage a covered person from coming
forward to make or support a sexual harassment claim. Adverse action need nateltetgobor occur
in the workplace to constitute unlawful retaliation (e.g., ttsr@d physical violence outside of work

hours).

The District prohibits any retaliatory behavior directed against complainants, victims, witnesses,
and/or any other individuals who participate in the investigation of a complaint of sexual harassment.
Suchretaliation is unlawful under federal, state, and (where applicable) local law. The New York State
Human Rights Law protects any individual who has engaggprotected activity. Protected activity
occurs when a person has:

a)

b)

Made a complaint of sexb@arassment, either internally or with any asisicrimination
agency;

Testified or assisted in a proceeding involving sexual harassment under the Human Rights
Law or other antdiscrimination law;

Opposed sexual harassment by making an oralformal complaint of harassment to a
supervisor, building principal, other administrator, or the CRCO;

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)
d) Reported that another employee has been sexually harassed; or
e) Encouraged a fellow employee to report harassment.

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the
individual is protected from retaliatio 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 harassment.

Reporting Allegations of Sexual Harassment

Preventing sexual harassment is everigresponsibility. The District cannot prevent or remedy
sexual harassment unless it knows about it. Any covered person who has been subjected to behavior tha
may constitute sexual harassment is encouraged to repdnt behavior to a supervisor, building
principal, other administrator, or the CRCO. Anyone who witnesses or becomes aware of potential
instances of sexual harassment should report such behavior.

Reports of sexual harassment may be made orally ortimgvrA form for submission of a written
complaint is posted on the District website, and all covered persons are encouraged to use this complaint
form. Persons who are reporting sexual harassment on behalf of another person should use the complain
form and note that it is being submitted on another pésdoehalf.

District employeesnust comply with reporting requirements in any other applicable District
policy or document. Applicable policies or documents may incladkcy #3420- Non-Discrimination
and AntiHarassment in the Districand Policy #3421- Title IX and Sex Discrimination

Any person who believes they have been a target of sexual harassment may also seek assistanc
in other available forums, as explained in thisgoli

Supervisory Responsibilities

All supervisors, building principals, and other administrators who receive a complaint or
information about suspected sexual harassment, observe what may be sexually harassing behavior or fo
any reason suspect that sakharassment is occurring, are required to report such suspected sexual
harassment to the CRC@.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 Distisaiesignated 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.

(Continwed)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)

In addition to being subject to discipline if they engaged in sexually harassing conduct themselves,
supervisors, building principals, and other administrators will be subject to discipline for failing to report
suspected sexual harassment or otherwiseiagly allowing sexual harassment to continue.

Supervisors, building principals, and other administrators will also be subject to discipline for
engaging in any retaliation.

Investigating Complaints of Sexual Harassment

All complaints or information about sexual harassment will be investigated, whether that
information was reported in oral or written form. Investigations will be conducted in a timely manner,
and will be confidential to the extent possible.

An investigation of any complaininformation or knowledge of suspected sexual harassment will
be prompt and thorough, commenced immediately and completed as soon as possible. The investigatior
will be kept confidential to the extent possilisclosure may, however, be necessary iomete a
thorough investigation of the charges and/or notify law enforcement offiéitilpersons involved,
including complainants, witnesses, and alleged harassers will be accorded due process, as outlinec
below, and in accordance with any applicabliéective bargaining agreements to protect their rights to
a fair and impartial investigation.

The District will not tolerate retaliation against anyone who files complaints, supports another
complaint, or participates in an investigation regarding&tion of this policy.

While the process may vary from case to case, investigations should be done in accordance with
the following steps:

a) Upon receipt of a complaint, the CRCO will conduct an immediate review of the allegations,
and take any interiractions (e.g., instructing the respondent to refrain from communications
with the complainant), as appropriate.

If the CRCO is unavailable, including due to a conflict of interest or other disqualifying
reason, the report will be directed to another CR{E@e 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
gualifications is appointed to act as the@O.

b)  All complaints of sexual harassment will be investigated regardless of the form in which
those complaints are madeor oral complaints, the individual will be encouraged to
complete the complaint form, which is available on the District websitgriting. If he or
she refuses, a complaint form based on the oral report will be prepared. The complainant will
be provided a copy of the completed complaint form.

(Continued)



2021 6121
7o0f11

Personnel

SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)

c) If documents, emails, or phone records are relevant to the investigation, take steps to obtain
and preserve them.

d) Request and review all relevant documents, including all electronic communications.

e) Interview all parties involved, including any relevant witnesses. If a student is involved, the
District will follow all applicable District policies and procedures regarding questioning
students.

f)  Create written documentation of the investigation (suchlegea, memo, or email), which
contains the following:

1.

2
3
4.
5

A list of all documents reviewed, along with a detailed summary of relevant documents;
A list of names of those interviewed, along with a detailed summary of their statements;
A timeline of events;

A summary of prior relevant incidents, reported or unreported; and

The basis for the decision and final resolution of the complaint, together with any
corrective action(s).

g) Keep the written documentation and associated dentsnin a secure and confidential
location.

h)  Promptly notify the individual who reported and the individual(s) about whom the complaint
was made of the final determination and implement any corrective actions identified in the
written document.

i) Inform the individual who reported of the right to file a complaint or charge externally as
outlined in this policy.

Additionally, other District policies and documents address sexual harassment. These policies and
documents may include: Policy #342(Non-Discrimination and AntHarassment in the Districand
Policy #3421-- Title IX and Sex DiscriminationAll complaints will be handled in accordance with the
applicable District policies and/or documents.

The determination as to which District policisd/or documents are applicable is fact specific,
and the CRCO may work with other District staff such as the Distrigtle IX Coordinator(s) to
determine which District policies and/or documents are applicable to the specific facts of the complaint.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)

If an investigation reveals that sexual harassment 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 angpplicable District policy, regulan, procedure, collective bargaining
agreement, thirgharty contract, or other document such as the Dist@cdde of Conduct

Annual Training

The District will provide a sexual harassment prevention training program to all employees on an
annual basis. The training will be interactive and will include:

a) An explanation of sexual harassment consistent with guidance issued by the Department of
Labor in consultation with the Division of Human Rights;

b) Examples of conduct that would constitute unlawful sexual harassment;

c) Information concerning the federal and state statutory provisions concerning sexual
harassment and remedies availableittims of sexual harassment;

d) Information concerning employéesghts of redress and all available forums for adjudicating
complaints; and

e) Information addressing conduct by supervisors and any additional responsibilities for such
supervisors.

Notification

The District will provide this policy to all employees in writing. The District will post this policy
prominently throughout the District to the extent practicable.

At the time of hiring and at every annual sexual harassment preventiangramogram, the
District will provide each employee a notice containing this policy and the information presented at the
District's sexual harassment prevention training program.

This notice will be provided in English and in the language identifiedhéyemployee as his or
her primary language, provided that the New York State Department of Labor Commissioner has
published a template of the model materials in that language.

The notice will be delivered in writing, either in print or digitally. Theicewill either link to or
include, as an attachment or printed copy, the policy and training materials.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)
Legal Protections and External Remedies

Sexual harassment is not only prohibited by the District but is also prohibited by state, federal,
and, where applicable, local law.

Aside from the Districs internal process, individuals may also choose to pursukertzgadies
with the following governmental entities. While a private attorney is not required to file a complaint
with a governmental agency, an individual may seek the legal advice of an attorney.

In addition to those outlined below, individuals may hasditional legal protections.

State Human Rights Law (HRL)

The HRL, codified as N.Y. Executive Law, art. 15, Section 290 et seq., applies to all employers in
New York State with regard to sexual harassment, and protects covered persons, regardless of
immigration status. A complaint alleging violation of the HRL may be filed either with the Division of
Human Rights (DHR) or in New York State Supreme Court.

Complaints with DHR may be filed any time within one year (three years beginning August 12,
2020)of the harassment. If an individual did not file with DHR, they can sue directly in state court under
the HRL, within three years of the alleged sexual harassment. An individual may not file with DHR if
they have already filed a HRL complaint in state tour

Complaining internally to the District does not extend the time to file with DHR or in court. The
one year or three years is counted from the date of the most recent incident of harassment.

Individuals do not need an attorney to file a complaint WiHR, and there is no cost to file with
DHR.

DHR will investigate the complaint and determine whether there is probable cause to believe that
sexual harassment has occurred. Probable cause cases are forwarded to a public hearing before a
administrative lav judge. If sexual harassment is found after a hearing, DHR has the power to award
relief, which varies but may include requiring the District to take action to stop the harassment, or redress
the damage caused, including paying of monetary damagesegtidaes, and civil fines.

DHR's main office contact information is: NYS Division of Human Rights, One Fordham Plaza,
Fourth Floor, Bronx, New York 10458. Individuals may call (718)-8400 or visit: www.dhr.ny.gov.

Contact DHR at (888) 392644 or vig dhr.ny.gov/complaint for more information about filing a
complaint. The website has a complaint form that can be downloaded, filled out, notarized and mailed
to DHR. The website also contains contact information for BHE&gional offices across New Yor
State.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont 'd.)
Civil Rights Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti
discrimination laws, including Title VIl of the 1964 federal Civil Rights Act (codified as 42 USC Section
2000e et seq.). An individual can file a complaint with the EEfdytime within 300 days from the
harassment. There is no cost to file a complaint with the EEOC. The EEOC will investigate the
complaint, and determine whether there is reasonable cause to believe that discrimination has occurred
at which point the EEO@ill issue a Right to Sue letter permitting the individual to file a complaint in
federal court.

The EEOC does not hold hearings or award relief, but may take other action including pursuing
cases in federal court on behalf of complaining parties. Bedsurts may award remedies if
discrimination is found to have occurred. In general, private employers must have at least 15 employees
to come within the jurisdiction of the EEOC.

An individual alleging discrimination at work can filé'@harge of Discriminatioh.The EEOC
has district, area, and field offices where complaints can be filed. Contact the EEOC by €8liihg 1
6694000 (TTY: 1800-6696820), visiting their website at ww.eeoc.gov, or via email at
info@eeoc.gov.

If an individual filed an administrative complaint with DHR, DHR will file the complaint with the
EEOC to preserve the right to proceed in federal court.

Title IX

Title IX of the Education Amendments Act of ABprohibits discrimination on the basis of sex in
any federally funded education program or activity. The U.S. Department of Edigc@tifice for Civil
Rights (OCR) enforces Title IX of the Education Amendments Act of 1972.

For more information aboutow to file a complaint, contact OCR at 88P1-3481 (TDD 800
877-8339) or visit: https://www2.ed.gov/about/offices/list/ocr/docs/howto.html. The website contains
information about filing the complaint online, by mail, or by email.

Local Protections

Many localities enforce laws protecting individuals from sexual harassment and discrimination.
An individual should contact the county, city, or town in which they live to find out if such a law exists.

Local Police Department

If the harassment involves wanted physical touching, coerced physical confinement, or coerced
sex acts, the conduct may constitute a crime. Contact the local police department.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont'd.)

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

Title I1X of the Education Amendments Act of 1972, 20 USC § 1681 et seq.
29 CFR §1604.11(a)

34 CFR Subtitle B, Chapter |

Civil Service Law § 75

New York State Human Rights Law, Executive Law 8§ 290 et seq.

Labor Law § 204g

NOTE: Refer also to Policies #3420Non-Discrimination and AntHarassment in the District
#3421-- Title IX and Sex Discrimination
#6122-- Employee Grievances
#7551-- Sexual Harassment of Students

Adopted: 6/21/07
Revised: 1/6/11; 1/19/12; 3/7/13; 3/19/15; 11/1/18; 6/4/20; 6/3/21
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SUBJECT: EMPLOYEE GRIEVANCES
In accordance with Article & of the General Municipal Law, all District employees shall have
the opportunity to present grievances free from interference, coercion, restraint, discrimination or

reprisal. The District shall provide at least two procedural stages and an appelldiar shegeettiement
of any such grievance.

GeneraMunicipal Law 88 681-685

Adopted: 3/19/15
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SUBJECT: EVALUATION OF PERSONNEL
All Staff Members

The administration shall undertakecantinuous program of supervision and evaluation of all
personnel, including support staff, in the School District. The primary purposes of the evaluations shall
be to encourage and promote improved performance and to make decisions about the occupancy of
positions.

Teachers and Administrators

The Alden Central School District is committed to supporting the development of effective
teachers and administrators. To this end, the District shall provide procedures for the evaluation of all
professional staff. District plans for Annual Professiorefétmance Review (APPR) of teachers and
principals shall be developed in accordance with applicable laws, Commissioner's regulations, and Rules
of the Board of Regents.

The primary purposes of these evaluations are:

a) To encourage and promote improyeztformance;

b) To guide professional development efforts; and

c) To provide a basis for evaluative judgments by applicable school officials.
Disclosure of APPR Data

The Commissioner is required to disclose professional performance review datalerdeand
principak on the New York State Education Department (NYSED) website and in any other manner to

make such data widely available to the public. The District will provide notice to parents or legal
guardians of their right to obtain this infornmatiand the methods by which the data can be obtained.

Education Law §§ 3012, 3012d
Public Officers Law 88 87 and 89
8 NYCRR 88§ 861.1 and 100.2(0)

Adopted: 6/21/07
Revised: 3/7/13; 3/20/14; 6/2/16; 5/16/17
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Personnel

SUBJECT: EMPLOYEE MEDICAL EXAMINATIONS
Preemployment Medical Examinations

In accordance with the Americans with Disabilities Act, as amended, the School District shall not
require applicants for positions to undergo a medical examination prior to an offer of employment.
Further, the District shall not make inquiries of a jobl@ppt as to whether the applicant is an
individual with a disability or as to the nature or severity of a disability.

However, the District may make preemployment inquiries into the ability of an applicant to
perform jobrelated functions.

Examinations

The Board reserves the right to request a medical examination at any time during employment, at
School District expense, in order to determine whether any employee can perform the essential functions
of the position with or without reasonable accommioaat

Annual or more frequent examinations of any employee may be required, when, in the judgment
of the school physician/nurse practitioner and the Superintendent, such procedure is deemed necessary

All bus drivers and substitute bus drivers shallehgwarly physical examinations. Each bus driver
initially employed by the School District shall have a physical examination within the four weeks prior
to the beginning of service. In no case shall the interval between physical examinations ed&eed a
morth period.

The final acceptance or rejection of a medical report with reference to the health of an employee
lies within the discretion of the Board. The decision of the physician designated by the Board as the
determining physician shall take precedence over aflratiedical advice.

All medical and health related information will be kept in accordance with the Health Insurance
Portability and Accountability Act of 1996 (HIPAA).

Examinations and Inquiries

Acceptable

The District may conduct voluntary mediedaminations, including voluntary medical histories,
which are part of an employee health program available to employees at that work site. The District may
make inquiries into the ability of an employee to performrglated functions.

(Continued)
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SUBJECT: EMPLOYEE MEDICAL EXAMINATIONS (Cont'd.)
Prohibited

The District shall not require a medical examination and shall not make inquiries as to whether
such employee is an individual with a disability or as to the nature or severity of the disability, unless
the examination or inquiry is shown to be job related@msistent with business necessity.

Americans with Disabilities Act Amendments Act (ADAAA) of 2008, Public Law-B23)
Health Insurance Portability and Accountability Act of 1996 (HIPAA), Public Law191
45 CFR Parts 160 and 164

Education Lan8§ 913 and 3624

8 NYCRR§ 156.3(2)

10 NYCRR Part 14

15 NYCRR Part 6

Adopted: 6/21/07
Revised: 1/6/11
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Personnel

SUBJECT: ALCOHOL, TOBACCO, DRUGS, AND OTHER SUBSTANCES (STAFF)
Prohibited Conduct

The Board, recognizing that students are often influenced by teachers and other members of a
school's staff, impresses upon staff the importance of maintaining a high level of professionalism
appropriate to their pdagn, which, in turn, will set a positive example for students.

The Board, therefore, prohibits staff from consuming, sharing, selling, using, and/or possessing
illegal drugs, counterfeit and designer drugs, drug paraphernalia, or alcohol in the veodiplawen
the effects of thesactionsmay impair job performance. Additionally, the Board prohibits the misuse
and/or unprescribed use of prescription and-dhexcounter drugs in the workplace or when the effects
of theseactionsmay impair job performance.

In accordance with law, regulation, and District policy, smoking and vaping are prohibited on
school grounds; within 100 feet of the entrances, exits, or outdoor areas of any of the District's schools;
and/oratany schocekpmsored event or activity that occurs off school grounds.

Disciplinary Measures

Staffwill be informed of the range of penalties or consequences, up to and including, termination
of employment that may be imposed for engaging in prohibited conduct imdance with any
applicable law, District policy, collective bargaining agreement, and/or other similar document.

Information on Substance Use Related Services

The Superintendent has designated one or more individuals to provide information regarding
where and how to find available substance use related services to students, parents, and staff.

The designated individu@) for the District aréhe school counselors and social workers

Any information provided by a student, parent, or staéimberto the designated individual(s)
will not be used in any school disciplinary proceeding and will, in addition to any other applicable
privilege, be considered confidential in accordance with law

20 USC 88 6083(a), 7118, and 7973(a)

41 USC 8§ 810Et seq.

Civil Service Law 8§ 75

Education Law §§ 409, 2801, 36a0and 3038
Public Health Law § 1398

NOTE: Refer also to Policies #3410Code of Conduabn School Property
#5640-- Smoking Tobaccg and Cannabis (Marijuani)se
#7320-- Alcohol, Tobacco, Drugs, and Other Substances (Students)
District Code of Conduct

Adopted: 6/21/07
Revised: 4/17/1,8/4/20
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Personnel

SUBJECT: DRUG-FREE WORKPLACE

In compliance with the Dru§ree Workplace Act of 1988, the District affirnts commitment to
maintaining a workplace that is free of controlled substances.

"Controlled substance" means a controlled substance in schedules | through V of the Controlled
Substances Act. An acknowledgment form will be signed byStngerintendent indicating that the
District is in full compliance with the Drugree Workplace Act.

"Workplace" is defined as a school building or other school premises; any-setmoed vehicle
or any other schoapproved vehicle used to transportgmts to and from school or school activities;
off school property during any schegpponsored or schoalpproved activity, event or function, such as
a field trip or athletic event, where students are under the jurisdiction of the District.

The Board diects the administration to develop regulations to comply with this policy, and further
supports actions and activities of the administration as required to maintainfasgrugrkplace.

21 USC § 812

41 USC 8§ 8101 et seq.

21 CFR 88 1308.311308.15
34 (FR Part 84

NOTE: Refer also to Policies #3410Code of Conduct on School Property
#6150-- Alcohol, TobaccoDrugs and Other Substances#8)
#7320-- Alcohol, Tobacco, Drugsand Other Substances (Students)
District Code of Conduct

Adopted: 6/21/07
Revised: 4/17/1,8/4/20
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Personnel

SUBJECT: PROFESSIONAL GROWTH/STAFF DEVELOPMENT

It is the policy of the District that attention be given teservice, preservice, and other staff
development programs which are believed to be of benefit to the School District and its siitdents
Superintendent, in consultation with the appropraatministrative staff and/or teacher committees, is
directed to arrange iservice programs and other staff development opportunities which will provide
for the selection of subjects pertinent to the curriculum in the schools, to build from these subgects t
topics or courses for igervice or staff development which will help employees acquire new methods
of performing their job responsibilities or help staff improve on those techniques which are already
being used in the schools, with the objectivengbioving professional competencies.

It is recommended that administration develop meaningfgkemice and/or staff development
programs which will achieve the following:

a) Contribute to the instructional program of the schools;

b) Contribute to improved education for students;

c) Achieve state mandates;

d) Enhance the professional competencies and/or instructional abilities of staff members.

The Board of Education, therefore, encourages all employees to improve their competencies
beyond that which they may obtain through the regular performance of their assigned duties.
Opportunities should be provided for:

a) Planned irservice programs, courses, seminars, and workshops offered both within the
School System and outside the Digtr

b) Visits to other classrooms and schools, as well as attendance at professional meetings, for
the purpose of improving instruction and/or educational services.

c) Orientation/reorientation of staff members to program and/or organizational chasges|
as District expectations.

Attendance at such professional development programs must be directly linked to the duties and
responsibilities comprising the job description of the employ@ensequently, employees are
encouraged to participate in thianning of staff development programs designed to meet their specific
needs.

Members of the staff are also encouraged to continue their formal education as well as to attend
their respective workelated workshops, conferences and meetings.

(Continued)
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SUBJECT: PROFESSIONAL GROWTH/STAFF DEVELOPMENT (Cont 'd.)

Funds for participating at such conferences, conventions, and other similar professional
development programs will be budgetéor by the Board of Education on an annual basis.
Reimbursement to District staff for all actual and necessary registration fees, expenses of travel, meals
and lodging, and all necessary tuition fees incurred in connection with attendance at confeknces an
the like will be in accordance with established regulations for conference attendance and expense
reimbursement.

The Superintendent of Schools or his/her designee has authority to approve release time and
expenses for staff membeastendance at professional training conferences, study counesisvice
courses, workshops, summer study grants, school visitations, professional organizations and the like
within budgetary constraints.

A conference request form/course approval forast be submitted by the employee and approved
by the designated administrator prior to the emplsye¢tendance at such conference or other
professional development prograihe feedback report/summary must also be submitted within 14
school days followng the conference.

Mentoring Programs for First Year Teachers

Effective February 2, 2004, first year teachers must participate in a mentoring program as a
component of the School DistrgtProfessional Development Plarhe purpose of the mentoring
program is to increase the retention of new teachers and impravealiigy to assist students
attainingState learning standard&he mentds role is to provide guidance and support to a new teacher
However, additional mentor responsibilities may be negotiated and reflected in a collective bargaining
agreement.

Education Lawg 1604(27)
General Muitipal Law8877-b and 77c
8 NYCRR Part 102.2(dd)

Adopted: 6/21/07
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Personnel

SUBJECT: CONFERENCE/TRAVEL EXPENSE REIMBURSEMENT

All conference travel must havecampleted Travel Conference Request Form on file which has
been approved by the appropriate supervisor. The Superintendent/designee approves all Travel
Conference Requests. Travel Conference Request Forms are only to be used by District employees.

All conference reimbursement requests must be submitted using a Travel Conference
Reimbursement Form.

Expenses for overnigiapproved travel will be reimbursed when accompanied by original receipts
for lodging. Meal expenses for overnight travel will only bambursed based on the Board approved
per diem rates which are modeled after the United States General Services Administration per diem rates
found athttp://www.gsa.goygortal/content/104877

New York State sales tax cannot generally be reimbu&ads tax may, however, be reimbursed
when such costs constitute an actual and necessary expe&aes TaxExempt Form can be obtained
prior to travel for hotel accommodations.

Original receiptsare required when submitting for shuttle services, transportation, parking and
tolls, however "EZPass" statements may be substituted with the appropriate charges highlighted.

NOTE: Refer also to Policy #5323 Reimbursement for Meals/Refreshments

Adopted: 6/21/07
Revised: 3/20/14; 6/2/16; 9/19/19
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Personnel

SUBJECT: SAFETY OF STUDENTS (FINGERPRINTING CLEARANCE OF NEW HIREYS)

Unless otherwise authorized, the Distudgll not employ or utilize a prospective school employee
unlessthe prospective school employee has been granted "full" clearance for employment by the State
Education Department (SED). The Distuatl require gprospective school employee who is not in the
SED criminal history filedatabaseto undergo a fingerprint supported criminal history record
background checKCriminal history record" meaa record of altriminal convictions and any pending
criminal chages maintained on an individual by the Division of Criminal Justice Services (DCJS) and
the Federal Bureau of Investigation (FBI). The Distitk obtain the applicant's consent to the criminal
history records searchhe District will request clearanéer employment, view information regarding
an applicant's status, and enter hire/termination dates th&itigs Webbased application known as
TEACH.

Safety of Students

The District will make all reasonable attempts to ensure the safstyagnts who have contact
with an employee holding conditional appointment or emergency conditional appointment. This will
include the safety of students in the classroom, attendirgpafpus activities under the supervision of
the District, and particigang in extracurricular and/or ecurricular activities (including athletic
activities).

Other safety considerations will include supervision of the employee holding conditional
appointment/emergency conditional appointment as determined appropriatée bypplicable
building/program administrator.

Correction Law Article 23A

Education Law88 305(30), 305(33), 1604, 1709, 1804, 1950, 2503, 2554,-252854, 3004, 3004c
and 3035

Executive Law § 296(16)

Social Services Law Article 5, TitleB

8 NYCRR§80-1.11 and Part 87

Adopted: 6/21/07
Revised: 1/6/11; 1/19/12; 3/7/13; 3/20/14; 3/5/15; 6/2/16; 4/17/18
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Personnel

SUBJECT: IDENTIFICATION BADGES

The Alden CentralSchool District is committed to providing a safe and secure environment for
our students and employees. The District will issue Identification (ID) Badges to diirfaland part
time employees. The identification badge serves the dual purpose ohgllaeaess to secured areas as
well as readily identifying school District employees and other authorized personnel. In addition, the
identification badges will provide measured protection against unauthorized personnel and intruders
from entering Districbuildings.

Employees and Temporary Staff

Identification Badges will be issued by the Office of Human Resources to all existing and new
employees. The badges will include the employee's name and photo, together with building and/or
District information.Badges shall be worn during the school day and when advising or chaperoning
schoolsponsored activities.

Long-term substitute teachers and student teachers, who are assigned to District buildings for an
extended period of time, may be issued a regulard@ge by the Office of Human Resources. Short
term substitute teachers, other temporary employees and contract staff will be required to sign in each
time they enter a District building. A nguicture 1D badge (visitor or other temporary badge) will be
issued to staff members in this category and it will be their responsibility to return the badge upon
leaving the building each day.

The ID badge is the property of the School District and may only be used by the individual to
whom it was issued. Employgenay not loan their ID badge to anyone for any reason. Upon separation
from employment, employees are required to return the 1D badge.

Visitors

Visitors, including approved volunteers and vendors, will wear a "Visitor" identification badge
after signirg in and gaining permission to be on the premises during school hours. The badge must be
worn in a highly visible manner while in District buildings and shall be surrendered when exiting the
building.

Administrative regulations shall be developed tolengent the terms of this policy.

NOTE  Refer also to Policy #310-- Visitors to the Schools

Adopted: 3/20/14
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SUBJECT: STAFF-STUDENT RELATIONS (FRATERNIZATION)

The Board of Education requires that@thool District employees maintain a professional, ethical
relationship with District students that is conducive to an effective, safe learning environment; and that
staff members act as role models for students at all times, whether on or off schody Eopdoth
during and outside of school hours. Staff must establish appropriate personal boundaries with students
and not engage in any behavior that could reasonably lead to even the appearance of impropriety.

Staff members are prohibited, under anscuumstances, to date or engage in any improper
fraternization or undue familiarity with students, regardless of the student's age or express or implied
consent to this conduct. Further, employees shall not entertain or socialize with students in such a
manner as to create the perception that a dating relationship exists. Similarly, any action or comment by
a staff member which invites romantic or sexual involvement with a student is considered highly
unethical, in violation of District policy, and may résa the notification of law enforcement officials
and the filing of criminal charges and/or disciplinary action by the District.

Inappropriate employee behavior includes, but is not limited to, flirting; making suggestive
comments; dating; requests feexual activity; physical displays of affection; giving inappropriate
personal gifts; frequent personal communication with a student unrelated to course work or official
school matters; providing alcohol or drugs to students; inappropriate touching)gaging in sexual
contact and/or sexual relatiorfsrequent personal communication with a student unrelated to course
work or official school matters means any form in which personal communication may occur including,
but not limited to, voice or textasel communication via phone, email, instant messaging, text
messaging or through social networking websites.

Inappropriate fraternization of staff with students even if the student participated "willingly" in the
activity (regardless of the student's ageagainst District policy and may be in violation of professional
standards of conduct and New York State Law. However, inappropriate employee conduct does not
need to rise to the level of criminal activity for such conduct to be in violation of Disifegt and
subject to appropriate disciplinary sanctions.

Any student who believes that he/she has been subjected to inappropriate staff behavior as
enumerated in this policy, as well as students, school employees or third parties who have knowledge
of or witness any possible occurrence of inappropriate-statfent relations, must report the incident
to any staff member or the employee's supervisor, the stugentgal or the District's designated
Compliance Officer. In all circumstances these repaill be forwarded to the designated Compliance
Officer for further investigation. Anonymous complaints of inappropriate fraternization of staff
members with students shall also be investigated by the District. Investigations of allegations of
inapproprate staffstudent relations shall follow the procedures utilized for complaints of harassment
within the School District. Allegations of inappropriate sstfident behavior shall be promptly
investigated and will be treated as confidential and privdteetextent possible within legal constraints.

If there is a finding upon completion of the investigation that inappropriate conduct occurred, District
administration will take prompt corrective action.

(Continued)
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SUBJECT: STAFF-STUDENT RELATIONS (FRATERNIZATION) (Cont'd.)

Any employee having knowledge of or reasonable suspicion that another employee may have
engaged in inappropriate conduct with a student that may constitute child abuse (specifically, child abuse
in an educational setting) muaso follow the District's r@orting procedures for such allegations; and
such information will be reported by the designated administrator as required by state law to law
enforcement officials, the State Education Department and/or Child Protective Services as may be
applicable.

If a student initiates inappropriate behavior toward a staff member, that employee shall document
the incident and report it to his or her building principal or supervisor, immediately or as soon is
practicable.

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

The Board of Education prohibits any retaliatory behavior directed against complainants, victims,
witnesses, and/or any other individuals who participate in the investigation of allegations of
inappropriate staftudent relations. Followp inquiries and/or appropriate monitoring shall be made
to ensure that the alleged conduct has not resumed and that all those involved in the investigation have
not suffered retaliation. Any act of retaliation is subject to apmtgpdisciplinary action by the District.

District Responsibility/Training

The principal of each school and/or program supervisor shall be responsible for informing
students, staff and volunteers of the requirements of this policy, including the duty to report and the
procedures established for investigation and resolution of complainteeFwstaff training shall be
provided to facilitate staff identification of possible behavior that may constitute inappropriate staff
student relationships. Students shall be provided such training in an age appropriate manner.

The District's policy (oa summary thereof) shall be disseminated as appropriate to staff, students
and parents.

Disciplinary Sanctions

Any staff member who engages in inappropriate conduct with a student, prohibited by the terms
of this policy, will be subject to appropriadésciplinary measures up to and including termination of
employment in accordance with legal guidelines, District policy and regulation, and the applicable
collective bargaining agreement. A violation of this policy may also subject the employee tolcrimina
and/or civil sanctions as well as disciplinary action by the State Education Department.

(Continued)
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SUBJECT: STAFF-STUDENT RELATIONS (FRATERNIZATION) (Cont'd.)

Title I1X of the Education Amendments of 19720 USCS§ 1681 et seq.
Education Law Article 28

Social Services La§8411-428

8 NYCRR Part 83

Adopted: 6/21/07
Revised: 1/6/11; 3/7/13; 4/17/18
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Personnel

SUBJECT: CERTIFICATION AND QUALIFICATIONS
The following provisions will govern certification and qualifications of District personnel:

a) Each employee whose employment requires certification or other licensure must inform the
Superintendent immediately of any change in his or her certification or licensure status. The
changes may include the granting, revocation, upgrading, expirationersmry and/or
extension of documents as to their periods of validity or their titles.

b) Online verification of an employment applicant's certification status will be used in lieu of
printed certificates for current and potential employees. The Distiicalso check the
TEACH database to ensure that any permanent or professional certificates for new hires
remain valid.

c) It is the responsibility of the employee to ensure that he or she maintains the appropriate
certification and/or licensure requaréor his or her assignment.

Parent Notification

At the beginning of each school year, the District will notify parents that they may request
information about the professional qualifications of their student's classroom teachers. The District will
provide in a timely manner upon request the following information to parents:

a) Whether the student's teacher has met New York State qualification and licensing criteria for
the grade levels and subject areas in which the teacher provides instruction;

b) Whether the student's teacher is teaching under emergency or other provisional status
through which the New York State qualification or licensing criteria have been waived,;

c) Whether the student's teacher is teaching in the field of discipline of carth of the
teacher; and

d) Whether the student is provided services by any instructional aides or similar
paraprofessionals and, if so, their qualifications.

In addition, the District will provide to parents timely notice that their student hasalsegmed
or has been taught for four or more consecutive weeks by a teacher who does not meet applicable New
York State certification or licensure requirements at the grade level and subject area in which the teacher
has been assigned.

20 USC § 6312
34CFR § 200.61
8 NYCRR § 866.7

Adopted: 6/21/07
Revised: 1/7/10; 1/6/11; 5/16/17; 4/17/18; 5/9/19
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SUBJECT: INCIDENTAL TEACHING

The Superintendent may assign a teacher to teach a subject not covered by su&hdeditvate
or license for a period not to exceed five classroom hours a week, when no certfiediferd teacher
is available after extensive and documented recruitment efforts, and provided that approval of the
Commissioner of Education is obtained in accordance with the requirements as enumerated in
Commissionés regulations

Not later than 2Musiness days after such an assignment, the Superintendent shall submit for
approval an application, in a form satisfactory to the Commissioner, containing the following
information:

a) Evidence of extensive recruitment of a teacher certified iappeopriate area;

b) The name and certification status of the teacher given such assignment;

c) The subject which the teacher is being assigned to teach on an incidental basis and the total
number of classes in the subject being taught on an incidexsiat b

d) The qualifications of the teacher to teach such subject on an incidental basis;
e) The specific reasons why an incidental assignment is necessary;
f)  The anticipated duration of the incidental teaching assignment; and
g) The number of appliceins, approved or pending, for authorization to make incidental
teaching assignments in the same certification area for which the current authorization is
being sought.
To be approved, the application shall demonstrate to the satisfaction of the Comenigsat an
incidental teaching assignment is necessary, that the teacher assigned is the best qualified to teach th
subject on an incidental basis, and that the requirements of Commissiegeliationshave been met.

The Commissioner will issue atdemination within 20 business days of receipt of the Di&rict
application.

In the event that the application is disapproved, the Superintendent, within seven business days of
receipt of the notice of disapproval, shall terminate the incidental assignim the event that the
application is approved, such approval shall be deemed to have commenced on the date of the incidenta
teaching assignment and shall terminate on the last day of the school year for which it is granted.

(Continued)
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SUBJECT: INCIDENTAL TEACHING (Cont 'd.)

The Superintendent may renew an incidental teaching assignment, in accordance with the
requirements of Commissior®regulations for any subsequent school yelar addition to submitting
to the Commissioner the information noted above for initial approvahnoincidental teaching
assignment, a renewal application must provide a number of assurances, including that the teacher
assigned a course on an incidental basis has completed, or has agreed to complete, within the prescribe
time period, at least threersester hours of credit or the equivalent leading to certification in the subject
area of the incidental assignment.

8 NYCRR§80-5.3

Adopted: 6/21/07
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SUBJECT: PROBATION AND TENURE
Probation

Generally, teachers, all other members of the teaching staff, principals, administrators, supervisors,
and all other members of the supervising staff will be appointed by the Board upon the recommendation
of the Superintendent for a probationary period of four years.

The probationary period will not exceed three years for teachers previously appointed to tenure in
any district or BOCES within the state, provided that the teacher was not dismissed from that district or
BOCES as a result of charges brought pursuantwcdiwn Law Section 3028 or 3026b and met the
required annual professional performance review (APPR) rating in his or her final year of service there.

Additionally, up to two years of service as a regular substitute teacher may be applied toward
probdionary service. (This is sometimes referred to as Jarema Credit.)

The probationary period will not exceed three years for principals, administrators, supervisors, or
other members of the supervising staff appointed on or after June 1, 2020 who wetesjyrappointed
to tenure as an administrator within an authorized administrative tenure area in any district or BOCES
within the state provided that the individual was not dismissed from that district or BOCES as a result
of charges brought pursuant tdu€ation Law Section 3028 or 3026b.

During the probationary period, a staff member will be given assistance in adjusting to the new
position, but the essential qualifications for acceptable performance will be assumed because the staff
member attainethe required certification or license.

A staff membes appointment may be discontinued at any time during his or her probationary
period upon the recommendation of the Superintendent and by majority vote of the Board.

Any staff member not recommendéat tenure appointment will be notified in writing by the
Superintendent no later than 60 days before his or her probationary period expires.

Tenure

The Board will comply with all applicable laws and regulations regarding tenure.

At the expiration oflie probationary period or within six months prior, the Superintendent will
make a written report to the Board recommending for appointment to tenure those who have been found
competent, efficient, and satisfactory and, in the case of teachers and bpildzigals, those who

have received APPR ratings of effective or highly effective in at least three of the preceding four years,
exclusive of any breaks in service.

(Continued)



