FOREWORD

Containedhereinarethe policy statement$ormulatedby the Board of Educationof the Elmira
Heights CentrabSchoolDistrict.

Policy is defined as a basic plan of actiorestablishemits within which freedomof judgment
can be gercised.

Policy is a governing principle of managementlt is a statementthat has an effect on the
interestsof thosewho comeunderits jurisdiction. A policy may originatefrom the constitution,from
statutefrom localdeterminationsind/or fromcusbmarypatterns oformal behavior.

Policy shouldaccomplisithe following:

a) State a position taken by the District;

b) Granttheauthorityto act;

c) Be sufficiently detailed to give adequate direction;

d) Beachievableawithin therealenvironmenbf the school andommunity;

e) Provide for impartial procedures.

In addition to the adoptedpolicies, the operationof the School District is governedby and
subject to all applicable Laws, Regulationsof the Commissionerof Education, Civil Service
requirementsBoard of Education Resolutions,School Administrative Regulationsand Contractsof
Agreement.

If any part of this manualis madeinvalid by judicial decisionor legislative or administrative
enactmentall otherpartsshall remainin full effectunlessanduntil they areamendedr repealedby
the Boardof Education.The official recordof the adoption,amendmentor repealof the by-laws and

policies of the Elmira Heights Central School District shall be the minutesof the meetingsof the
Board of Education.



PHILOSOPHY STATEMENT

In preparingindividualsto developtheir fullest potentialfor living in the societyof todayand
tomorrow,the Board of Education artbe staff of the School District:

Recognizetheir responsibilityto help meetthe physical,intellectualand emotionalneeds
of children;particularlythe needgo inquire,learn,think, andcreate;to establishaesthetic,
moral and ethicalvalues;andto relatesatisfactorilyto othersin socialsituationsinvolving
family, work, governmentnd ecreation.

Acceptprimary responsibilityfor giving studentsa masteryof the basicskills of learning,
thinking and problemsolving; for teachingthem to use the various media of selt

expression;for instilling in them a knowledge of the social and natual sciences;for

acquaintinghemwith the richnessof our heritage;andfor stimulatingthemto productive
work in the various areas bimanendeavor.

Acknowledgethe importanceof their supplementalrole to the home and other social
agenciesn develging habitsand attitudeswhich makefor effective personalliving, the
maintenancef optimumphysicalandmentalhealth,andthe establishmendf soundmoral,
ethical,andaesthetio/alues.

Realizing thakducationas here defined, is a lifelong prosghe SchoolSystemseekgo orient
its graduategsoward varioustypesof postsecondaryeducationandfurther formal training and study
of manytypes;andto provide educationabpportunitiegparticularlysuitedto the needsof adults,both
as individuas and as citizens in a democracy.



POLICY
ELMIRA HEIGHTE&ENTRAL SCHOOL DISTRICT BY LAWS ON 1000 SECTI

latest revision reviewed
THE ROLE OF THE BOARD OF EDUCATION

1320 Nomination and Election of Board Officers ok 01/17

1321 Duties of the President of the Board of Education 01/04/2017 ok 01/17

1335  Apmintment.Duties of the Claims Autkitog{ppointment & duties of the internal claims &id4§2017 ok 01/17

1336 Duties of the Extraclassroom Activities Fund Treasurer(s) 08/24/2009 ok 01/17
BOARD POLICY

1410 Policy 02/01/2017 ok 02/17
MEETING OF THE BOARD OF EDUCATION

1511  Agenda Format 12/13/2004 ok 02/17
MEETINGS OF THE DISTRICT

1620 Annual Organizational Meeting ok 02/17

1650 Submission of Questions & Propositions at Annual 02/26/2015 ok 02/17

Meeting & Election and Special District Meetings



2004 1320
lofl
By-Laws

SUBJECT:NOMINATION AND ELECTION OF BOARD OFFICERS

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

The elected officers of the Board of Education are:

a) President;

b) Vice President.

Education Law Sections 1701 and 2105(6)

Adopted: 8/9/04



2017

By-Laws

SUBJECT: DUTIES OF THE PRESIDENT OF THE BOARD OF EDUCATION

ThePresident'slutiesincludethefollowing:

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

Presidestall meetingsof the Board,;
Callsspecialimeeitngsasnecessary or on request;
Appointsmembergo all committeesof the Board,;
Servesx-officio as amemberof all committees;
Executeslocument®n behalf of the Board,
Performstheusualandordinary duties of the office.

The VicePresidentshallasts Pr esi dent of t he

EducationLaw Section1701

Adopted: 8/9/04
Revised: 01/04/2017

1321
l1ofl

Boar d



2017 1335
lofl
By-Laws

SUBJECT:APPOINTMENT AND DUTIES OF THE CARIM$OR

The Board of Education shall appoint a claims auditor who shall serve in accordance with law and regulations.

Adopted: 08/09/04
Revised : 08/2008

Revised: 02/10/2014¢rrected title & updated conten)s
Replaced: 01/04/2017



200 1336
lofl
By-Laws

SUBJECT:DUTIES OF THE EXTRACLASSROOM ACTIVITIES FUNDS
TREASURER(S)

The Extraclassroom Activities Funds Treasurer is appointed by the Board of Education and is responsible
for the supervision of the extraclassroom activities funds.

The Treasurer's duties include the following:
a) Countersigns all checks disbursing funds from the Extraclassroom Activities Account;

b) Provides general supervision to ensure that all receiptsdmgosited and that disbursements are
made by check only;

¢) Maintains records of all receipts and expenditures;
d)  Submits records and reports to the Board as required,

e) Invest extraclassroom activity funds as directed by the District Treasurer
other dutiescustomary to the position.

f) Assumes other duties customary to position.

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

Adopted: 8/9/04
Revised: 08/24/2009



2017 1410
lofl
By-Laws

SUBJET: POLICY

Unless otherwise required by law, all written policies of the Board of Education must first be considered at
I . 2FNR YSSOiAy3 a GKS GaFANRG NBIFRAY3IE FYR F Yl 22NJ
including any amendmentsp ta second reading at a subsequent Board meeting. The policy becomes effective
upon approval by the Board at the second reading. The Board retains the right by majority vote to waive the
second reading of any proposed policy.

Adopted: 8/9/04
Revised: 02/01/2017



2004 1511
lofl
By-Laws

SUBJECT:AGENDA FORMAT

The Board of Education shall follow the following order of business at all meetings, unless this order of
business is suspended by a nivaous vote of all members present.

a) Callto order;

b) Rollcall

c) Approval of agenda/minutes;
d) Executive Session;

e) Comments from the public and the staff;
f) Personnel;

g) Financial,

h) Facilities;

i) Old Business;

) New Business;

k) Consent

)] Aweds/honors/achievements;
m) Communications

n)  Discussion topics;

0) Next Meeting;

p)  Adjournment.

Education Law Section 1606
Public Officers Law Section 104(2)

Adopted 8/9/04
Revised 12/13/04



2004 1620
lofl
By-Laws

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 evertlitish held on the first Wednesday in July.

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

Education Law Section 1707

Adopted: 8/9/04



SUBJECT:

2015 1650
lofl
By-Laws

SUBMISSION OF QUESTIONS AND PROPOSITIONS AT THE ANNUAL

MEETING AND ELECTION AND SPECIAL DISTRICT MEETINGS

Questions and Propositions at the Annual Meeting and Election

The follaving rules and regulations shall apply to the submission of the questions or propositions at the
annual meeting and election of this School District:

a)

b)

c)

d)

f)

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

A separate petition shall be required for eaglestion or proposition.

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

Questions or propositions submitted in accordance with these rules and accepted will be printed on
the ballot for the voting machine. The School District, however, retains the right to reject petitions as
permitted by law, including but ndimited 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 cotained shall affect the nominations of candidates as set forth in the Annual
District Election notice pursuant to Education Law Section 2018.

Questions or Propositions to be Submitted at Special District Meetings

The procedure for requesting the BoardEducation to call a Special District Meeting to vote on a
question or proposition shall be in accordance with subdivisions 2 and 3 of Education Law Section 2008.

Education Law Sections 1703, 2008, 2018, 2035(2) and&601

Adopted 08/09/2004
Revisd: 02/26/2015



POLICY

ELMIRA HEIGHTS CENTRAL SCHOOL DISTRICT INTERNAL OPERATIONS

revised
BOARD OF EDUCATION COMMITTEES

2210 Committees of the Board

BOARD OF EDUCATION ACTIVITIES

2310 Membership in Associations
2320  Attendance by Board Members at Conferences, Conventions and Workshops
2340Board SeEvaluation

ECTION 2000

reviewed

ok 0247

ok 02/17
ok 02/17



POLICY o Tor1

Internal Operations

SUBJECT: COMMITTEES OF THE BOARD

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

At the request of the Board, the President shall appoint temporary committees consisting of less thar
a quorum of the full membership for special purposes. These committees shall be discharged on th
conpletion of their assignment. The President of the Board shall be -affi@® 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 opiniansl counsel of the general public. Such committees shall
be appointed by the Board of Education. The Board has the right to accept, reject or modify all or any par
of a committee recommendation.
Visitation Committees

The Board of Education shall apipt one (1) 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 Law Section 1708

Adopted: 8/9/04



POLICY o Tor1

Internal Operations

SUBJECT: MEMBERSHIP IN ASSOCIATIONS

The Elmira Heights Central School District shall be a member of the New York State and the
Chemung County School Boards Associations. Additionally, the Board meyamamembership and
participate cooperatively in other associations.

Education Law Section 1618
Comptroller's Opinion 8255

Adopted: 8/9/04



POLICY o Yo

Internal Operations

SUBJECT: ATTENDANCE BY BOARD MEMBERS AT CONFERENCES,
CONVENTIONS AND WORKSHOPS

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

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

b) Reimbursementot Board members for all actual and necessary registration fees, expenses of
travel, meals and lodging, and all necessary tuition fees incurred in connection with attendance
at conferences and the like will be in accordance with established regulatioggpéorse
reimbursement.

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

The authorization for Board mmbers to attend a conference, convention, workshop and the like shall
be by Board resolution adopted prior to such attendance. However, the Board, in its discretion, may
delegate the power to authorize attendance at such conferences to the Presid@uarfitbf Education.

Where authorization has been delegated to the President of the Board, no expense or claim form she

be paid unless a travel order or similar document signed by the President is attached to such form
authorizing the claimant to atté the conference.

General Municipal Law Sections -“Brand-c
Education Law Section 2118

Adopted: 8/9/04



POLICY o Yo 1

Internal Operations

SUBJECT: BOARD SELF-EVALUATION

The Board shall review theffectiveness 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 participate in this
review and to suggest ways byialinthe Board can improve its functioning as a legislative body.

Adopted: 8/9/04



2004 300C

CommunityRelations
Elmira Heights Central School District
COMMUNITY RELATIONS NUMBER
(Section 3000)
SCHOOL COMMUNITY RELATIONS
.1 SchoolSPoNnsored MEIA.............uuuuuuuiiiiiii e e e e e e e e e e 3110
1.2 Relations with the MunicipaBOVErNMENTS...........ciiiieiiiieeeeeeeeeeeeee e 3120
R YT o o] 117> g SRR 3130
1.4 FIaQ DISPIAY....ccoiiiiiiiiiiiie e 40.....31
1.5 SCHOOI VOIUNTEEIS.....e it e et a s e e e e e e e e e e e e eeeeeennnnnnes 3150
PARTICIPATION BY THE PUBLIC
2.1 ViSitorstotheSCHOOL........uuiiiiiiiiiiiiiii e 210...3
2.2 Public EXpression at MEELINGS. ........coiiiiiiiiiiiiiiiie ettt 3220
2.3 PUDIC COMPIAINTS. .....eiiiiiiiiiie et ees 3230
2.4 StUAENt PartiCIPATION. ......eeeiiiiiiiiieee ettt e e e e e e e e e neees 3240
2.5 ParemFaculty OrganiZation......... ... e 3250
2.5.1 Shared DecisiofMaking and SchoeBased Planning................cccccceeeeennn.. 3251
2.6 BOOSEEI ClUDS... .o 0......326
2.7 Advertisingin the SCNOOIS.......cc..viiiiiiiiii e 3270
2.8 Community Use of SChool FaCIlities...........ooooiiiiiiiiiiiiiiieeeeeeee e 3280
2.8.1 Use of SchoeDwnedMaterials andEquipment.............ooooeiiiiiiviiiiieeeeen. 3281
2.9 Operation oMotor-Driven Vehicleson District Property...........ccceeeeeeeiiieeeeeennnns 3290
DISTRICT RECORDS
3.1 Public ACCESS t0O RECOIUS.......ceiii ittt emmmmmmmmmm e 3310
3.2 Confidentiality ofComputerizednformation..............cccuuvviiiiiiiiieriiieeeee e 3320
PUBLIC ORDER ON SCHOOL PROPERTY
4.1 Code of Conduct on SChool Property.........ccuuuiiiiiiiiiiiii i 3410
4.1.1 Unlawful Possession of Weapon/DangerousstrumentJpon
S Yed gL To] I ] o 11 o L= U 3411

4.1.2 Threats of VIiolenCe iIBCROOL...... ..ot 3412



2004 300C

CommunityRelations
COMMUNITY RELATIONS (Contd.) NUMBER
(Section 3000)
PUBLIC ORDER ON SCHOOL PROPERTY (Cont'd.)
4.2 Anti-Harassmenin the SChool DiStHCE...........uvvviiiiemiiiiiiiiiieeeee e 3420
4.3 StatewiddJniform Violent IncidentReportingSystem...........ccccveeeeeiiiiieiiiiininnee, 3430
EMERGENCY SITUATIONS
5.1 EMEIrgENCYCIOSINGS . oiiiriitiiiiiie e e e e e e e e e ettt e e eeeeateee e s e s e e e e aaaeaeeeeeesnssnnnnns 3510

Adopted: 8/9/04



2004 311C

CommunityRelations

SUBJECT: SCHOOL SPONSORED MEDIA

The principal of eachbuilding is responsibldor the preparatiorof newsreleasesoncerninghe
activities within that building, and for reviewing themith the Superintendent prior to release. Copies
of all final newsreleasesvill be sentto theSuperintendent®ffice.

In addition, a periodic newslettermay be preparedand mailed to eachresidentof the School
District. Includedin the newslettewill be informationregardingschoolactivities,a monthly calendar
and other items of interestto the community. The Board acceptsthe funding obligation for the
necessary staff and production costs.

As the official spokespersorthe Superintendentr his/herdesigneeshall issueall newsreleases

concerningthe District. All statementsof the Board will be releasedthrough the Office of the
Superintendent and/tie District Clerk.

Adopted: 8/9/04



2004 312C

CommunityRelations

SUBJECT: RELATIONS WITH THE MUNICIPAL GOVERNMENTS

It is the policy of the Boardto establishand maintaina positive working relationshipwith the
governing bodies of themunicipality. The Board shall also coofewith municipal,county and state
agenciesvhosework affectsthe welfare of the children of the District, including, but not limited to,
the County Social Service Department,the Village Board, the Board of Health, the Recreation
Departmentthe HorseneadsYouth Bureau,the Public Library, andall communityemergencyservice
agencies.

Adopted: 8/9/04



2004 313C

CommunityRelations

SUBJECT: SENIOR CITIZENS

The Boardof Educationwill considerschoolrelatedprogramsfor senor citizensin accordance
with EducationLaw and/orregulationsof the Commissionerof Education. Such programsinclude
specialuseof schoolbusesschoollunchesandpartialtax exemptions.

EducationLaw Sectionsl502and1709(22)
Real Property Tax ha Section 467

Adopted: 8/9/04



2004 314C

CommunityRelations

SUBJECT: FLAG DISPLAY

In keepingwith StateEducationLaw and ExecutiveLaw, the Board of Educationacceptsits
duty to displaythe United Statesflag uponor nearead public schoolbuilding during schoolhours,
weathempermitting,and such othefmesas thestatutesnayrequireor the Boardmaydirect.

Whenorderedby the PresidentGovernor,or local official, to commemorata tragic eventor the
deathof an outstandingindividual, the flag shallbe flown at half-staff for the durationspecifiedin the
proclamation. The Superintendent'approvalshall be requiredfor the flag to be flown at half-staff
upon any other occasion. Regulationsfor seeking such approval shall be establishedin the
AdministrativeManual of the District.

The flag shall be displayedin every assemblyroom (i.e., the auditorium)including the room
wherethe Board of Educationmeetingsare conducted,as well as displayedin all roomsusedfor
instruction.

EducationLaw Sections418and419
ExecutiveLaw Sections402and403

Adopted: 8/9/04



2011 3150

POLICY

CommunityRelations

SUBJECT: SCHOOL VOLUNTEERS

TheBoardrecognizesheneedto developa schoolvolunteerprogramto supportDistrict
instructianal programsandextracurriculaactivities. Thepurposeof thevolunteemprogramwill beto:

a) Assistemployeesn providingmoreindividualizationandenrichmenbf instruction;

b) Build an understandingof school programsamong interestedcitizens, thus stimulating
widespreadhvolvementn atotal educationaprocess;

c) Strengtherschool/communityelationsthroughpositiveparticipation.

Volunteersarepersonsvho arewilling to donatetheirtime andenergiego assisiprincipals,
teachersandotherschoolpersonnein implementingvariousphase®f schoolprograms.Volunteers
shallservein thatcapacitywithout compensationr employedenefitsexceptfor liability protection
undertheDistrict'sinsurancgrogram.

An applicationshallbefil led outby eachprospectiverolunteerandforwardedto the District Office
for evaluation. Thebuilding principalwill forwardhis/herdecisionsconcerningselectionplacemenand
replacementf volunteerdo the Superintenderfor final evaluation.Following approvalfrom the
Superintendentf Schoolsyolunteersselectedor work in the District shallbeplacedon thelist of
approvedrolunteers.However the Superintendenttainstheright to approveor rejectanyvolunteer
applicationssubmittedor consideration.Theapprovedist shallbereviewedandupdatedannually.

Volunteerswvorkingwith theathleticprogramor a specificprogramon a consistenbasis shallbe
approvedy the Boardof Educatiorannually.

Administrativeregulationswill bedevdopedto implementhetermsof this policy.
VolunteerProtectiorAct of 1997,
42 United StatesCode(USC)Section14501etseq.

EducatiorLaw Sections3023and3028
PublicOfficersLaw Section18

NOTE: Referalsoto Policy#6540-- Defenseand Indemnitationof BoardMembersandEmployees

Adopted: 8/9/04
Revised: 02/14/2011




2004 321C

CommunityRelations

SUBJECT: VISITORS TO THE SCHOOL

All visitors shall be requiredto reportto the main office upon arrival at schooland statetheir
businessVisitationsto classroomdor any purposerequire permissionin advancefrom the building
principal in orderto allow teacherghe opportunityto arrangetheir scheduleso accommodateuch
requests.

When individual Board membersvisit the schools,they must abide by the regulationsand
procedureslevelopedy the administratiorregardingschoolvisits.

EducationLaw Section2801
Penal Law Sections 140.10 and 240.35

Adopted: 8/9/04



2004 322C

CommunityRelations

SUBJECT: PUBLIC EXPRESSION AT MEETINGS

All meetingsof the Boardshall be conductedn public, andthe public hasthe right to attendall
suchmeetings.Public expressiomat suchmeetingsshall be encouragednd a specific portion of the
agendashall providefor this privilege of the floor. At its discretion,the Board may invite visitors to
its meetingdo participatein theBoard'sdiscussion omatterson the agenda.

The Board of Educationreserveghe right to enterinto executivesessioras specifiedin Policy
#1730-- Executve Sessions

NOTE: Refer also to Policy #1730 Executive Sessions

Adopted: 8/9/04



2004 323C

CommunityRelations

SUBJECT: PUBLIC COMPLAINTS

Complaintsby citizensregardingany facet of the schooloperationoften can be handledmore
satisfactorilyby the administrativeofficer in chargeof the unit closestto the sourceof the complaint.
In mostinstancestherefore,complaintswill be madeto the building principal and/orhis/herassistant
if themattercannotberesolvedby theteachercoach,or otherschoolemployee.

If the complaintand relatedconcernsare not resolvedat this level to the satisfactionof the
complainant,the complaint may be carried to the Superintendentind/or one of his/her assistants.
Unresolvedcomplaintsat the building level must be reportedto the Superintendenby the building
principal. The Superintendennayrequire thestatemenof the complainanin writing.

If the complaint and related concernsare not resolved at the Superintendentevel to the
satisfactionof the complainantthe complaintmay be carriedto the Board of Education.Unresolved
complaints at the Superintendentlevel must be reported to the Board of Education by the
SuperintendentThe Board of Educationreservesthe right to require prior written reports from
appropriatgarties.

Adopted: 8/9/04



2004 324C

CommunityRelations

SUBJECT: STUDENT PARTICIPATION

Studentgrovideanimportantchannelof communicatiorwith parents anthe entire community.
Information concerningthe schools may be properly disseminatecthrough students.The School

District's administratorsshall review all messagesnd materialsprior to authorizingtheir dispersal
throughthe studentody.

Adopted: 8/9/04



2011 3250

POLICY

CommunityRelations

SUBJECT: PARENT-FACULTY ORGANIZATION

TheBoardof Educatiorrecognizeshatthegoalof the ParentFacultyOrganizations to developa
unitedeffort betweereducatorandthe generapublicto securdor everychild thehighestachiazement
in physical,academi@ndsocialeducation.Therefore staff membersandparentsareencouragetb join
the ParentFacultyOrganizatiorandto participateactivelyin its programs.The PFOis a schoolrelated
groupandmustreceiveofficial Boardof Educatiorapproval. The PFOmaynotdiscriminateon thebasis
of sex,sexualorientationcolor, race creed age nationalorigin, ethnicbackgroundgdisability, religion,
maritalstatuspr anyotheravailablecriteria.

Rulesandregulationswill beegablishedo governtheactivitiesof the PFO. TheBoardfurther
requireghat:

a) Financialrecordsshallbemaintainedn aformatdirectedby thedistrictandshallbe
submittecto the Boardof Educatioron anannuabasisno laterthanJune3d”. All records
shallbeavailablefor Boardand/orpublicinspection;

b) Contributionanustadherdo theDistrict'spolicy andregulationgegardingheacceptancef
gifts.

c) Theorganizatiormustsubmitarequesto functionasaschoolrelatedgroup,with officers
for thenewschoolcalendarearindicatedon saidapplication.This applicationmustbe
submittedannually,no laterthanJuly 1%, andapprovais requiredthroughBoardresolution,
prior to functioningasa schoolrelatedgroup.

Violationsto District policy mayresultin thedissolutionof theorganizatiorasa schoolrelated
entity.

Adopted: 8/9/04
Revised: 02/14/2011




2004 3251

CommunityRelations

SUBJECT: SHARED DECISION-MAKING AND SCHOOL-BASED PLANNING

The Board of Educationencouagesthe participationof the communityin improving education
in our schools.In accordancevith the regulationsof the Commissionerthe Board hasadopteda plan
for the effective participationof parents,teachersadministratorsand the school boardin shared
decisionmakingatthebuilding level. This planspecifies:

a) Theeducationaissueswhich are subjectto decisionsharingand cooperativeplanningat
theschoollevel;

b) Themannerand extent of thexpectednvolvementof all parties;

c) The meansand standardsby which all partieswill evaluateimprovementin student
achievement;

d) Themeansy whichall partieswill beheld accountable fahedecisionamade;
e) Theprocesswherebydisputeswill beresolvedatthelocal level;and

f)  The manne in which all stateand federalrequirementgor the involvementof parentsin
planninganddecisionmakingwill be coordinatedvith andmetby the overallplan.

A copy of the Plan for Participationby Teachersand Parentsin SchootBasedPlanningand
SharedDecisionMaking shall be availableat eachschoolandat the centraldistrict office; individual
copies of the plan will be provided upon request.

Everytwo years,the Boardshall review the plan to determineits effectivenessandto amendor
recertfy the plan, as neededAny amendmenbr recertificationof the plan will be developedand
adoptedn accordancevith section100.11 ofthe Regulationsof the Commissioner.

The amendedr recertified plan togetherwith a statemenbf the plan'ssuccessn achievingits
objectives,shall be submittedto the Commissioneiof Educationfor approvalno later than February
1st of eachyearin which biennialreview takesplace. The first suchreview shall be submittedto the
Commissioneno laterthan February 11996.

EducationLaw, Sections 101, 207, 215, 305(1)
Commissioner'®egulations, Section 100.11

Adopted: 8/9/04



2011 3260

POLICY
CommunityRelations

SUBJECT: BOOSTERCLUBS

Boosterclubsor otherrelatedorganizationgnaybe createdo promotecommunitysupportandto
raisefunds for specificschoolactivitiesor programs.The Boosterclub will bea schoolrelatedgroupand
mustreceiveofficial Boardapprovalindmaynotdiscriminateon thebasisof sex,sexualorientation,
color, nationalorigin, ethnicbackgroundgisability, religion or anyotherarbitrarycriteria.

Rulesandregulationswill beestablishedlo governtheactivitiesof boosterclubsandotherrelated
organizationsTheBoardfurtherrequireghat:

a.) Financialrecordsshallbe maintainedn aformatdirectedby thedistrictandshallbe submitted
to theBoardof Educatioron anannuabasisno laterthanJune3d”. All recordsshallbe
availablefor Boardand/orpublicinspection;

b) Contributionanustadherdo theDistrict'spolicy andregulationgegardingheacceptancef
gifts.

¢) Theorganizatiormustsubmitarequesto functionasaschoolrelatedgroup,with officers
for thenewschoolcalendarearindicatedon saidapplication.This applicationmustbe
submittedannually,no laterthanJuly 1%, andagprovalis requiredthroughBoardresolution,
prior to functioningasa schoolrelatedgroup.

Violationsto District policy or regulationgmayresultin thedissolutionof theclub or organization
asaschoolrelatedgroup.

New York StateCivil RightsLaw Sectiord0-c
Prohibitsdiscriminationonthe basisof race creed color,
nationalorigin, sex,maritalstatus sexualorientationor
disability.

Adopted: 8/9/04
Revised: 02/14/2011




2004 3270

CommunityRelations

SUBJECT: ADVERTISING IN THE SCHOOLS

Neitherthe facilities, the staff, nor the studentsof the SchoolDistrict shall be employedin any
mannerfor advertisingor otherwisepromotingthe interestsof any commercial political, or othernon
school agency, individual or organizati@xcept that:

a) Schoolsmay cooperatean furtheringthe work of any non-profit, communitywide, social
serviceagency,providedthat suchcooperationdoesnot restrictor impair the educational
programof the schools or conflict with Sectid®.6 of the Rule of theBoardof Regents;

b) Theschoolsmay usefilms or othereducationaimaterialsbearingonly simple mentionof
the producindirm;

c) The Superintendenbf Schoolsmay, at his/her discretion,announceor authorizeto be
announcedanylectureor othercommunityactivity of particulareducationamerit;

d) The schoolsmay, upon approvalof the Superintendenbf Schools,cooperatewith any
agencyin promotingactivitiesin the generalpublic interestthat are non-partisanandnon
controversial, and th@iromotethe educatiomndotherbestinterestof thestudents.

No materialsof acommercialhatureshallbe distributedthroughthechildren in attendance in the
Elmira Heights Central School District except as authorized by law or the Commissioner's
Reguldions.

New York StateConstitutionArticle 8, Sectionl
8 New York Code of Rules and Regulations
(NYCRR) Section 19.6

Adopted: 8/9/04



201¢ 3280

lofl
P O L I CY CommunityRelation:

SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT

School Facilities

It is the policy of the Board to encouragethe greatestpossibleuse of school facilities for
communitywide activities. This is meantto includethoseusespermittedby New York Statelaw with
the exclusionthat holding religiousworshipservicespr otherwiseusinga schoolas a houseofarship
is prohibited. Groupswishing to use the school facilities must securewritten permissionfrom the
Board of Educationor its designeeand abide by the rules and regulatlonsestabllsh dor stichuse
includingrestrictions oralcohol,tobaccoanddruguse. )

The District reservegheright to chargea fee for the useof its facilities Mmannerconsistent
with law, and ortermsspecifiedin regulation or byagreementvith such organizations.

Materials and Equipment
Exceptwhenusedin comectionwith or rentedunderprowsmnsef EducationLaw Section414,
schootowned materialsor equipmentmay be usedfor schoolrelatedpurposesonly. Private and/or
personaluseof schootowned materialsand equipmentis strictly ibited. The loan of equipment
and materialsfor public purposeshat servethe welfare of the co nityis allowed, aslong asthe
equipmentis not neededat that time for school purposesand thatthe proposedjsewnl not disrupt
normalschool operations.

ntto be loanedto staff membersvhensuch
ymeént,and to studentswhen the materialand
studiesor extracurricularactivities. Community
Isandequipmentonly for educationapurposes
allow theloan of equipmento local governments
he surroundingcommunity. The Board supportssuch
payermmoniesandis a moreefficient useof scarceor costly

The Boardwill pemit schoolmaterialsandequipi
useis directly or peripherallyrelatedto their emp
equipmentis to be usedin connectionwith thé
memberswill be allowedto useschootownedmate
thatrelateto schooloperationsThe Boardwill a
and other entities that benefit the welfare of
intermunicipal cooperatiorasit savest:
equipmentnd resources.

The District will developadministrativeregulationgto assureha useof schootownedmaterials
and/or equipmentcomplies with. the letter and spirit of this policy, including a descriptionof the
respectiverights and responsibifitiesof the School District/lenderand borrowerin relationto such
materialsandequi

EducatiorLaw Sectio

NY ConstitutionAfticle 8

NOTE: ReferalsotoPolicies#3281-- Useof Facilitiesby the Boy Scouts oAmerica and Patriotic
Youth Groups

#3410-- Code of Conduct on School Property

#5640-- Smoking/Tobacco Use

#7320-- Alcohd, Tobacco, Drugs and Other Substan@&sidents)

#7410-- Extracurricular Activities

District Code of Conduct

Adopted: 02/10/2014
Revised: ??/??/2015
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SUBJECT: USE OF FACILITIES BY THE BOY SCOUTSOF AMERICA AND
PATRIOTIC YOUTH GROUPS

To theextentthe District receivedundsmadeavailablethroughthe United StatesDepartmenbf
Educationand maintainsa "designatedopenforum” or a "limited public forum," asthosetermsare
definedin federalregulation,it will not denyany group officially affiliated with the Boy Scoutsof
Americaor any otherpatriotic youth grouplistedin Title 36 of the United StatesCodeequalaccesor
a fair opportunityto meet. Likewise, the District will not discriminateagainstany such group that
requestso conducta meetingwithin the District's designatedbpenforum or limited public forum,
including denying such accessor opportunity or discriminatingfor reasonsbasedon the group's
membershipr leadership criteria avathof allegianceto Godandcountry.

The District will provide groupsofficially affiliated with the Boy Scoutsof Americaor other
Title 36 patriotic youth group accesdo facilities andthe ability to communicateusingschootrelated
meansof communicatioron termsthatareno lessfavorablethanthe mostfavorabletermsprovidedto
other outside youth arommunitygroups.

The District is not requiredto sponsorany group officially affiliated with Boy Scoutsor any
otherTitle 36 patrioticyouthgroup.

20USCSection7905
36 USCSubtitlell
34 CFRParts75,76 and108

Refer also to Policy #3280 Use of SchooFacilities,Materialsand Equipment

Adopted: 02/10/2014
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SUBJECT: OPERATION OF MOTOR -DRIVEN VEHICLES ON DISTRICT PROPERTY

The use of motordriven vehicles,including cars, snowmobiles mini-bikes, motorcycles,all-
terrainvehicles(ATV's) and othersuchvehiclesis prohibitedon any schoolgroundsor areasexcept
for authorized school functions or purposes.

All studentvehiclesareto be registerd with the high schoolprincipal and parkedin authorized
areas only.

All vehiclesmovingon schoolgroundsshouldmoveat a rateof no morethan10 milesperhour.
All schoolvehiclesshouldconformto the traffic plansasapprovedby the Board of Educaion. This

appliesto all vehiclesdriven by Board Members,Administration, TeachersEmployees parentsand
students.

VehicleandTraffic Law Section1670

Adopted: 8/9/04
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SUBJECT: PUBLIC ACCESS TO RECORDS

Accessto recordsof the District shall be consistentwvith the rulesandregulationsestablishedy
the State Committeeon Open Governmentand shall comply with all the requirementf the New
York StatePublicOfficers Law Section 87.

A recordsacces officer shall be designatedy the Superintendensubjectto the approvalof the
Board of Education,who shall havethe duty of coordinatingthe SchoolDistrict's responsedo public
requesfor accesdo records.

Regulationsand proceduregertainingto accessindistrict recordsshall be asindicatedin the
School DistrictAdministrativeManual.

EducationLaw Section2116

Public Officers Law Section 87

21 New YorkCode of Rules and Regulations
(NYCRR) Part 9760

Adopted: 8/9/04
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION

The developmenbf centralizedcomputerbanksof educationatlatagivesrise to the questionof
the maintenancef confidentialityof suchdatawhile still conformingto the New York StateFreedom
of Information Law. The safeguardingf confidentialdatafrom inappropriateuseis essentiako the
succesf the District's operation.Accessto confidentialcomputerizeddatashall be limited only to
authorized personnel of the Sdh District.

It shall be a violation of the District's policy to releaseconfidential computerizeddatato any
unauthorizegersonor agency. Any employeewho release®r otherwisemakesimproperuseof such
computerizediatashallbe subject to disciphary action.

However,if the computerizednformationsoughtis availableunderthe Freedomof Information
Law andcanberetrievedby meansof existingcomputerprogramsthe District is requiredto disclose
such information.

Family Educational Rightand Privacy Act of 1974
20 United States Code (USC) 1232(g)

34 Code of Federal RegulatiofGFR) Part 99
Public Officers Law Section 84 et seq.

Adopted: 8/9/04
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY

The District hasdevelope andwill amend,as appropriatea written Code of Conductfor the
Maintenanceof Orderon SchoolProperty,including schoolfunctions,which shall governthe conduct
of studentsteachersand other schoolpersonnelas well as visitors. The Board of Eduation shall
further provide for thenforcemenof such Code of Conduct.

For purposef this policy, andthe implementedCodeof Conduct,schoolpropertymeansn or
within any building, structure athletic playing field, playground parkinglot or land containedwithin
thereal propertyboundaryline of the District's elementaryor secondaryschools,or in or on a school
bus; and a school function shalkanaschoolsponsored extracurriculaventor activity.

The District Code of Conduct has been devdoped in collaborationwith student, teacher,
administratorand parent organizations, scheafetypersonneandotherschoolpersonnel.

The Codeof Conductshallinclude,ata minimum,thefollowing:

a) Provisionsregardingconduct,dressand languagedeened appropriateand acceptableon
school property and at school functions, and conduct, dress and language deemed
unacceptableand inappropriateon school property provisionsregardingacceptablecivil
andrespectfuktreatmenbf teachersschooladministators,otherschoolpersonnelstudents
and visitors on school property and at school functions; the appropriate range of
disciplinarymeasuresvhich may be imposedfor violation of suchCode;andthe roles of
teachers, administrators, other school persomel, the Board of Education and
parents/persons in parentalationto the student;

b) Standards and procedures to assemirityandsafetyof students and school personnel;

c) Provisionsfor the removalfrom the classroomandfrom schoolproperty,including school
and/or approved function, of studeatsdotherpersonswvho violatethe Code;

d) Provisionsprescribingthe periodfor which a disruptivestudentmay be removedfrom the
classroomfor eachincident, providedthat no such studentshall return to the classroom
until the principal (or his/her designatedSchool District administrator)makesa final
determinationpursuantto EducationLaw Section3214(3a)(c) or the period of removal
expireswhichevers less;

e) Disciplinary measurego be takenfor incidents involving the possessiomr useof illegal

substancesr weaponsthe useof physicalforce, vandalism,violation of anotherstudent's
civil rights,harassment antireats of violence;

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

f)

9)

h)

)

K)

Provisions for detention, suspensionand removal from the classroomof students,
consistentwith EducationLaw Section3214 and other applicablefederal, stateand local
laws, including provisions for school authoritiesto establishproceduresto ensurethe
provisionof continuededucationaprogrammingand activitiesfor studentsemovedfrom
the classroom, placed in detention, or suspendedfrom school, which shall include
alternative educationgrogramsappropriate to individual student needs;

Proceduredy which violationsarereportedanddeterminedandthe disciplinarymeasures
imposedand carried out;

Provisionsensuringthe Codeof Conductandits enforcemenarein compliancewith state
andfederallawsrelatingto studentswith disabilties;

Provisionssettingforth the proceduredy which local law enforcementagenciesshall be
notified of Codeviolationswhich constitutea crime;

Provisionssettingforth the circumstancesinderand proceduresy which parents/persons
in parentarelationto the student shall beotified of Code violations;

Provisionssettingforth the circumstancesinderand proceduresy which a complaintin
criminal court, a juvenile delinquencypetition or personin needof supervision("PINS")
petitionwill befiled;

Circumstancesunder and proceduresby which referral to appropriatehuman service
agencies shall bmade;

A minimum suspensiomperiodfor studentsvho repeatedlyare substantiallydisruptive of

the educationalprocessor substantiallyinterfere with the teacher'sauthority over the
classroomprovidedthat the suspendingauthority may reducesuch period on a caseby-

casebasisto be consistentwith any other state and federal law. For purposesof this

requirement, as defined in Commissioner'sReguhtions, "repeatedly is substantially
disruptiveof the educationaprocessor substantiallyinterfereswith the teacher'sauthority
over the classroom”shall meanengagingin conductwhich resultsin the removal of the
studentfrom the classroomby teachefs) pursuantto the provisionsof EducationLaw

Section3214(3a) andthe provisionssetforth in the Codeof Conducton four (4) or more
occasiongluringa semestemr three ormoreoccasiongluringa trimester,asapplicable;

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

n) A minimum suspensiorperiod for actsthat would qualify the studentto be definedas a
violent studentpursuanto EducationLaw Section3214(2a)(a). However,the suspending
authority may reducethe susgnsionperiod on a caseby-casebasisconsistentwith any
other state and federal law;

0) A Bill of Rights and Responsibilitiesof Studentswhich focusesupon positive student
behavior,and which shall be publicized and explainedto all studentson an annualbasis;
and

p) Guidelines angbrogramdor in-serviceeducation progranmi®r all District staff memberso
ensureeffectiveimplementatiorof schoolpolicy on schoolconductanddiscipline.

The Codeof Conducthasbeenadoptedby the Board of Educationonly after at leastone public
hearingthat providedfor the participationof school personnel parents/persons parentalrelation,
students,and any other interestedparties. Copies of the Code of Conductshall be disseminated
pursuanto law andCommissioer'sRegulations.

The District's Codeof Conductshallbereviewedon anannualbasis,andupdated asecessarn
accordancewith law. The School Board shall reapproveany updatedCode of Conductor adopt
revisions only after at least onél) public heang that providesfor the participationof school
personnel, parents/persons in parental relasiralentsandanyotherinterestedgarties.

The District shall file a copy of its Codeof Conductand all amendmentso the Codewith the
Commissionepof Educationno laterthanthirty (30) days after thenespective adoptions.

EducationLaw Section2801and3214

Family Court Act Articles 3 and 7
VehicleandTraffic Law Section142

8 New York Code of Rules and Regulations
(NYCRR) Section 100.2(1)(2)

NOTE: Referalsoto Policy#7310-- SchoolConductandDiscipline
District Code of Conduct on Schd®operty

Adopted: 8/9/04
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POLICY

CommunityRelation:

SUBJECT: PROHIBITION OF WEAPONS ON SCHOOL GROUNDS

With the exceptionof law enforcemenbfficers, as permittedby law, and individuals who have
the expresswritten permissionof the Board of Educationor its designeeno personmay havein
his/herpossessioanyweaponon schoolgrounds,n any District building, on a schoolbusor District
vehicle,or at anyschoolsponsoredctivity or settingunderthe controlandsupervisiorof the District.
This prohibition shall include, but not be limited to: any of the objectsor instrumentsreferredto in
Section265.01 of the New York StatePenalLaw; any air-gun, springgun or other instrumentor
weaponin which the propelling force is a spring, air, piston or CO2 cartridge;and any object that
couldbeconsideredreasonabléacsimileof aweapon.

PenalLaw Section65.01265.06,265.20

NOTE: Refer also to Policies #3410Codeof Conducton SchoolProperty
#7313-- Suspensiof Students
#7360-- Weaponsn Schoolandthe Gun-FreeSchoolsAct

Adopted: 8/9/04
Revised: 05/12/2014
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SUBJECT: THREATS OF VIOLENCE IN SCHOOL

The SchoolDistrict is committedto thepreventionof violenceagainstanyindividual or property
in the schoolsor at schoolactivitieswhethersuchactsand/orthreatsof violenceare madeby students,
staff, or others.Threatsof violenceagainststudentsschoolpersamnel and/orschoolpropertywill not
betoleratedwhetheror not suchthreatsoccuron schoolgroundsor duringthe schoolday.

Any actsand/orthreatsof violence,includingbombthreats whethermadeorally, in writing, or
by e-mail, shallbe subjectto appropriatedisciplinein accordancevith applicablelaw, District policies
andregulationsaswell asthe Codeof Conductfor the Maintenanceof Order on SchoolPropertyand
collectivebargainingagreementsasmaybe necessary.

While acknowledging amndividual'sconstitutional rights, including applicable due process
rights, the District refusego condoneacts and/or threats of violenagnich threaten the safety and well
being of staff, studentsand the school environment.Employeesand studentsshal refrain from
engagingn threatsor physical actionsvhich create a safetyazardfor others.

All staff who are madeawareof physicalactsand/orthreatsof violencedirectedto studentsor
staff areto reportsuchincidentsto the building principal/cesigneewho shallreportsuchoccurrences
to the SuperintendentAdditionally, the building principal/designeawvill also report occurrencesof
violence, whetherinvolving an actual confrontationor threat of potential violence, to the school
psychologistand/orDirector of SpecialEducationif applicable.Local law enforcementgenciesnay
be calledasnecessarypon thedeterminatiorof the Superintendent/designee.

Studentsareto reportall actsand/orthreatsof violence,including threatsof suicide,of which
they are awareby reportingsuchincidentsto the schoolhotline, a faculty member,or the building
principal.

The District reservesthe right to seek restitution, in accordancewith law, from the
parent/guardiamand/orstudentfor any costsor damageswvhich had beenincurredby the District asa
resultof thethreatsor acts ofviolencein theschools.

This policy will be enforcedin accordancewith applicablelaws and regulations,as well as
collective bargainingagreementsand the Code of Conduct as may be necessaryAdditionally, this
policy will be disseminatedasappropriateto studentsstaff, and parentsandwill be availableto the
general public upon request.

Regulationsvill bedevelopedo addressafetyconcernsn theschoolsandappropriatesanctions
for violationsof this policy by studentswill beaddresseth the Code of Conduct

Adopted: 8/9/04
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O L I CY CommunityRelation:

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE SCHOOL
DISTRICT

The Board of Educationis committedto providing an environmentfree from discriminationand
harassmentAccordingly, the Board prohibits discrimination and harassmenbn the basis of race,
color,religion, nationalorigin, sex,sexualorientation age disability or otherlegally protectedcategory.
Further it is the position of the Board of Educationthat theserights to prohibit discrimination or
harassmenextendto all employees,inclusive and exclusive of membershipin a protectedclass.
Suchactionsand occurrencesire prohibitedregardles®f whethertheytake placeon School District
premisesr atschoolsponsored events, programsactivities held at other locations.

Prohibited Conduct

Determinationsasto whetherconductor occurrencegonstitutediscriminationor harassmenfor
the purpose=f this Policy andits implementingAdministrative Regulationswill be madeconsistent
with applicablelaw. Suchdeterminationsmay dependupon a numberof factors,including but not
limited to: the particular conduct or occurrence at issueates of thepartiesinvolved, the context in
which the conductor occurrencetakes place, the relationshipof the partiesto one another,the
categoryor characteristichatis allegedto havebeenthe basisfor the actionor occurrenceandother
considerationasare necessargndconsistentith law. The characterizationandexampledelow are
intendedto serveas a generalguide for individuals in determiningwhetherto file a complaintof
discriminationor harassmentand shouldnot be construedto add or limit the rights individuals and
entities possess asratterof law.

Discriminationis, generallythe practice of conferring adlenyingprivileges onthe basis (but not
limited to) of membershipn a legally protectedclass Discriminatoryactionsmayinclude,but arenot
limited to: refusingto promoteor hire anindividual on the basisof his/hermembershipn a protected
class, denying an individual accessto facilities or educationalbenefits on the basis of his/her
membership in a protected class, or impemissibly instituting policies or practices that
disproportionately and adverseigpactmembersf a protectedlass.

Harassmengenerallyconsistsof subjectingan individual, on the basis(but not limited to) of
his/hermembershipn aprotectectlassto conductand/orcommunicationghataresufficiently severe,
pervasivepr persistenaisto havethe purposeor effectof: creatinganintimidating,hostile,or offensive
environment; substantiallyor unreasonablyinterfering with an individual's work or a student's
educationalperformanceppportunities,benefits,or well-being; or otherwiseadverselyaffecting an
individual'semploymenbr educationabpportunities.

Harassmentcan include unwelcome verbal, written, or physical conduct which offends,
denigratesor belittles anindividual becaus®f his/hermembershipn a protectealass (or extended to
all employeesasdescribedabove).Suchconductincludes,but is not limited to: derogatoryremarks,
jokes,demeaningcommentsor behavior,slurs, mimicking, namecalling, graffiti, innuendo,gestures,
physical contact, stalking, threatening,bullying, extorting, or the display or circulation of written
materialsor pictures.

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

Civil Rights Compliance Officer

The District will designateone or moreindividualsto serveasCivil Rights ComplianceOfficer.
The Civil Rights ComplianceOfficer will be responsiblefor coordinatingthe District's efforts to
comply with and carry out its responsibilitiesregarding non-discrimination and anti-harassment,
includinginvestigation®f complaintsallegingdiscrimination harassmengr thefailure of the District
to comply with its obligations under relevant non-discrimimation and antrharassmentaws and
regulationge.g.,the Americanswith DisabilitiesAct, Title IX of the EducationAmendmentf 1972,
and Section 504 of thRehabilitation Act of 1973)and the expectatiortd the Board of Education.

Prior to the beginnng of each school year, the District shall issue an appropriatepublic
announcementdr publicationwhich advisesstudentsparents/guardiangmployeesand otherrelevant
individualsof the District'sestablishedjrievanceproceduresor resolvingcomplantsof discrimination
and harassment.Included in such announcementor publication will be the name, address,
telephonenumber,andemailaddress of the Civil RightSomplianceOfficer(s).

The Civil Rights ComplianceOfficer(s) for theDistrict is/are:

ElementarySchool Principal

Middle School Principal

Investigation of Complaints and Grievances

The School District will actto promptly, thoroughly,and equitablyinvestigateall complaints,
whetherverbal or written, of discriminationand/or harassmenbased on any of the characteristics
describedabove, and will promptly take appropriateaction to protect individuals from further
discriminationor harassmentin the eventan anonymouscomplaintis filed, the District will respond
to the extent possible.

It is essentialthat any individual who is awareof a possibleoccurrenceof discriminationor
harassmentmmediately report such occurrence All reportswill be directed or forwardedto the
District's designatedCivil Rights ComplianceOfficer(s). Suchcomplaintsare recommendedo be in
writing, althoughverbalcomplaintsof discriminationor harassmenuill alsobe promptlyinvestigated
in accordancewith applicablelaw and District policy and procedure.ln the eventthe Civil Rights
Compliance Officer is the alleged offender, the report will be directed to another Civil Rights
ComplianceOfficer, if the District hasdesignatedgnotherindividual to servein sucha capacity,or to
the Superintendent.

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

To the extentpossible,all complaintswill be treatedas confidential. Disclosuremay, however,
be necessaryto completea thorough investigationof the chargesand/or notify law enforcement
officials.

If an investigationrevealsthat discriminationor harassmenihasoccurred,the District will take
immediatecorrective action as warranted.Such action will be takenin accordancewith applicable
laws and regulations,as well as any and all relevant codes of conduct, District policies and
administrativeregulationscollectivebargainingagreementsand/or thirdparty contracts.

Knowingly Makes FalseAccusations

Any employeeor student whdnowinglymakesfalseaccusationsigainstanotherindividual asto
allegation=of discriminationor harassmenill face appropriatelisciplinary action.

Prohibition of Retaliatory Behavior

The Board prohibits any retaliatorybehaviordirectedagainstcomplainantsyictims, witnesses,
and/or any other individuals who partiagpatedin the investigationof a complaintof discrimination
and/orharassmeniComplaintsof retaliationmay be directedto the Civil Rights ComplianceOfficer.
In the eventthe Civil Rights ComplianceOfficer is the allegedoffender,the reportwill be directedto
anotherCivil Rights ComplianceOfficer, if the District hasdesignatedanotherindividual to servein
suchacapacity, or to the Superintendent.

Where appropriate,follow-up inquiries will be made to ensurethat discrimination and/or
harassmerhas notresumedand that those involved in tivestigationrhave not suffered retaliation.

Additional Provisions

Regulationswill be developedfor reporting, investigating, and remedying allegations of
discriminationand/orharassment.

In orderto promote familiarity with issuespertainingto discriminationand harassmenin the
schools,and to help reduceincidents of prohibited conduct,the District will provide appropriate
informationand/ortrainingto staff and studentsAs maybe necessary, spectiraining will beprovided
for individuals involvedn the investigation of discriminaticend/orharassmentomplaints.

A copy of this policy andits accompanyingegulationswill be availableuponrequestand will
be posted and/or publishedapproprate locations and/or school publications.

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

This policy should not be read to abrogateother District policies and/or regulationsor the
District Code of Conduct prohibiting other forms of unlawful discrimination, harassmentand/or
inappropriate behavior within this District. It is timtentionof the District that all such policies and/or
regulationsbe read consistentlyto provide protectionfrom unlawful discriminationand harassment.
However,different treatmentof any individual which hasa legitimate,legal, and nondiscriminatory
reason shall not be considereda@lation of District policy.

Age Discriminationin EmploymentAct, 29 USCSection621
Americanswith DisabilitiesAct, 42 USC Section12101etseq.
Section504of the RehabilitationAct of 1973,29 USC Section794etseq.
Title VI of the Civil RightsAct of 1964,42 USC Section2000det seq.

Title VII of the Civil RightsAct of 1964,42 USC Section2000eet seq.
Title IX of theEducationrAmendment®f 1972,20 USC Section1681etseq.
EducatiorLaw Section2801(1)

ExecutiveLaw Section290etseq.

NOTE: Referalso to Policies #6120 EqualEmploymentOpportunity
#6121-- SexualHarassmet of District Personnel
#6122-- EmployeeGrievances
#7552-- Dignity For All Students Act
#7551-- SexualHarassmendf Students
District Code of Conduct

Adopted: 08/09/2004
Revised: 02/26/2015
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SUBJECT: STATEWIDE UNIF ORM VIOLENT INCIDENT REPORTING SYSTEM
(UVIRS)

In compliancewith the Uniform Violent IncidentReportingSystem the District will recordeach
violent or disruptiveincident that occurson school propertyor at a schoolfunction. On or before
SeptembeBO of eachyear(commencing2002),the District will submitanannualreportof violent or
disruptiveincidentsto theCommissioneof Educationn themannermprescribed.

The District will establishocal proceduregor the reportingof violent or disruptiveincidentsby
eachbuilding and/orprogramunderits jurisdiction. Copiesof suchincidentreportswill be retained
for the time prescribedby the Commissionerin the applicablerecordsretention schedule.These
reportswill beavailablefor inspectionby the StateEducationDepartmentiponrequest.

All personallyidentifiable informationincludedin a violent or disruptiveincidentreportwill be
confidential and will not be disclosedto any personfor any purposeother than that specifiedin
Section28020f the EducationLaw, except as otherwisauthorizedoy law.

Beginningwith the 20022003 schoolyear,the District will includea summaryof the District's
annualviolent or disruptiveincidentreportin its SchoolDistrict ReportCardin the format prescribed
by theCommissioner.

EducationLaw Section2802
8 New York Code of Rules and Regulations
(NYCRR) Section 100.2 (gg)

Adopted: 8/9/04
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SUBJECT: EMERGENCY CLOSINGS

In the eventit is necessaryto close sclool for the day due to inclementweatheror other
emergencyeasonsannouncemerthereofshallbe madeover local radio stations or television stations
designatedy the Boardof Education.

Whenschoolis closed,all relatedactivities,including athletc eventsand studentactivities, will
ordinarily be suspendedbr thatdayandevening.

The attendance of personisélall be governed by thaespectivecontracts.

Adopted: 8/9/04
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SUBJECT: ADMINISTRATIVE PERSONNEL

Administrativeandsupervisorypersonneshallbeconsideredo bethoseDistrict employees
officially designatedby Boardof Educatioractionasresponsibldor theadministrativeandsupervisory
tasksrequiredto carryout Boardof Educatiorpolicy, programsgdecisionsandactions.

Theseemployeeshallmeetall certificationand/orCivil Servicerequirementasoutlinedin New
York StateCivil ServiceLaw, andthe RulesandRegulatios promulgatedy the Commissioneof
Educatiorof New York State. Theadministrativeandsupervisorystaff mustbe eligible to meetthese
requirementstthetime of employment.

TheBoardof Educatiorrecognizeshatthereareno clearlydefinedguidelines for determining
administrativeandsupervisoryenureareasandthatasingledistrictwidei a d mi n itepureareatan r 0
beestablished However the Boardof Educatiorfurthersdefinesadministrativeaenureareaghatalign
with the consideratiorof thetype,quality andbreadthof theresponsibilitiesssociategvith various
administrativgoositions. Most notablein thetenureareaof building principal,theboardwill continueto
appointbuildinglevel principalsto a specifictenureareaalignedwith the buildingtheyserve. Thetenure
areasncludethedesignatiorof High SchoolPrincipalat ThomasA. EdisonHigh School,Middle School
Principalat CohenMiddle SchoolandElementaryPrincipalat CohenElementaryschool. Shouldthere
beaneedio consolidateservicesf Principalsacrosghedistrict, it shallbetheresponsibilityof the
Superintendertb assigrgradelevelsto beservedTheHigh SchoolPrincipalshallserveall gradelevels
assignedo ThomasA. EdisonHigh School,The CohenElementaryPrincipalor CohenMiddle School
Principalshallbeassignedo serveanygradelevel housedn the NathanCohenbuilding.

Assistantandor AssociatePrincipalsor Directorsshallbe designatedh a specifictenureareaatthe
time of appointmenand shallserveto assisthe Principalof thebuildingtheyareassigned.In addition
specificDirectorpositionsandthe CSEChairwill beassignedby the Superintenderdf Schools.

8 New York Codeof RulesandRegulations
(NYCRR) Subpart$0-1, -2 and-3
EducationLaw Section1709

Adopted: 8/9/04
Revised 04/28/10



SUBJECT:

2004 4210

Administration

ADMINISTRATIVE ORGANIZATION AND OPERATION

The basi@rinciplesof AdministrativeOrganization an@perationare:

a)

9)

The working relationshipsshall involve two (2) types of officers: line and staff. Line

organizationinvolves a direct flow of authority upwardand downwardfrom chief school

officer to building principal. A line officer has power and authority over subordinates.
Staff officers do not standin the direct line of authority; they serveas coordinatorsor

consultants.

TheBoardof Educationshallformulateandlegislateeducationapolicy.

Administrative regulationsshall be developedby the chief school officer in cooperation
with affected olinterested stafimembersor lay persons.

The central office staff shall provide overall leadershipand assistancen planning and
research.

A reasonablémit shallbe placeduponthe numberof personsith whomanadministrator
shallbe expectedo work effedively.

Areasof responsibilityfor eachindividual shallbeclearlydefined.

Thereshall be full opportunityfor completefreedomof communicatiorbetweerall levels
in the school staff.

Adopted: 8/9/04
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Administration

SUBJECT: LINE RESPONSIBILITY

All employee®f the District shallbe underthe generaldirectionof the SuperintendentlTeachers
shallbeimmediatelyresponsiblgo the principal of the building in which theywork. Other employees
shall be immediatelyresponsibleto the administrativepersonnelunderwhom they work directly.

Thelinesof responsibility/reportinghallbeasdepicted orthe organizationathart.

Adopted: 8/9/04
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2004 422C

Administration

SUBJECT: ABOLISHING AN ADMINISTRATIVE POSITION

Existing administrativepositions shall not be abolishedby the Board of Educationwithout
previous written notification of the impendingabolition. Suchwritten notification is to be servedto
theindividual currentlyholdingthat position.In all casegheindividual currentlyholdingthe position
should receive asiuchadvance notice as possible

EducationLaw Section3013

Adopted: 8/9/04
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Administration

SUBJECT: ADMINISTRATIVE AUTHORITY DURING ABSENCE OF THE
SUPERINTENDENT OF SCHOOLS

The Superintendentof Schools shall delegateto another administrator the authority and
responsibilityfor making decisionsandtaking suchactionsas may be requiredduring the absencef
the Superintendent.

Adopted: 8/9/04
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Administration

SUBJECT: ADMINISTRATIVE LATITUDE IN THE ABSENCE OF BOARD POLICY

From time to time problemsand new questionsarise for which no specific policy has been
prepared.Membersof the administrativestaff shall act in a mannerconsistentwith the existing
policies of the SchoolDistrict and shall alert the Syperintendenbf Schoolsto the possibleneedfor
additional policydevelopment.

Adopted: 8/9/04
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Administration

SUBJECT: USE OF COMMITTEES

Standingand/or ad hoc committeesmay be appointedto study andto recommed coursesof
actionin responseo departmentbpuilding or District needs.Thesecommitteesmay be appointedby
the Board of Education,the Superintendenbr other administrators,with the knowledge of the
Superintendentand in accordancewith the range of responsibilitiesof the appointing body or
administratoto whom thecommitteeshall report. The compositionof eachcommitteeshall reflectits
purposeandeachcommitteeshallhavea clearassignment.

Adopted: 8/9/04
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Administration

SUBJECT: EVALUATION OF THE SUPERINTENDENT AND OTHER
ADMINISTRATIVE STAFF

Superintendent

The Board of Education shall conduct annually a formal performanceevaluation of the
SuperintendentThe formal proceduresisedto completethe evduation areto be filed in the District
Office, andto be madeavailablefor reviewby anyindividual, no laterthanAugust1 of each year.

The formal performanceproceduresshall include written criteria, a descriptionof the review
proceduresprovisiors for postconferencingand methodsusedto recordresultsof the evaluation.
The Superintenderghallbe granted the opportunity to respondiie evaluationin writing.
Evaluation of Administrative Staff

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

Thepurpose®f this evaluationare:

a) Todetermingheadequacyf administrativestaffing;

b) Toimproveadministrativeeffectiveness;

c) To encourage angromoteself-evaluationby administrativepersonnel;

d) To provide a basis for evaluatingdgmentsoy the Superintendent and the Board;

e) Tomakedecisions aboutontinued employmentith the District.

8 New York Code of Rules and Regulations
(NYCRR) Section 100.2(0)(2)

Adopted: 8/9/04
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Administratior

SUBJECT: SUPERINTENDENT OF SCHOOLS

a)

9)

h)

As chief executiveofficer of the Boardof Education he/sheshall attendall regular,special,and
work meetingsof the Board exceptthat the Superintendentmay be excludedwhen his/her
employmentontractor performarteis discussed in executive session.

He/sheshalladministerall policies and enforcall rulesandregulationsof the Board.

He/sheshall constantlyreview the local schoolsituationand recommendo the Board areasin
which new policies seem to be nedd

He/she shall be responsiblefor organizing, administering, evaluating, and supervisingthe
programsandpersonnebf all schooldepartmentanstructional anahon-instructional.

He/she shaltecommendo the Board thappointmenof all instructionalandsupportpersonnel.

He/sheshall be responsiblgor the preparatiorand recommendationo the Board of the annual
School District budgetin accordancewith the format and developmentplan specifiedby the
Board.

He/sheshall acquaintthe public with the activities and needsof the schoolsthrough his/her
written andspokenstatementsandshall be responsibldor all newsreleasegmanatingrom the
local schools.

He/sheshall be responsibldor the constructionof all salaryscalesandfor the adminstrationof
the salaryplanapprovedy the Board.Someof thesesalaryscaleswill be developedwithin staff
contracts negotiated under the provisions ofTtéydor Law.

He/sheshalldeterminghe needandmakeplans for plant expansion and renovation.

He/sheshallberesponsibldor recommendingdor hire, evaluatingpromoting,anddismissingall
professional and neprofessionaktaff personnel.

He/sheshall prepareor supervisethe preparatiorof the teacher'shandbook staff bulletins, and
all otherDistrict-wide staff materials.

He/sheshall plan and coordinatethe recruitmentof teachersandotherstaff to assurehe District
of the best available personnel.

He/sheshall plan and conducta programof supervisionof teachingstaff that will haveasits
goal the improvementof instruction,and, at the sametime, will assurethat only the teachers
foundto be of ahigh degreeof competencavill berecommendetbr tenure.

(Continued)
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Administratior

SUBJECT: SUPERINTENDENT OF SCHOOLS (Contd.)

n) He/sheshall cortinually strive to distinguishfor all concernedbetweenthe areasof policy
decisionsappropriateto the Board and managementecisionsappropriateto the District's
administrativepersonnel.

0) He/sheshall, whennecessarynd/ordesirabletransfersuchpersonnelashe/sheanticipateswill
function more effectively in otherpositions.Thesetransfersshall be madewithin the guidelines
of state laws, Distrigboliciesand negotiated contracts.

p) He/she shall submit the data from the School Report Card and/a other such reports of
student/Districtperformanceas prescribedby and in accordancewith requirementsof the
Commissionepf Education.

EducationLaw Sectionsl711and3003
8 New York Code of Rules and Regulations
(NYCRR) Section00.2(m)

Adopted: 8/9/04
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Administratian

SUBJECT: SUPERINTENDENT - BOARD OF EDUCATION RELATIONS

The Board of Educationis accountabldor all pursuits,achievementsnd dutiesof the School
District. The Board'sspecificrole is to deliberateandto establishpolicies for the organization.The
Boarddelegateshe necessargputhorityto the Superintendentvho, actingaschief executiveofficer, is
heldaccountabléo the Boardfor compliancewith its policies.

a) With respectto School District goals and objectives, the Board will establishbroad
guidelinesto be observedin the developmentof further policy and action. The Board
reserves theaght to issue either restrictiver generapolicy statements.

b) Generally,the Superintendenwill be empoweredto assignand use resourcesemploy,
promote,disciplineanddeploystaff; to translatepoliciesof the Boardinto action;to speak
as agentof the Board; to organizeand delegateadministrativeresponsibilities;and to
exercise such oth@owersas arecustomaryfor chief executives.

c) The Superintendentmay not perform, cause,or allow to be performedany act that is
unlawful, in violation of commonlyacceptedusinessand professionakthics;in violation
of anycontractinto which the Boardhasenteredpr, in violation of policiesadoptedoy the
Boardthatlimit the Superintendentauthority.

d) Shouldthe Superintendenor his/herdesigneeconsiderit unwiseor impracticalto comply
with an explicit Board policy, the Superintendentwill inform the Board of that
deternination. The Board willdecidewhethersuchjudgmentwas warranted.

EducationLaw Section1711

Adopted: 8/9/04
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Administratior

SUBJECT: ADMINISTRATIVE STAFF

School Business Manager

The School BusinessManagershall be responsiblefor all phasesof the District's business
activity, as set forth in Section 5000 of the Policy Manual, and shall report directly to the
Superintendent of Schools.

Building Principals

The building principals are the educationalexecutivesof the school centers.They have the
responsibilityfor executingBoardof Educationpoliciesin the schools.The Principalsareresponsible
for all duties assignedto him/her by the SuperintendentThey are directly responsibleto the
Superintendent of Schools.

Director of Curriculum/Staf f Development and CSE Chair
The Director of Curriculum/Staff Development/CSEChair shall be responsiblefor the
coordinationof district wide curriculum/staffdevelopmentandshalladministrateall phaseselativeto

the CSE process. The administratoris responsiblefor all duties assignedto him/her by the
Superintendent and is directly responstbléhe Superintendemf Schools.

8 New York Code of Rules and Regulations
(NYCRR) Section 80.4

Adopted: 8/9/04
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Administratior

SUBJECT: PROFESSIONAL DEVELOPMENT OPPORTUNITIES

The Board of Educationshall encourageadministratorso keepthemselvesnformedof current
educationaltheory and practice by study, by visiting other school systems,by attendanceat
educationatonferencesandby suchothermeansasareappropriate.

The approvalof the Superintendent shaltle requiredfor any conferenceattendancer visitations
requested bydministrators.

Participation shall bémited by available resources aneimbursemenguidelines.

General MunicipaLaw Section 71

Adopted: 8/9/04
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Administratior

SUBJECT: COMPENSATION AND RELATED BENEFITS

The salariesand relatedbenefitsof administratorsshall be setannuallyin accordanceavith the
negotiatecagreemenbetween th&uperintenderdand theElmira HeightsAdministrativeCouncil.

Adopted: 8/9/04
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Non-Instructional/Busines
Operations

SUBJECT: BUDGET PLANNING AND DEVELOPMENT

Budgetplanninganddevelopmentor the District will be anintegralpartof programplaming so
thatthe annualoperatingbudgetmay effectively expressaandimplementprogramsandactivitiesof the
SchoolSystem.Budgetplanningwill be a yearroundprocessnvolving participationof District-level
administratorsprincipals, directors,coordnators, teachers,and other personnel. The process of
budget planning and developmentshould allow for community input and contain numerous
opportunitiedor publicinformationandfeedback.

The Superintendentwill have overall responsibility for budget preparation,including the
constructionof and adherenceto a budget calendar.Programmanagerswill develop and submit
budgetrequestdor their particularareasof responsibilityafter seekingthe adviceand suggestion®f
staff members.

Principalswill developand submit budgetrequestsfor their particularschoolsin conjunction
with the adviceand suggestion®f staff membersaandtheir own professionajudgment.Eachschool's
budgetrequestwill be the principal'srecommendatioras to the most effective way to useavailable
resourcesn achievingprogresstoward the approvededucationalobjectivesof the school. Program
budgetsand schoolbudgetswill reflect stateand/orfederalrequirementsspecialsourcesof funding,
andDistrict objectives and porities.

The Board will give considerationto budget requests,and will review allocations for
appropriateness and for their consistency withSchooSystem'sducational priorities.

All budgetdocumentdor distributionto the public shallbein plain languageandorganizedn a
mannerwhich bestpromotespublic comprehensionf the contents Documentsshall be completeand
accurateand containsufficient detail to adequatelynform the public regardingsuchdataasestimated
revenuesproposedexpendtures, transfersto otherfunds, fund balanceinformation, and changesn
suchinformationfrom the prior'ssubmittedbudget.

The budgetwill be presentedn three(3) componentsvhich areto be voted uponasone (1)
proposition:

a) A program componentwhich shall include, but need not be limited to, all program
expenditure®f the SchoolDistrict, including the salariesand benefitsof teachersandany
schooladministrator®r supervisorsvho spendamajority of their time performingteaching
duties,andall transportatioroperatingexpenses;

(Continued)
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Non-Instructional/Busines
Operations

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

b)

A capital componentwhich shall include, but neednot be limited to, all transportation
capital, debt service, and lease expenditures;costs resulting from judgmentsand tax

certiorari proceedingsor the paymentof awardsfrom court judgments,administrative
ordersor settledor compromisedclaims; and all facilities costsof the School District,

includingfacilities leasegxpendituregheannial debtserviceandtotal debtfor all facilities

financedby bondsandnotesof the SchoolDistrict, andthe costsof constructionacquisition,
reconstruction,rehabilitation or improvementof school buildings, provided that such
budgetshall include a rental, operationsand maintenancesectionthat includesbaserent
costs, total rent costs,operationand maintenanceharges cost per squarefoot for each
facility leasedby the District, and any and all expendituresassociatedwith custodial
salariesand benefits,servicecontracts,supplies,utilities, and maintenanceand repairsof

school facilities; and

An administrativecomponentwhich shall include, but neednot be limited to, office and
centraladministrativeexpensestravelingexpensesindsalaresandbenefitsof all certified
school administratorsand supervisorswho spenda majority of their time performing
administrativeor supervisoryduties,any andall expendituregssociateavith the operation
of the Office of the School Board, the Office of the Superintendenof Schools,General
Administration,the School BusinessOffice, consultingcostsnot directly relatedto direct
student services armtogramsplanning and all othexdministrativeactivities.

Eachcomponenmustbe separatelglelinedaedin accordancevith Commissioner'®egulations.

Additionally, the Board of Educationshall appendto the proposedbudget the following
documents:

a)

b)

A detailedstatemenbf the total compensationio be paid to the Superintendendf Schools,
and any Assistantor AssociateSuperintendenbf Schoolsin the ensuingschool year,
including a delineationof the salary,annualizedcost of benefitsand any in-kind or other
form of remuneration;

A list of all otherschooladministratorandsupervisorsif any,whoseannualsalaryfor the
comingschoolyearwill be at or abovethat designatedn law for suchreportingpurposes,
with thetitle of their positionsandannual salary identified;

A SchoolDistrict ReportCard, preparedpursuantto Commissioer's Regulationswhich

includesmeasuref the academicperformanceof the School District, on a school by
school basis, ancheasuresf thefiscal performancef the District; and

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

d) A Property Tax Report Card preparedin accordancewith law and Commissioner's
RegulationgseesubheadingProperty Tax Report Card").

The proposedbudgetfor the ensuingschoolyear shall be reviewedby the Board of Education
and publicly disseminatedjn accordancewith law, prior to its submissionto District voters for
approval.

District fundsmay be expendedo inform the public regardingthe annualbudgetandto present
the annualbudgetto District voters; however,suchfunds shall not be utilized to promoteeither a
favorableor negativeopinion of the proposed budget.

Property Tax Report Card

Each year, the Board of Educationshall preparea Property Tax Report Card, pursuantto
Commissioner'sRegulations, and shall make it publicly available by transmitting it to local
newspapersof generalcirculation, appendingit to copies of the proposedbudget made publicly
availableasrequiredby law, makingit availablefor distributionat the Annual Meeting,andotherwise
disseminatingt asrequired bythe Commissioner.

ThePropertyTax ReportCardshallinclude:

a) Theamountof total spendingand total estimatedschooltax levy that would result from
adoptionof the proposedoudget,andthe percentagéncreaseor decreasen total spending
andtotal schod tax levy from the SchoolDistrict budget for theorecedingschool year; and

b) The projectedenrollmentgrowth for the schoolyearfor which the budgetis preparedand
the percentage changeanrollmentfrom the previous year; and

c) Thepercentagéncrea® in the averageof the ConsumeiPricelndexesfrom Januaryirst of
the prior schoolyearto Januaryfirst of the currentschoolyear as definedin Education
Law.

A copy of the Property Tax Report Card preparedfor the Annual District Meeting shall be
submittedto the StateEducationDepartmenin the mannerprescribedby the Departmenby the end
of the businessday next following approval of the Property TaXReportCard by the Board of
Education but no later thantwenty-four (24) daysprior to the staewide uniform voting day (i.e., the
third Tuesday in May).

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

The StateEducationDepartmenthall compile suchdatafor all schooldistricts whosebudgets
are subject to gote of thequalified voters, and shathakesuchcompilationavailableelectronically at
leastten(10) daysprior to the statewide uniformaoting day.

Adopted: 8/9/04

EducationLaw Sectionsl608(3}(7), 1716(3)(7),
2022(2a),and260%a(3)and(7)

8 New York Code of Rules and gdations
(NYCRR) Sections 170.8, .9 and .11

General Municipal Law Section 36

State Educatiobepartment

Handbook No. 3 on Budget
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING

The Board of Educationwill hold an amual budgethearing,in accordancewith law, so asto
inform and presentto District residentsa detailedwritten statementegardingthe District's estimated
expenditureandrevenuefor the upcomingschoolyear prior to the budgetvote which is takenat the
Annual District Meeting and Election.

The budgethearingwill be held notlessthanseven(7) nor morethanfourteen(14) daysprior to
the Annual District Meeting and Election or SpecialDistrict Meeting at which the budgetvote will
occur. The propsedbudgetwill be completedat leastseven(7) daysprior to the budgethearingat
whichit is to bepresented.

Copiesof the proposedannualoperatingbudgetfor the succeedingyearmay be obtainedby any
District resident,on requestin eachDistrict schoolbuilding during certaindesignatechourson each
day otherthana SaturdaySundayor holiday duringthe fourteen(14) daysimmediatelyprecedinghe
Annual District Meetingand Electionor SpecialDistrict Meetingat which the budgetvote will occu.
The availability of this budgetinformation shall be includedin the legal notice of the Annual and/or
SpecialDistrict Meeting;andcopiesof the proposedoudgetwill alsobe availableto District residents
at the time of the Annual and/orSpecialDistrict Meeting. Additionally, the Boardwill include notice
of the availability of copiesof the budgetat leastonce during the schoolyearin any District-wide
mailing.

Notice of the date,time andplaceof the annualbudgethearingwill beincludedin the notice of
the AnnualMeetingandElectionand/orSpecialDistrict Meetingasrequiredby law.

All SchoolDistrict budgetswvhich aresubmittedfor voterapprovalshall be presentedn three(3)
componentsa programcomponentan administrativecomponentand a capital componentand each
componentill be separatelylelineatedn accordance with law and/or regulation.

The Boardof Educationwill alsoprepareandappendo copiesof the proposedudgeta School
District Report Card, pursuantto the Reguhtions of the Commissionerof Education,referencing
measure®f academiandfiscal performanceAdditionally, the Boardof Educationshall alsoappend
to copiesof the proposedbudgeta detailedstatemenbf the total compensatiorno be paid to various
administratorsas enumeratedn law and/orregulation,and a PropertyTax ReportCard preparedn
accordancesvith law and CommissionerRegulations.

All budgetdocumentgor distributionto the publicwill bewrittenin plainlanguageandorganized
in amannerwhich besipromotegublic comprehensionf the contents.

(Continued)
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING (Cont'd.)

Budget Notice

The SchoolDistrict Clerk shallmail a SchoolBudgetNoticeto all qualified votersof the School
District afterthe dateof the BudgetHearing,but no later tharsix (6) daysprior to the Annual Meeting
andElectionor SpecialDistrict Meetingat which a schoolbudgetvote will occur.The SchoolBudget
Notice shall comparethe percentagéncreaseor decreaein total spendingunderthe proposedudget
over total spendingunderthe School District budgetadoptedfor the currentschool year, with the
percentagencreaseor decreasen the ConsumerPrice Index from Januaryfirst of the prior school
year to Jaunary first of the current school year.

The BudgetNotice shall include a descriptionof how total spendingand the tax levy resulting
from the proposedbudgetwould comparewith a projectedcontingencybudget,assumingthat such
contingencybudgetis adoged on the sameday asthe vote on the proposedudget.Suchcomparison
shall be in total and by component(i.e., program,capital and administrative),and shall include a
statemenbf theassumptionsnadein estimatingthe projected contingency budget.

The Notice shall also include, in a mannerand format prescribedby the Commissionerof
Education,a comparisornof the tax savingsunderthe basicschooltax relief (STAR) exemptionand
theincreaseor decreasén schooltaxesfrom the prior year,andthe resultingnettaxpayersavingsfor
a hypotheticalhomewithin the District with a full value of one hundredthousanddollars($100,000)
undertheexistingSchoolDistrict budgetascomparedvith suchsavingsunderthe proposedudget.

The Notice shall also setforth the date,time and placeof the schoolbudgetvote in the same
manneras in the Notice of the Annual Meeting. The School Budget Notice shall be in a form
prescribed by the Commissioner of Education.

Notice of BudgetHearing/Availability of Budget
Statement

EducationLaw Sections 1608(2), 1716(2), 2003(1),
2004(1), and 2604(2)

Election and Budget Vote

EducationLaw Sections 1804(4), 1906(1), 2002(1),
2017(5)and(6), 2022(1),and2601-a(2)

Budget Development andAttachments
EducationLaw Sectionsl608(3),(4), (5), (6), and (7);
1716(3), (4), (5), (6), ang¥); 2022(2a); and 2604(3)
8 New York Code of Rules and Regulations
(NYCRR) Sections 100.2(bb), 170.8 and .9

Adopted: 8/9/04
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SUBJECT: BUDGET ADOPTION

The Board of Educationshall review the recommendedudgetof the Superintendendf Schools
andshallseekpublicinput and feedbackegardingthe recommendethudgetincluding, but not limited
to, holding a public budgethearingnat lessthanseven(7) nor morethanfourteen(14) daysprior to
the Annual District MeetingandElectionat which the budget vote is to occur. THoardmaymodify
the recommendedoudget of the Superintendenfprior to its submissionto District voters. Final
authorizatiorof the proposedudgetis dependentponvoter approvalunlessa contingencybudgetis
adopted by the Board.

In the eventthe original proposedbudgetis not approvedat the Annual District Meeting and
Election,the Boardmay resubmitthe original proposedudgetor a revisedbudgetfor voter approval,
or individual propositionsmay be placedbefore District voters, at a specialmeetingheld at a later
date.In the alternative,if theinitial proposedoudgetis defeatedithe Board may adog a contingency
budgetandlevy taxesasnecessaryor implementatiorof the contingencybudgetexpenditureslf the
votersfail to approvethe secondbudgetsubmittal,or budgetpropositions(s)the Board shall adopta
contingency budget in accordancetwliaw.

The SchoolDistrict budgetfor any schoolyear,or any partof suchbudget,or any proposition(s)
involving the expenditureof moneyfor that school year, shall not be submittedfor a vote of the
gualified District votergnorethantwice.

The Schml District budget,onceadoptedpecomeghe basisfor establishinghetax levy onreal
property within the District.

EducationLaw Sectionsl608,1716,1804(4),1906(1),
2002(1), 2003(1), 2004(1), 2022, 2023, and 2801
8 New York Code of Rules and gdations
(NYCRR) Sections 100.2(bb), 170.8 and .9

Adopted: 8/9/04
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SUBJECT: ADMINISTRATION OF THE BUDGET

The Superintendentof Schools, working in conjunction with the administrative staff, is
responsibleéo the Boardfor theadministratiorof the budget.

a) He/sheshall acquaintDistrict employeeswith the final provisionsof the programbudget
and guide thenm planning to operatefficiently andeconomicallywithin these provisions.

b) Unde his/herdirectionthe District shallmaintainsuchrecordsof accountingcontrolasare
requiredby the New York StateUniform Systemof Accountsfor School Districts, the
Boardof Education andsuchotherproceduressaredeemedcecessarandshall keepthe
various operational units informed through periodic reports as to the status of their

individual budgets.

c) Boardapprovalis requiredprior to the expenditure of District funds.

Adopted: 8/9/04
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SUBJECT: CONTINGENCY BUDG ET

The SchoolDistrict budgetfor any schoolyear or any part of suchbudget,or any proposition
involving the expenditureof moneyfor such schoolyear, shall not be submittedfor a vote of the
qualified voters of the Distrighorethantwice in anyschml year.

If the original proposediudgetis not approvedoy District votersat the Annual District Meeting
and Election,the Board hasthe option of eitherresubmittingthe original or revisedbudgetfor voter
approvalat a specialmeetingheld at a later date;or the Boardmay, at that point, adopta contingency
budgetandlevy a tax for teacherssalariesand ordinarycontingentexpensessenumeratedn law. If
the Boarddecideso submiteitherthe original or a revisedbudgetto the votersfor a secowl time, and
thevotersdo not approvethe second budgetubmittal ,the Boardshalladopta contingencybudgetand
levy a tax for thoseexpendituresmandatedpursuantto law and/or for those servicesnecessaryo
maintainthe educationaprogram.

The contingencybudgetwill include the sum necessaryor teacherssalaries(i.e., professional
educator positions certificated by the State Education Department which include teachers,
administratorsteachingassistantsand professionakpecialistan the various areasof pupil personnel
services) and ordinary contingentexpensesas determinedby the Board inraccordancavith law
including, but not limited to, the purchaseof library booksandotherinstructionalmaterialsassociated
with the school library; and expensesncurred for interscholasticathletics, field trips and other
extracurricularactivities. Ordinary contingentexpensesnclude, but are not limited to, legal expenses
incurredby the District; expenditurespecifically authorizedby statute;and other items necessaryo
maintainthe educationaprogram,preserveproperty,and assurethe healthand safetyof studentsand
staff. As deemedhecessaryschoolcounselmay be consultedfor review asto thoseitemsconsidered
to be ordinary contingent expses prioto Board adoption of the contingency budget.

In accordancewith law, the contingencybudgetwill reflect the statutory expenditurelimits
imposedon the administrativecomponentof the contingencybudgetas well as the total spending
authorizedn the overall contingency budget.

With regardto overall District spendingthe contingencybudget,asawhole,shallnot resultin a
percentagencreasen total spendingover the District's total spendingunderthe schooldistrict budget
for theprior yearthatexceedshelesserof:

a) Theresultwhenonehundredwentyperceni{120%)is multiplied by thepercentageéncrease
in the ConsumerPrice Index (CPI), with theresultroundedto two decimalplaces;or

b) Four percent (4%).

(Continued)
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CONTINGENCY BUDGET (Contd.)

Additionally, the administrativecomponentof the contingencybudget shall not comprisea
greater percentage tife contingency budget exclusive of tbapital componerthanthelesserof:

a)

b)

The percentagethe administratie componenthad comprisedin the prior year budget
exclusive of the capitalomponentpr

The percentage¢he administrativecomponenhad comprisedin the last proposeddefeated
budgetexclusiveof the capitalcomponent.

The ConsumerPrice Indexto be used refersto the percentagehat representshe averageof the
national consumerprice indexesdeterminedby the U.S. Departmentof Labor for the twelve-month
period preceding January first of the current year.

In determiningtheincreasen total expensewhencomputingthe contingency budget percentage
increase, the followingxpenditureshallbe disregarded:

a)
b)
c)

d)

9)

Expenditures resulting froi tax certiorari proceeding;
Expenditures resulting froi court order ojudgment againghe SchoolDistrict;

Emergencyexpendituresghat are certified by the Commissioneof Educationasnecessary
as a result olamageo, ordestructiorof, a school building or schoehuipment;

Capital expenditures resulting from the construction, acquisition, reconstruction,
rehalilitation or improvementof school facilities, including debt service and lease
expenditures, subject to voter approval;

Expendituresn the contingencybudgetattributableto projectedincreasesn public school
enrollment, which may include increasesatributable to the enrollment of students
attending a pre-kindergartenprogram establishedin accordancewith Education Law
Section 360z;

Nonrecurringexpendituresn the prior year'sSchool District budget; and

Expenditureof gifts andgrantsin aid anduse of insurancproceeds.

(Continued)
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SUBJECT: CONTINGENCY BUDGET (Cont'd.)

Shouldthe Board of Educationadopta contingencybudget,it will officially passa resolution
reflecting such action; and that resolutionshall incorporateby reference a statementspecifyingthe
projectedpercentagéncreaseor decreasén total spendindor the schoolyear,andexplainthe reasons
why the Board disregardedany portion of an increasein spendingin formulating the contingency
budget.

Regulationswill be developedenumeratinga samplelist of expenditureswhich have been
determinedpursuanto law, to constituteordinary contingentexpensesHowever,the Boardreserves
the right, in accordancewith its legal responsibility,to designateother items as ordinary contingent
expensessdeemedhecessaryo maintainthe educationaprogramof the District, preserveproperty,
andassurghehealthand safetyf studentsandstaff.

EducationLaw Section2002,2023,2024,and2601-a

Adopted: 8/9/04
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SUBJECT: REVENUES

The School District treasurerwill have custodyof all District funds in accordancewith the
provisionsof statelaw. The treasurerwill be authorizedand directed by the Boad to invest the
balancesvailablein variousDistrict fundsin accordancevith regulationssetforth in statelaw.

EducationLaw Sectionsl604(a)and1723(a)

Adopted: 8/9/04
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SUBJECT: DISTRICT INVESTMENTS

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

Objectives

The objectives of this investment policy are féold:

a) Investments shall be made in a manner so as to safeguard the funds of the School District; and
b) Bank deposs shall be made in a manner so as to safeguard the funds of the School District.
c) Investments shall be sufficiently liquid so as to allow funds to be available as needed to meet
the obligations of the School District.
d) Funds shall be invested in such a waayo earn the maximum yield possible given the first three
(3) 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 sectidnise General Municipal Law and the Local

Finance Law of the State of New York.

The Treasurer may invest funds in the following eligible investments:

a)
b)

c)

d)

Obligations of the State of New York.

Obligations of the United States Government, or any obligatiomgich 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. [BahlangSection

237(2) prohibits 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 antterest bearing that do
not requirenotice of withdrawal placed in a commercial bank authorized to do business in the
State of New York, providing the account is collateralized as required by law.

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

1. Deposits in excess of the amount insured by the Federal Deposit Insurance Corporation will
be secured in accordance with subdivision 3 of the General Municipal Law Section 10.

(Continued)
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SUBJECT: DISTRICT INVESTMENTS (Cont'd.)

f)

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 (1) or more banking institutions,
for the acount 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 purchase
securities from a second party aheé second party agrees to repurchase those same securities
on a specific future date at an agreed rate of return (the interest rate).

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

a)

b)

c)
d)

e)

f)

0)

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;

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

Standards for security agreements and custodial agreements consistent with legal requirements

Standards for diversification of investments including diversification agp®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 Rartn

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.

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

Adopted: 8/9/04
Revised: 08/24/09
Revised: 06/22/2015
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTSTO THE SCHOOL
DISTRICT

The Boardmay acceptgifts, grantsand/orbequest®f money,real or personalbroperty,aswell
as othermerchandisavhich, in view of the Board,addto the overall welfare of the SchoolDistrict,
provided that such acceptancas in accordancewith existing laws and regulations.However, the
Board is not required to acceptany gift, grant or bequestand doesso at its discretion,basingits
judgmenton the bestinterestsof the District. Furthermorethe Boardwill not acceptany gift, grantor
bequest which constitutescanflict of interestand/orgivesanappearance ompropriety.

At the sametime, the Boardwill safeguardhe District, the staff and students§rom commercial
exploitation, fromspecialinterestgroups,andthelike.

The Boardwill not acceptany gifts or grantswhich will placeencumbranes on future Boards,
or resultin unreasonabladditionalor hidden costs to the District.

The Board of Educationwill not formally considerthe acceptancef gifts or grantsuntil and
unlessit receivesthe offer in writing from the donor/grantor Any such gifts or grantsdonatecto the
Boardand acceptedn behalfof the SchoolDistrict mustbe by official actionandresolutionpassed
by Boardmajority. The Boardwould preferthe gift or grantto be a generaloffer ratherthana specific
one. Consequenyl, the Board would suggestthat the donor/grantorwork first with the school
administratorsn determininghe natureof the gift or grantprior to formal consideratiorior acceptance
by the Board.However, the Board, in its discretion, may direct the Supeintendentof Schools to
apply such gift or grant for tHeenefitof a specificschool or school program.

The Board is prohibitedn accordancevith theNew York StateConstitution,from making gifts/
charitablecontributionswith School District funds.

Gifts and/orgrantsof moneyto the District shall be annuallyaccountedor underthe trustand
agencyaccountin thebankdesignated by the Board of Education.

All gifts, grantsand/orbequestshall becomeSchoolDistrict property.A letter of apprecation,
signed by the Presidentof the Board and the Superintendentmay be sentto a donor/grantorin
recognitionof his/hercontributionto the SchoolDistrict.

Gift Giving
The Boardof Educationrecognizeshatgift giving, especiallyduringthe holiday seasonmay be
a common practicefor many District employeesWhile the giving or exchangingof gifts may be

acceptableamongstaff membersthe Board strongly encourage®istrict employeesand studentsto
show appreciation through written notes or gregtards.

(Continued)
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTSTO THE SCHOOL

DISTRICT (Cont'd.)

Additionally, all businesscontactswill be informed that gifts exceedingseventyfive dollars
($75) toDistrict employeewill bereturned odonatedo charity.

Adopted: 8/9/04

New York StateConstitutionArticle 8, Sectionl
EducationLaw Sectionsl709(12)and(12-a)
and 1718(2)

General Municipal Law Section 8Gf1)
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SUBJECT: SCHOOL TAX ASSESSMENTAND COLLECTION

A tax collectionplan giving datesof warrantand otherpertinentdatashall be preparedannually
andsubmittedfor reviewandconsideratiorby the SchoolBusinessvMianagetto the Boardof Education.
Tax colledion shall occur by mail or by direct paymentto the place designatedoy the Board of
Education.

Real Property Tax Law Sections 130842
EducationLaw Section2130

Adopted: 8/9/04
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SUBJECT: PROPERTY TAX EXEMPTION FOR SENIOR CITIZENS

Unlessspecificallyexemptedoy law, real propertyusedexclusivelyfor residentialpurposesand
owned by one (1) or more persons,eachof whom is sixty-five (65) yearsof ageor over, or real
propertyowned by husbandand wife or by siblings, one of whom is sixty-five (65) yearsof ageor
over,shallbe exemptfrom taxationto the extentof percentunof the assessedaluationdeterminedy
theBoardif theownersmeetthecriteriaestablishednnuallyby the Board.

Thereal propertytax exemptionof real propertyownedby husbandandwife, whenoneof them
is sixty-five (65) yearsof ageor over,oncegrantedshall not be rescindedsolely becausef the death
of theolderspousesolong asthe survivingspouses at least sixtywo (62) years of age.

The District may permita propertytax exemptionto an otherwiseeligible seniorcitizeneven ifa

child who attendsa public schoolresidesat that addressThe Board mustadopta resolutionallowing
suchan exemption following a publizearing on this specific issue.

Real Property Tax Law Section 467

Adopted: 8/9/04
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SUBJECT: SALE AND DISPOSAL OF SCHOOL DISTRICT PROPERTY

Sale ofSchoolProperty

No schoolpropertyshall be sold without prior approvalof the Board of Education.However,
the responsibilityfor suchsalesmay be delegatedThe net proceeddrom the saleof schoolproperty
shallbedepositedn the GeneralFund.
Disposal of Digrict Personal Property
Equipment

SchoolDistrict equipmenthatis obsolete surplus,or unusableby the District shall be disposed
of in such ananneithat is advantageous to tbBéstrict.

The Superintendenwill beresponsibldor sellingthe equipmenin suchaway soasto maximize
the net proceedsof sale which may include a bonafide public sale precededby adequatepublic
notice. If it is determinedhat reasonablattemptsto disposeof the equipmenthavebeenmade and
such attemptshave not produced an adequatereturn, the Superintendenbr his/her designeemay
dispose of thequipmenin anymannemwhich he/she&leemsappropriate.

Textbooks

Textbooksmaylosetheir valueto the educationaprogrambecausef changesn the curriculum
or they comain outdatednaterialand/or are in pocrondition.

If textbooksare no longer useful or usable,the proceduresfor disposalshall adhereto the
following order of preference:

a) Saleof textbooks.If reasonablaattemptsto disposeof surplustextbooksfail to produce
monetary return to the School District; then

b) Donationto charitableorganizationspr

c) Disposalastrash.

EducationLaw Sections 1604(4), (30) and (36),
1709(9)and(11)
GeneraMunicipal Law Section1 and800et seq.

Adopted: 8/9/04
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SUBJECT: BONDING OF EMPLOYEES AND SCHOOL BOARD MEMBERS

In Accordancevith New York StateEducationLaw andtheC o mmi s s Reguiatemstbes
Boardof Educatiordirectsthatthe Treasureof the Boardof Educationthetax collectorandthe
claimsauditorbe bondedprior to assumingheir duties. Suchbondsshallbein theamountsas
determinedandapprovedy the Boardof Education.

Otherschoolpersonneandmember®f the Boardof Educatioreuthorizedor requiredto handle
SchoolDistrict revenuesnaybe coveredy a blanketundertakingorovidedby the District in such
amountsasapprovedyy the Boardof Educatiorbasedupontherecommendationsf the Superintendent
or his/herdesignee.

EduationLaw Sectionsl 709(20a),1720,2130(5)
2526and2527

PublicOfficersLaw Sectionl1(2)

8 New York Codeof RulesandRegulations
(NYCRR) Section170.2(d)

Adopted: 8/9/04
Revised: 08/27/07
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SUBJECT: EXPENDITURES OF SCHOOL DISTRICT FUNDS

The Boardof Educationauthorizeghe PurchasingAgentto expendschoolfundsasappropriated
by approvedoperationaland capital budgets,and by the adoptionof specialresolutions.He/shewiill
makeexpendituresn accordancavith applicablelaw andin a mannerthatwill achievethe maximum
benefitfrom eachdollar expended.

All claimsshall be properly confirmed and verified befpayment.

Completerecordsof all expenditureshall be maintainedfor future analyss andreportingwithin
thetime framerequired by the Records Disposition Law or regulation.

EducationLaw Section1720

Adopted: 8/9/04
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SUBJECT: BUDGET TRANSFERS

Within monetarylimits asestablishedy the Board, the Superintendenis authorizedto transfer
fundswithin the budget. Wheneverchangesare made,they areto be incorporatedn the next Board
agenda fomformationonly.

8 New York Code of Rules and Regulations
(NYCRR) Section 170.2(l)
EducationLaw Section1718

Adopted: 8/9/04



2004 534C

Nonr-Instructional/Business
Operations

SUBJECT: BORROWING OF FUNDS
The SchoolDistrict may borrow moneyonly by meansof serialbonds,bondanticipationnotes,

capitalnotestax anticipationnotes revenue anticipation notes and budget notes.

New York State Local Finance Law Section 20

Adopted: 8/9/04
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SUBJECT: EXPENSE REIMBURSEMENT

Schooldistrictemployeesopfficials andmembersof theBoardof Educatiorwill be
reimbursedor reasonableactual andnecessargut-of-pocketexpensethatare
legally authorizedandincurredwhile transactingschoolrelatedactivities.

Only expensesecessario the purposeof thedistrictrelatedactivity shallbe
reimbursableTransportatiortostssuchastaxisareallowableonly for essential
transportationDistrict employee®r officials haveacces$o schoolvehiclesfor school
relatedtransportation.If noschoolvehicleis available agascardmaybeissued.
Any otherreimbursementshallbemadein accordancevith thereimbursement
policy. Taxexemptiorcertificatesshallbeissuedby the District Treasureand
utilized asappropriateSalegaxincurreddueto failure to procureatax exemption
certificateshallbetheresponsibilityof theindividualandnot reimbursedy the
district.

1 TheBoardof Educatiorshalldetermineandapprovewhich meetingsand
conferencemaybeattendedy Boardmembers.

1 TheSuperintenderdr his/herdesigneeshalldeterminewhetherattendance
by districtstaffatanyconferencer professionaineetings in thebest
interesiof thedistrictandeligible for reimbursemendf expensesinderthis

policy.

1 Toobtainreimbursementheclaimantmustcomplée andsignanexpense
voucher attachall receiptsor otherexpenselocumentatiortogethemwith a
copyof theapprovedconferencattendanceequesform, andsubmitthe
sameto theBusinessvianager.

1 Regulationgoncerningexpenseeimbursemerghallbeattachedo this
policy andshallbereviewedandrevisedasappropriate.

Ref: EducationLaw 1604(27);1709(3001804;2118;3023;3028
GeneraMunicipalLaw 77-b
BOE Policy 2320

Adopted:1/9/06
RevisedSeptember2007
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SUBJECT: PURCHASING: COMPETITIVE BIDDING AND OFFERING

Exceptasotherwiseprovidedby law, all contractdor public work involving an expenditureof more
than thirty-five thousanddollars ($35,000)and all purchasecontractsinvolving an expenditureof more
thantwenty thousanddollars ($20,000)shall be awardedby the District to the lowestresponsiblebidder
furnishing the required security after advertisemenfor sealedbids. However, the District may, in its
discretion,awardpurchaseontractson the basisof "bestvalue"to aresponsiveandresponsibleéidderor
offerer, provided the Board of Educationhas authorizedsuch action by rule, regulationor resolution
adoptedata public meeting.

No bid or offer shallbe acceptedhatdoesnot conformto specificationgurnishedunlessspecifications
arewaivedby Boardaction. The District may, in its discretion,rejectall bids or offers andreadvertisdor
newbidsor offersin amannerconsistent with New York State law.

All contractsrequiring public advertisingand competiive bidding or offering will be awardedby
resolution ofthe Board.

Exceptas authorizedby law, no Board memberor employeeof the SchoolDistrict shall havean
interestin any contract entered into by the School District.

Standardization

Uponthe adopion of a standardizatiomesolutionby a vote of at leastthreefifths (3/5) of all Board
memberspurchasecontractdor a particulartype or kind of equipmentmaterialsor suppliesof morethan
twenty thousanddollars ($20,000) may be awardedby the Board to the lowest responsiblebidder or
offerer furnishingthe requiredsecurityafter advertisementor sealedbids in the mannemprovidedin law.
Suchresolutionmust statethat, for reasonf efficiency or economy thereis a needfor standardization
and must contain a full explanationof those reasons.Upon the adoption of a valid standardization
resolution,the District may providein its specificationgor a particularmakeor brandto the exclusionof
others.

"Piggybacking" Exception to Competitive Bidding

The District may, in its discretion, purchasecertain goods and services (apparatus,materials,
equipmentand supplies)at costsbeyondthe abovereferencedhresholdshroughthe useof contractdet
by the United Statesor any agencythereof,any state,andany county, political subdivisionor district of
any state.

This methodof procurements permittedon contractassuedby othergovernmentaéntities, provided
thattheoriginal contract:
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a) Hasbeenlet by the United Statesor any agencythereof,any state(includingNew York State)
or anyotherpolitical subdivisionor district therein;

b) Was madeavailablefor use by other governmentakentities and agreeablewith the contract
holder; and

c) Wasletin a mannerthat constitutescompetitivebidding consistentith New York Statelaw,
or was awardedon the basisof bestvalue,andis not in conflict with other New York State
laws.

Annual Review

Commentsconcerninghe District's bidding andpurchasingpoliciesandproceduresill be solicited
from thoseDistrict employeesnvolvedin the procuremenprocess frontime to time.

The Board of Educationwill annuallyreview its bidding and purchasingpolicies and procedures.
The SchoolBusines®fficial will beresponsiblgor conductingan annualreview of suchpoliciesandfor
an evaluationof the internal control structureestablishedo ensurecompliancewith the procurement

policy.

GeneraMunicipal Law, Articles 5-A and18
StateFinancelLaw Sectionsl62,163and163-b

Adopted: 8/9/04
Revised:08/24/2009
Revised:04/07/2014
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SUBJECT: PROCUREMENT OF GOODSAND SERVICES

Purchasing Authority

The District's purchasingactivities will be part of the responsibilitiesof the BusinessOffice,
underthe generalsupervisionof the Purchaing Agent designatedoy the Board of Education.The
PurchasingAgent is authorizedto enter into cooperative bidding and cooperative purchasing
arrangement$o meetthe variousneedsof the District. No contractsfor goodsand servicesshall be
madeby individuals or organizationsn the schoolthat involve expenditureswithout first securing
approvalfor suchcontractirom the Purchasinghgent.

Exceptasauthorizedby law, no Boardmemberor employeeof the SchoolDistrict shallhavean
interestin any ontract entered into by the School District.

Purchasing Process

The Board of Education recognizes its responsiltititgnsure theevelopmenof procedures for
the procurementf goodsandservicemot requiredby law to be madepursuanto competitivebidding
requirementsThese goods and services vioié procuredn amannersoasto:

a) Assuretheprudentandeconomicaliseof public moneysn thebestinterestof the taxpayer;

b) Facilitatethe acquisitionof goodsand servicesof maximumquality at the lowestpossible
costunderthe circumstancesand

c) Guard againdiavoritism, improvidencegxtravaganceraudandcorruption.
These procedures shall contain, atiaimum, provisionswhich:

a) Prescribeaprocesdor determiningwhethera procuremenbf goodsandservicess subject
to competitivebiddingandif it is not,documentinghe basisfor suchdetermination;

b) With certain exceptions,provide that alternative proposalsor quotationsfor goodsand
servicesshall be securedby useof written requestor proposalswritten quotationsyerbal
guotationsor any other methodof procurementwhich furthersthe purposesof General
Municipal Law Section104-b;

c) Set forth when eacmethodof procurementvill be utilized;

d) Require adequa@ocumentatiormf actionstakenwith eachmethodof procurement;

e) Requirejustification and documentatiorof any contractawardedto otherthanthe lowest
responsiblalollar offer, statingthereasons;

(Continued)
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SUBJECT: PROCUREMENT OF GOODSAND SERVICES (Cont'd.)

f)  Setforth any circumstanceshen,or thetypesof procurementor which, the solicitationof
alternativeproposals oguotationswill not bein thebestinterestof the District; and

g) Identify theindividual or individualsresponsibldor purchasingandtheir respeave titles.
Such information shall be updated biennially.

Any unintentionalfailure to fully comply with theseprovisionsshall not be groundsto void
actiontakenor give riseto a causeof actionagainsthe District or any Districtemployee.

The District will developadministrativeregulationsto establishproceduredor the procurement
of goods and services.

EducationLaw Sectionsl604,1709,1950,2503,2554and3602
GeneraMunicipal Law Articles 5-A and18
GeneraMunicipal Law Section119-0

Adoption Date: 04/07/2014




2014 541¢

I O L I CY Non-Instructional/Business

Operations

SUBJECT: ALTERNATIVE FORMATS FOR INSTRUCTIONAL MATERIALS

Preferencen the purchaseof instructional materialswill be given to vendorswho agreeto
provide materialsin a usablealternativeformat (i.e., any mediumor format, otherthan a traditional
print textbook,for presentatiorof instructionalmaterialsthatis neededasan accommodatiorfior each
studentwith a disability, including studentsrequiring Section 504 AccommodationPlans,enrolledin
the SchoolDistrict). Alternative formatsinclude, but are not limited to, Braille, large print, openand
closedcaptioned,audio, or an electronicfile in an approvedformat as definedin Commissioner's
Regulatons.

The District hasadoptedhe NationallnstructionalMaterialsAccessibility Standard NIMAS) to
ensurethat curriculum materials are available in a usable alternative format for studentswith
disabilities. The District will be responsibleto ensurethat eachstudentwho requiresinstructional
materialsin an alternateformatwill receiveit in a timely mannerandin a formatthat meetsNIMAS
standards.

The District will establisha plan to ensurethat instructionalmaterialsin a usablealternative
formatfor eachstudentwith a disability (including studentsrequiring Section504 Accommodation
Plans)are baseduponthe student'ssducationaheedsand courseselectionsand will be availableat
thesametime as suclnstructionalmaterialsareavailalde to non-disabledstudents.

Such Plan will:

a) Ensurethatthe District givesa preferencan the purchaseof instructionalmaterialsit has
selectedor its studentgo thosevendorswho agreeto provide suchinstructionalmaterials
in alternativeformats;

b) Specifywhenan electronicfile is provided,how the format will be accessedby students
and/orhow the District will convertto anaccessibléormat;

c) Specifythe processto be usedwhen ordering materialsto identify the needsof students
with disabilties residingn the District for alternativeformatmaterials;

d) Specifyorderingtimelinesto ensurethat alternativeformat materialsare availableat the
sametime as regulaformatmaterialsareavailable;and

e) Include proceduresso that when studentswith disabilities move into the School District

during the schoolyear, the processto obtain neededmaterialsin alternativeformats for
such students isitiatedwithout delay.

20USCSection1474(e)(3)(B)
8 NYCRR Section£200.2(b)(10)200.2(c)(2)ard 200.2(i)

Adopted: 04/07/2014
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SUBJECT: ACCOUNTING OF FUNDS

Accountingand reportingprocedureshall be developedo facilitate analysisand evaluationof
the District's financial statusand fixed assetsThe District will usethe Uniform Systemof Accounts
for School Districts.

Books and records of the Distrgthallbe maintainedn accordancevith statutoryrequirements.

Provisionshall be madefor the adequatestorage security,and dispositionof all financial and
inventory records.

Online Banking

The Board hasenteredinto a written agreementith designatedanksandtrust companiedor
online banking and electronic or wire transfers,which includesthe implementationof a security
procedurdor all transactionsOnlinetransactionsnustbeauhorizedby the District'sBusinessOfficial.
The District Treasurerwith a separateestablishedisernameand passwordwill havethe authority
to processonline bankingtransactionsThe BusinesOffice Clerk or DeputyTreasurerwith a separate
establshedusernameand passwordwill be responsibl€or online bankingtransactionsn the event
the District Treasurelis not available,or as a job responsibilitydelegatedo him/herby the District
TreasurerA monthly reportof all online bankingactivity will be reviewedby staff independenbf
the online banking processand reconciledwith the bank statementOnline bankingwill only take
placeon secure District computers locatiedidethe Treasurer'sr Business Office.

Electronic Transactionsand Wire Transfers

Procedureswill be implementedspecifying who is authorizedto initiate, approve,transmit,
record,review andreconcileelectronictransactionsAt leasttwo individualswill beinvolvedin each
transaction Authorizationand transmittingfunctionswill be segregate@nd, wheneverpossible the
recording function will belelegatedo a third individual.

The District will enterinto written wire transfersecurityagreementgor District bankaccounts
which will includeestablished procedurés authenticatingvire transferorders.

All wire transferamustbe authorizedoy the District Treasureor his/herdesigneeDual approval
controls will be established foion-routine wire transfer orders.

The Internal Auditor will periodically confirm that wire transfershave appropriatesignatures,
verificationandauthorizatiorof proper personnel.

EducatiorLaw Section2116a
GeneraMunicipal Law Article 2 Sectionb, 5-a,5-b, 99-b
N.Y. UCCSectiord-A-201

Adopted: 08/09/2004
Revised: 12/10/2012
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SUBJECT: RESERVE FUNDS

Reservefunds(essentiallya legally authorizedsavingsaccountdesignatedor a specificpurpose)
are an importantcomponentin the District's financial planningfor future projects, acquisitionsand
other lawful purposes.To this erd, the District may establishand maintain reserve funds in
accordancewnith New York State Laws Commissioner'®Regulationsand the rules and/or opinions
issuedby the Office of the New York StateComptroller,asapplicable.

Any and all District reservefundsshall be properly establishedand maintainedto promotethe
goalsof creatingan open,transparenand accountablaise of public funds. The District may engage
independenexpertsand professionalsjncluding but not limited to, auditors,accountantsand other
financial andlegal counsel,asnecessaryto monitor all reservefund activity and prepareany andall
reports that the Boamayrequire.

Periodic Reviewand Annual Report

The Board of Educationwill periodicallyreviewall reservefunds. The District will alsoprepare
and submitan annualreportof all reservefundsto the Board of Education.The annualreportshall
includethefollowing informationfor eachreservefund:

a) The type andlescriptionof the reserve fund;

b) The dateghereserveundwas establishedndtheamountof each sunpaidinto thefund;

c) The interesearnedby thereserveund;

d) Capital gains or losses resulting froine sale ofinvestment®f the reserve fund;

e) The total amount and date of eagithdrawalfrom thereserveund,;

f)  Thetotal assetof the reservefund showingcashbalanceand a scheduleof investments;
and

g) An analysisof the projectedneedsfor the reservefund in the upcomingfiscal yearanda
recommendationegardingfundingthoseprojectedneeds.

The Board shal utilize the information in the annualreportto make necessaryecisionsto
adequatelymaintain and managethe District's reservefund balanceswhile mindful of its role and
responsibility as &duciary of public funds.

The Superintendenghall developany necessarand/orappropriataegulationsto implementthe
termsof theBoard'spolicy.

Adopt: 11/22/2010
Renumberedd5/23/2011 fronb600to 5511 (to properlycategorize)
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SUBJECT: MAINTENANCE OF FUND BALANCE
General Provisions

The Board of Educdion recognizeghat the maintenanceof a fund balanceis essentialto the
financial integrity of the District insofar as it helps mitigate currentand future risks and assistsin
ensuringstabletax rates.Consistenwith this understandingthe Boardadts the following standards
and practices.
Classification of Funds

The District will ensurethat funds are classified consistentwith GovernmentalAccounting
Standard8oard(GASB) StatemenNumbers54, FundBalanceReportingand GovernmentalFund Type
Definitions. Consequentlyfund balanceamountswill be categorizedas nonspendableyestricted,
committed,assignedor unassigned.
Unassigned Fund Balance

Minimum UnassignedFrundBalance

In order to maintain financial stability and protect againstcashflow shortfalls, the Board of
Educationwill strive to maintainan unassignedund balanceof at least*2% of the currentyear's
budgetedexpensesin the event such balancefalls below the *2% floor, the District will seekto
replenish deficiencies throughducing expenses and/or increasing revenue.

MaximumUnassigned Fund Balance

In orderto supportnormaloperatingcostsand providefiscal stability for the District, the Board
of Educationwill also strive to ensurethat the unassignedund balancedoesnot exceed4% of the
currentyear'sbudgetedexpenditureslf it is anticipatedthat suchbalancewill exceedhe 4% ceiling,
the Board of Educationwill evaluatecurrentcommitmentsandassignmentin orderto determinethe
final distributionof fund balancein anyfiscal year. The District will ensureunexpendedurplusfunds
are usedo reducetaxpayetiability in conformancevith RealProperty Tax Law Section 1318.

Fund Balance and Budget Development
TheDistrict'sability to maintain itsunassignedund balancevithin thelimits articulated above is
contingentuponthe developmenbdf a reasonabldudget.Consequentlythe District will developand
adopt budgetsthat, to the extent possible, reflect the anticipated revenuesand expenditurs.
Likewise, the District will ensurethat appropriatereservefunds are establishedand utilized,
consistentwith applicabldaw andDistrict policy, to ensurghefund balancas sufficientto meetDistrict
needs.

(Continued)
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SUBJECT: MAINTENANCE OF FUND BALANCE (Cont'd.)

Compliance

The District will adhereto the reportingrequirement®f Article 3 of the GeneralMunicipal Law
of the State of New York, and tipeactices set forth in GASB Stateméhimber54.

NOTE: Referalso to Policies #5110 Budget Planning anBevelopment
#5511-- Reserve Funds

Adopted: 06/13/2011
Revised: 06/22/2015(fka FundBalancg
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SUBJECT: EXTRACLASSROOM ACTIVITIES FUNDS (Contd.)

An extraclassroom activity fund shall be established for activities coed by students whose
financial support is raised other than by taxation or through charges of the Board of Education. All
funds in the extraclassroom activities fund shall be kept according to standards of good financial
management. Proper books wid kept and all moneys deposited in appropriate accounts as set up
by the Board of Education. These accounts shall be subject to audit.

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

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

Adopted: 8/9/04
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS

Petty Cash Funds

A petty cashfund of not morethanonehundreddollars($100)shallbe maintainedn the District
Office and in eachschool building. Paymentsfrom petty cashfunds may be made for materials,
suppliesor servicesonly when paymentis requiredupondelivery. At the time of reimbursementan
itemized statementof expenditurestogetherwith substantiatingeceipts,shall be submitted. Such
accounts shall bauthorizedoy Boardresolutionat their annuameeting.

Appropriateregulationsshall be developed famplementatiorof this policy.
Cash in SchooBuildings

Not morethantwo hundredfifty dollars($250),whetherDistrict or extraclassroonfunds,shall
be heldin the vaultin the main office of eachDistrict schoolbuilding. Underno circumstanceshall
cash be left iclassroomareasor desks.The District will notberesponsibldor fundsleft unprotected.

All funds,whetherDistrict or extraclassroonfunds,shall be depositedn atimely fashion.Only

authorizedpersonneldesignatedoy the building administratorshall be allowed in the main office
vault.

EducationLaw Sectionsl60426) and1709(29)
8 New York Code of Rules and Regulations
(NYCRR) Section 170.4

Adopted: 8/9/04
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SUBJECT: PUBLICATION OF THE DISTRICT'S ANNUAL FINANCIAL STATEMENT

In compliancewith EducationLaw, as a Central School District, the Board of Educationis
requiredto publish a financial statementjncluding the items of expenditurein full, at leastoncea
year,duringeitherJuly or August.

The law requiresthat the information be publishedin one public newspapewhich is published
in the District. If no public newspapeiis publishedin the District, then the District must use a
newspaperhaving generalcirculation in the District. If no public newspaperis publishedin the
District, andthereis no newspapehavinggeneralcirculationin the District, thenthe SchoolDistrict
mustprovidetheinformationto thetaxpayersy posting copie# five public placesn the District.

EducationLaw Sectionsl610,1721,2117,2528and
2577

8 New York Codeof Rules and Regulations
(NYCRR) Section 170.2

Adopted: 8/9/04
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SUBJECT: MAINTENANCE OF FISCAL EFFORT (TITLE | PROGRAMS)

A Local EducationalAgency(LEA) mayreceive its full allocation of Title | funds if the
combinedfiscal effort per student or the aggregexpenditures of state atatal funds with respect to
the provision of free public educationin the (LEA) for the precedingfiscal year was not lessthan
ninety percent(90%) of the combinedfiscal effort per studentor the aggregateexpendituredor the
secondorecedingiscal year.

In determiningan LEA's compliancewith the maintenanceof effort requirement,the State
EducationalAgency (SEA) shall considerthe LEA's expendituredrom stateandlocal fundsfor free
public education. These include expendituresfor administration, instruction, attendance,health
services,studenttransportationservices,plant operationand maintenancefixed charges,and net
expenditures to cover fieits for foodservices and studehbdy activities.

The SEA shallnot considerthefollowing expendituresn determiningan LEA's compliancewith
the maintenancef effort requirements:

a) Any expenditures for communigervices, capital outlay, and debt\dce;

b) Any expendituresnadefrom fundsprovidedby thefederalgovernmentor whichthe LEA
is required to account thefederalgovernmentirectly or throughthe SEA.

The Boardof Educationassignghe SchoolBusinessVianagerthe responsibilityof reviewing,as
partof the budgetingprocesscombinedfiscal effort sothatexpenditure®f stateandlocal fundswith
respecto the provisionof free public educatiorper studentandin the aggregatdor anyfiscal yearare
not budgetedat less than ninety percent(90%) of the combinedfiscal effort per studentor the
aggregate of expenditures the preceding fiscal year.

Title | of the Elementaryand SecondarjEducationAct
of 1965,asamendedoy the No Child Left Behind Act
of 2001

34 Code of Feder&egulationgCFR)Part 200

Adopted: 8/9/04
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SUBJECT: USE OF FEDERAL FUNDSFOR POLITICAL EXPENDITURES

The Board of Educationprohibitsthe useof any federalfundsfor partisanpolitical purposesor
expendituresof any kind by any personor organizationinvolved in the administrationof federally
assistegrograms.

This policy refers generally, but is not limited to, lobbying activities, publications,or other
materialsintended for influencindegislaton or other partisapolitical activities.

In recognition of this stricture, the Board of Education assignsthe PurchasingAgent the
responsibilityof monitoringexpenditure®of federalfundsso that saidfundsare not usedfor partisan
political purpose by any personor organizationinvolved in the administrationof any federally
assistegrograms.

Compliance Supplemeifdr Single Audit of State
and LocalGovernmentgrevisedSeptembef990)
supplementing@MB Circular A128

NOTE: Refer also td’dicy #6430-- Employe€eActivities

Adopted: 8/9/04
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SUBJECT: USEOF CELL PHONES

TheBoardof Educatiorrecognizeshatcertaindistrictemployeesnayberequiredto carry
districtownedcellularelectronicdevicesn orderto med theirjob responsibilitiesSuchdevicesshould
be providedonly whena lesscostlyalternativge.g.pageryadio)is notavailableor is not appropriaten
thecircumstanceslhedistrict mayalsoatits discretionconsidera cellularelectronicdeviceallowanceif
it isin thebestinterestof thedistrict. The District will complywith all IRS regulationsn regardgo the
taxabletreatmentf cellularelectronicdevices.

A list of anyjob titles requiringdistrictownedcell phonesshallbemaintairedin the Business
Office. All cellularelectronicdevicecontractshallbesecuredhroughtheappropriatgourchasing
procesge.g.,competitivebid, RFPprocessStatecontractiandshallbe subjecto reviewandapprovaby
theSuperintendent.

Cellular electronicdevicesareto be usedfor schooldistrict businespurpose®nly andanythingother
thanincidentalprivateuseis prohibited.Failureto follow theseguidelinesmayresultin revocatiorof the
phoneanddisciplineof theemployee.

As with any districtownedequipmentemployeesnusttakepropercareof cellularelectronicdevices
andtakeall reasonablerecautiongigainsdamageloss,or theft. Any damageloss,or theft mustbe
reportedmmediatelyto the Busines®Office. Sinceemployeesreresponsibldor the safereturnof
districtownedcellularelectroniadevicesemployeesvho usedistrictownedcellularelectronicdevices
maybeliable for damagesr lossthatoccurduringtheperiodof its use.

At leastonceperyear,the Busines®Office shallevaluatehe costeffectivenessf anydistrictcellular
electroniadeviceplanor employeeaallowance.

In accordancevith New York StateVehicleandTraffic Law Section1225ctheuseof ahandheld
cellulardevicewhile driving is prohibited Any finesincurredasaresultof usinga District-ownedor
personatellulardevicefor businespurposesvhile driving will betheresponsibilityof theemployee.

Adopted: 1/9/06
Revised: 11/22/10
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SUBJECT: ALLEGATIONS OF FRAUD
Reporting and Investigationsof Allegations of Fraud

All Board membersand officers, District employeesand third party consultantsare requiredto
abideby the District's policies, administrativeregulationsand proceduresn the conductof their duties.
Further, all applicablefederal and/or state laws and regulationsmust be adheredto in the courseof
District operationsand practices Any individual who hasreasorto believethatfinancialimproprietiesor
wrongful conductis occurringwithin the SchoolSystemis to disclosesuchinformationaccordingto the
reporting proceduresestablishedby the District. The reporting procedureswill follow the chain of
commandas establishedwithin the departmentor school building or as enumeratedn the District's
Organizatimal Chart. In the eventthat the allegationsof financial improprieties/fraudand/orwrongful
conductconcernthe investigatingofficial, the report shall be madeto the next level of supervisory
authority. If the chain of supervisorycommandis not sufficient to ensureimpartial, independent
investigation,allegationsof financial improprieties/fraudand/or wrongful conductwill be reportedas
applicable,to the Internal Auditor (if available),or the Independent{External) Auditor, or the School
Attorney, or the Boardof Education.The District's prohibition of wrongful conduct,ncluding fraud, will
be publicizedwithin the District as deemedappropriateand written notification will be providedto all
employeesvith fiscal accounting/oversigtand/orfinancialdutiesincludingthe handlingof money.

Uponreceiptof anallegationof financialimproprieties/fraucind/orwrongful conduct the Boardor
designatedemployee(s)will conducta thorough investigationof the charges.However, evenin the
absencef areportof suspected wrongfuonduct,f the District hasknowledgeof, or reasorto know of,
anyoccurrencef financial improprieties/fraud and/@rongful conductthe District will investigatesuch
conductpromptly and thoroughly. To the extent possible, within legal constraintsall reportswill be
treatedas confidentiallyand privately as possible. However,disclosuremay be necessaryo completea
thoroughinvestigationof the chargesand/orto notify law enforcemenbfficials as warranted,and any
disclosurewill be providedon a "needto know" basis.Written recordsof the allegation,and resulting
investigatiorandoutcomewill bemaintainedn accordancevith law.

Basedupon the results of this investigation,if the District determinesthat a school employee,
school official, or school officer has engagedin financialimproprieties/frauduler&nd/or wrongful
actions, appropriate disciplinary measureswill be applied, up to and including termination of
employment,in accordancewith legal guidelines, District policy and regulation,and any applicable
collective bargaining agreement.Third parties who are found to have engagedin financial
improprieties/fraudand/orwrongful conductwill be subjectto appropriatesanctionsaswarrantedandin
compliancewith law. Theapplicationof suchdisciplinary measuredy the District doesnot precludethe
filing of civil and/or criminal chargesas may be warranted. Rather, when school officials receivea
complaintor reportof allegedfinancialimproprietes/fraudand/or wrongfulconducthatmaybe criminal
in nature,law authoritiesshouldbeimmediatelynotified.

(Continued)
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SUBJECT: ALLEGATIONS OF FRAUD (Contd.)

An appealprocedurewill also be provided,as applicable,to addressany unresoved complaints
and/orunsatisfactoryrior determinationby theapplicablenvestigatingofficer(s).

Protection of School Employeeswho Report Information Regarding lllegal or Inappropriate
Financial Practices

Any employeeof the SchoolDistrict who hageasonableauseo believethatthefiscal practicesor
actionsof anemployeeor officer of the District violatesanylocal, state federallaw or rule andregulation
relatingto the financial practicesof the District, and who in goodfaith reportssuchinformationto an
official of the District, or to the Office of the StateComptroller,the Commissioneof Educationor to law
enforcementuthorities shall haveimmunity from any civil liability that may arisefrom the making of
suchreport. Further,neitherthe SchoolDistrict, nor employeeor officer thereof,shall take, requestor
causeretaliatoryactionagainsianysuchemployeevho makessuchareport.

The Board also prohibits any retaliatorybehaviordirectedagainstany withessesand/orany other
individualswho participatein the investigationof an allegationof illegal or inappropriatefiscal practices
or actions. Follow-up inquiries shall be madeto ensurethat no reprisalsor retaliatory behavior has
occurredto thoseinvolved in the investigation.Any act of retaliation is prohibited and subjectto
appropriatalisciplinaryactionby the District.

Knowingly Makes FalseAccusations

Any individual who knowinglymakesfalse accusationggainstanotherindividual asto allegations
of financialimproprieties/frauanayalsofaceappropriatalisciplinaryaction.

Educatior_aw Section3028d

Approved: 07/10/06
Revised: 08/28/06
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SUBJECT: FINANCIAL ACCOUNTABILITY

Schooldistrictsmusthaveinternalcontrolsin placeto ensurehatthe goalsandobjectivesof the
District areaccomplishedaws, regulationspolicies,andgoodbusinesgracticesarecompliedwith;
operationsareefficientandeffective;assetaresafeguardedgndaccuratetimely andreliabledataare
maintainel.

TheBaseSchoolDistrict'sgovernancandcontrolenvironmentvill includethefollowing:

a)

b)

d)

9)
h)

TheDistrict'scodeof ethicsaddressesonflict of interesttransactionsvith Boardmembers
andemployeesTransactionghatarelessthanarm'slengthareprohibited. Lessthanarm's
lengthis arelationshipgbetweerthe District andemployee®r vendorsvho arerelatedto
District officials or Boardmembers.

TheBoardrequirescorrectiveactionfor issuegeportedn the CPA'smanagemernetter,audit
reportsthe SingleAudit, andconsultanteports.

TheBoardhasestablishedherequiredpoliciesandproceduresoncerningDistrict operations.
TheBoardroutinelyreceivesanddiscussethe necessarfiscal reportsincludingthe:

Treasurer'sashreports,

Budgetstatugeports,

Revenuestatugeports,

Monthly extraclassroonactivity fundreportsand

a r wnN e

Fundbalanceprojectiongusuallystartingin January).

TheDistrict hasalongterm(threeto five years)financialplanfor bothcapitalprojectsand
operatiry expenses.

TheDistrict requiresattendancattrainingprogramgor Boardmembersbusinesfficials,
treasurers;laimsauditors andothersto ensurgheyunderstandheir dutiesand
responsibilitieandthe dataprovidedto them.

TheBoardhasanaudit committeeto assisin carryingoutits fiscal oversightresponsibilities.

TheDistrict'sinformationsystemsareeconomicalgfficient, currentandup-to-date.

(Continued)
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SUBJECT: FINANCIAL ACCOUNTABILITY (Contd.)

i)  All computeffiles aresecuiedwith passwordsr othercontrols,backedup onaregularbasis,
andstoredatanoff sitelocation.

j)  TheDistrict periodicallyverifiesthatits controlsareworking efficiently.

k)  TheDistrict requiresall staffto takevacationgduringwhich time anoherstaff member
performsthedutiesof the staff on vacation.

8 NewYork Codeof RulesandRegulationgNYCRR) Section
170.12

Adopted: 07/10/2006
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SUBJECT: MEDICAID COMPLIANCE PROGRAM POLICY

The SchoolDistrict shall complywith New York Stateandfederallaws andregulationsrelatedto
the SchoolDistrict'sparticipationasa providerof care servicesor suppliesunderthe Medicaidprogram.

The SchoolDistrict as a providerreceivingor submittingMedicaid claims of at least$500,000in
any consecutivawelvemonthperiod, hasestablishecandimplementeca Medicaid ComplianceProgram
designedo detectandpreventraud,wasteandabuse.

As requiredby the New York StateOffice of the Medicaid InspectorGeneral(hereinaftereferred
to asthe OMIG), the SchoolDistrict's Medicaid ComplianceProgramis comprisedof the following core
elements:

1.  Written policiesand procedureshat describecomplianceexpectationsas embodiedn a code
of ethics applicableto all School District personel, including Board members.Such
compliance expectationsor standardsof conduct shall include provisions designedto:
implement the operation of the Medicaid Compliance Programs; provide guidance to
employeesand others on dealing with potential compliarce issues; identify how to
communicatecompliance issuesto appropriate personnel;and describe how issuesare
investigatedandresolved,;

2. A designategmployeewho will be responsibldor the day-to-day operationof the Medicaid
ComplianceProgram.This employee'sjob duties may be exclusively relatedto Medicaid
complianceissuesor may be combined with other duties, provided that the Medicaid
compliance portions of the employee'sduties are satisfactorily fulfilled. The designated
employeeshall report directly to the School District Superintendenbr the Superintendent's
designeeand shall also periodically reportdirectly to the Board of Educationon the School
District'sMedicaidComplianceProgramactivities;

3. Trainingandeducatiorof all affectedSdcool District employeesindotherpersonsassociated
with the School District's Medicaid Compliance Program, including, but not limited to,
memberof the District's Boardof Education Suchtrainingshall occurperiodicallyandshall
be madea part of any requiredtraining or orientationfor new employeesBoard members,
volunteersand/orotherson dealingwith the SchoolDistrict'sMedicaidComplianceProgram;

(Continued)




201C 5574

20f2
I O L I CY Non-Instructional/Busines

Operations

SUBJECT: MEDICAID COMPLIANCE PROGRAM POLICY (Contd.)

4.

Communicatiodinesandprocessedirectedto the SchoolDistrict'sdesignate@mployeevho

will be responsibldor the day-to-day operationof the Medicaid ComplianceProgram.Such
communicatiorlines andprocesseshallbe accessibléo all School District employees, Bah
membersyolunteersand othersassociatedvith the School District's Medicaid Compliance
Program.The communicatiorines and processesre designedo allow employeego report
complianceissues,including the anonymousand confidential good faith repating of any

practiceor procedurerelatedto Medicaid reimbursemenbf schoolor preschoolsupportive
healthservicesthatanemployeebelievess inappropriate;

Disciplinary procedureghat encouragegood faith and fair dealingin the School District's
Medicaid ComplianceProgramby all affectedindividuals. Suchdisciplinaryprocedureshall
include procedureghat articulateexpectationgor reportingand assistingwith the resolution
of complianceissuesand also provide sanctiongor the failure to report suspectegbroblems
andpatrticipating(eitheractivelyor passivelyjn nornrcompliantbehavior;

A systemfor the routine identification of Medicaid compliancerisk areasin the School
District's Medicaid Compliance Program. Selfevaluation of such risk areas may be
accomplishedby, but not necessarilylimited to, internal audits and external audits, as
appropriate;

A systemfor respondingo, investigating,correctingand reportingcomplianceissuesasthey
areraised,including the developmenbf proceduresand systemsto reducethe potentialfor
recurrence, identifying and reporting compliance issuesto the OMIG and refunding
overpaymentsand

A policy of nortintimidation and nontretaliation againstany personfor the good faith
participationin any aspecbf the administratiorof the SchoolDistrict's Medicaid Compliance
Programincluding, but not limited to, the reportingof potentialissuesassistingasa witness
with anyinvestigationevaluationaudit, remedialactionsor reportingto appropiate officials
asprovidedin Sections’40and741of theNew York StatelaborLaw.

SocialServiced.aw Section363-d
18NYCRRPart521

NOTE:

Referalsoto Policies#5572- FinancialAccountability
#5571- Allegationsof Fraud
#5800- Audit Committee
#5810- InternalAudit Function
#6110- Codeof Ethicsfor BoardMembersandAll District Personnel
District MedicaidComplianceProgram

Adoption: 02/08/2010
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SUBJECT: USEOF THE DISTRICT CREDIT CARD

The SchoolDistrict will issuea creditcardin its namefor theuseof its officersanddesignated
employeedor authorizedexpensegdowever,authorizedgersonneimustsubmitrequisitionsgconference
requesformsor stateathleticmeetformsfor thoserelatedexpensegyrior to theuseof thecreditcard.

Thiscreditcardwill only befor thosepurchasesf goodsandserviceghatrequirea creditcard
anddo notaccepbtherpaymenimethodsAny otherreasorfor creditcardusemustbeapprovedy the
Businessvianagetprior to use.

Purchasethatareunauthorizedilegal, represena conflict of interestare
personaln natureor violatetheintentof this policy mayresultin creditcardrevocatioranddisciplineof
theemployee.

Usersmustsubmitdetaileddocumentatiorincludingitemizedreceips for
commoditiesservicestraveland/orotheractualandnecessargxpensesvhich havebeenincurredin
connectiorwith schootrelatedbusinesgor whichthecreditcardhasbeenused.

Expensescurredon eachcreditcardshallbepaidin suchamanne asto avoidinterestcharges.
Thecreditcardsshallbelockedin asecureplacein theBusinesffice.

Any individualwho makesanunauthorizeghurchasevith a SchoolDistrict creditcardshallbe
requiredto reimbursahe SchoolDistrict for thepurdase.

Adopted: 1/9/06
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lofl
Non-Instructional/Busines
Operations

SUBJECT: MEALS AND REFRESHMENTS

TheBoardof Educatiorrecognizeshat,occasionallyjt maybeappropriatdo providerefreshments
and/ormealsatdistrictmeetingsor eventspeingheldfor adistrictor educationapurpose Any
expendituresor refreshmentand/ormealsmustbeapprovedn advancédoy the SuperintendenRequests
maybeapprovedvhen:

1 Officersand/oremployee®f thedistrictwill bepreventedrom takingtime off for food
consumptiordueto a pressingneedto completethe businessthand.

1 Thedistrictis facedwith busines®f animmediatenatureandmeetingof districtemployees
areessentiatmealtime.

1 Thedistrictwishesto recognizeheservicegprovidedby volunteersor otherunsalaried
memtersof thedistrict (in suchcaseshoweveronly thosebeingrecognizednaybe
reimbursedandthe costof themealsmustbereasonable).

1 An exampleof anauthorizedexpendituravould berefreshmentand/ormealsfor staffassigned
to participatan assesmentdaygradingof standardizetests.

All expensemustbeappropriateldocumentedncludingthedate purposeof theactivity andthe
groupin attendanceandsubmittedo thed i s t Businesofiice for thepurpose®f auditand
consideratiomf reimbursement.

Ref:

NY ConstitutionArt, VIII, 81 (constitutionaprohibitionagainsgifts) Education
Law 82118
Ops.St.Compt.77667;79-522;82-21382-298;83-57;982

Adopted:1/9/06
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SUBJECT: RESERVE FUNDS

Reservdunds(essentiallya legally authorizedsavingsaccountdesignatedor a specificpurpose)
are an importantcomponentn the District's financial planningfor future projects, acquisitionsand
other lawful purposes.To this end, the District may establishand maintain reserve funds in
accordancevith New York StatelLaws, Commissioner'sRegulationsand the rules and/or opinions
issuedby the Office of the New York StateComptroller,asapplicable.

Any andall District reservefunds shall be properly establishedand maintainedto promotethe
goalsof creatingan open,transparenand accountablaise of public funds. The District may engage
independenexpertsand professionalsincluding but not limited to, auditors,accountantsand other
financial andlegal counsel,as necessaryto monitor all reservefund activity and prepareany andall
reports that the Boammayrequire.

Periodic Reviewand Annual Report

The Board of Educationwill periodicallyreviewall reservefunds. The District will alsoprepare
and submitan annualreport of all reservefundsto the Board of Education.The annualreportshall
includethefollowing informationfor eachreservefund:

a) The type andlescriptionof the reserve fund;

b) The dateghereservefund was establishemhdtheamountof each sunpaidinto thefund;

c) The interesearnedby thereserveund;

d) Capital gains or losses resulting froine sale ofinvestment®f the reserve fund;

e) The total amount and date of eagithdrawalfrom thereserveund,;

f)  Thetotal assetf the reservefund showingcashbalanceand a scheduleof investments;
and

g) An analysisof the projectedneedsfor the reservefund in the upcomingfiscal yearanda
recommendationegardingrundingthoseprojectedneeds.

The Board shall utilize the information in the annualreportto make necessarydecisionsto
adequatelymaintain and managethe District's reservefund balanceswhile mindful of its role and
responsibility as &duciary of public funds.

The Superintenderghall developany necessarand/orappropriateegulationsto implementthe
termsof theBoard'spolicy.

Adopt: 11/22/2010
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Non-Instructional/Business
Operations

SUBJECT: INSURANCE

The objective of the Board of Educationis to obtain the bestpossibleinsuranceat the lowest
possiblecost, and to seekadvice from an InsuranceAppraisal Serviceto determinethat adequate
coveragas beingprovidedregardindfire, boiler, generaliability, busandstudentaccidentinsurance.

The Boardshall carryinsuranceo protectthe District'srealandpersonabpropertyagainstlossor
damage.This propertyshall include schoolbuildings, the contentsof suchbuildings, schoolgrounds
andautomobiles.

TheBoardmayalsopurchasdiability insuranceo paydamagesssessedgainstBoardmembers
and District employeesacting in the dischargeof their respectiveduties, within the scopeof their
employmen@nd/or under the direction of the Board.

All insurancepolicies,alongwith aninventoryof the contentsof the building, shouldbe keptin
a fireproof depositoryor with the appropriatensuranceagentfor safekeepingand referral purposes.
The Superintenderghall reviewthe District'sinsuranceprogramannuallyandmakerecommendations
to the Boardf moresuitablecoverages required.

Public Officers Law Section 18

General Municipal Law Sectionsrband 52
EducationLaw Sectionsl709(8), (26) and (38),
3023, 3028, and 3811

Adopted: 8/9/04
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Nonr-Instructional/Business
Operations

SUBJECT: INVENTORIES

The Superintendenor his/herdesigneeshall be responsiblefor maintaininga continuousand
accurateinventory of equipmentownedby the District in accordancevith "The Uniform Systemof
Accounts for School Districts."

All suppliesand equipmentpurchasedand receivedby the School District shall be checked,
logged,andstoredthroughan established procedure.

Uniform Systemof Accountsfor School Districts
(FiscalSection)

Adopted: 8/9/04
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SUBJECT: ACCOUNTING OF FIXED ASSETS

The School BusinessManager shall be responsiblefor accountingfor generalfixed assets
accordingto the proceduresoutlined by the Uniform Systemof Accountsfor School Districts and
GASB StatemenB4 Regulations.

Theseaccountswill serveto:

a) Maintain a physical inventory of assets;

b) Establsh accountability;

c) Determine replacemenbsts;and

d) Provideappropriatensurancecoverage.

Fixed assetswith a minimum value establishedy the Board that havea useful life of one (1)
year or more and physical characteristicsrot appreciablyaffectedby use or consumptionshall be
inventoriedandrecordedon anannualbasis.Fixed assets shall includand, buildings,equipmentand
materials.

The Board shall establisha dollar thresholdas a basisfor consideringwhich fixed assetsareto
be depreciated Such thresholdshall ensurethat at least 80 percentof the value of all assetsis
reported. However, it is recommendedhat such threshold shall not be greaterthan $5,000. A
standardizediepreciatiormethodandaveragingconventionshall also be estabishedfor depreciation
calculations.

Fixed assetsacquiredhaving a value equalto or greaterthan the establishedthresholdare
considereddepreciableassetsand shall be inventoried for the purposesof GASB 34 accounting
practicesandplacedon a depredation scheduleaccordingto its assetlassandestimatecusefullife as
stipulatedby the NY StateaComptroller'sOffice or the IRS.

Assetsshall be recordedat initial costor, if not available,at estimatednitial cost; gifts of fixed
assetsshall be recordedat estimatedfair value at the time of the gift. A propertyrecordwill be
maintainedor eachassetnd will contain,wherepossible thefollowing information:

a) Date of acquisition;

b) Description;

c) Costor value;

(Continued)
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SUBJECT: ACCOUNTI NG OF FIXED ASSETS (Cont'd.)

d) Location;

e) Assettype;

f)  Estimateduseful life;

g) Replacementost;

h)  Current value;

i)  Salvage value;

j)  Date andmethodof disposition;and

k) Responsible official.

The School BusinessManagershall arrangefor the annualinventory and appraisal of School

District property,equipmentand material. Any discrepancie®etweenan inventory andthe District's
propertyrecordson file shouldbetracedandexplained.

Adopted: 8/9/04
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE

Operation and Maintenance

The Superintendenis chargedwith the responsibilityfor administeringplant operationsn the
most efficient and economicalmannerpossible,while placing high priority on health and safety of
studentsandconservatiorof naturalresources.

The Board,throughthe Superintendenand his/herstaff, hasthe responsibilityof protectingthe
District investmenin plant and facilities through systematianaintenanc@rogram.

It is expectedthat the programshall include periodic preventivemaintenanceactivities, long-
range maintenanceschedulesand emergencyrepair procedures.It is further expectedthat all
maintenancework will be carried out in a mannerthat will causethe leastinterferencewith the
edu@tionalprogram.

Construction and Remodeling ofSchoolFacilities

Plansand specificationsfor the erection,enlargementrepair or remodelingof facilities of the
SchoolDistrict shall be submittedto the Commissionewhenthe contemplatecconstructioncosts of
suchwork are ten thousanddollars ($10,000)or more, and for all projectsaffecting the healthand
safety of students.

Plansand specificationssubmittedto the Commissioneishall bearthe signatureand sealof an
architector engineerlicensedto practicein the Stateof New York. The architector engineerwho
sealedthe plansand specificationsshall also certify that the plansand specificationsconformto the
standardsset forth in the State Uniform Fire Preventionand Building Code (9 NYCRR Parts 600
through1250) andthe StateEnergyConservationConstructionCode (9 NYCRR Parts7810through
7816).

For remodelingor constructionprojects costing five thousanddollars ($5,000) or more, the
District shall assurecompliancewith the requiremerg of the State Uniform Fire Preventionand
Building Code (9 NYCRR 600 through1250) and Part 155 of the Commissioner'fRegulationsand
shallretainthe servicesof anarchitect orengineeticensedo practice irNew York State.

For remodelingor constriction projects costing less than five thousanddollars ($5,000),the

District shall assurecompliancewith the requirementsof the State Uniform Fire Preventionand
Building Code(9 NYCRR Parts600through1250)and Part 155 of the CommissiondRsgulatiams.

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

Inspections

The administrationof the School Systemshall cooperatewith officials conductinghealth,fire,
asbestoshus,andboiler inspections The administation shall keepthe Board of Educationinformed
of the results of such inspections itiraely fashion.

Comprehensive Public SchooBuilding SafetyProgram (Rescue)

To ensurethat all schoolfacilities are properly maintainedand preservedand provide suitable
educationalsettings,the Board of Educationrequiresthat all occupiedschool facilities which are
owned,operatedor leasedby the District comply with the provisionsof the Comprehensivd’ublic
School Safety Programand the Uniform Codeof Public SchoolBuilding Inspections Safety Rating
andMonitoring asprescribedn Commissioner'&®egulationsFor this reasonthe SchoolDistrict shall
developa Comprehensiv®ublic SchoolBuilding SafetyProgramin accordancevith Commissioner's
Regulations.

The programshall be reevaluatedand made current at least annually, and shall include the
following:

a) A five (5) yearcapitalfacilities plan which will include an appraisalof the following: the
educationalphilosophy of the District, with resulting administrative organizationand
programrequirementspresentandprojectedstudentenrollments spaceuseand Staterated
studentcapacity of existing facilities; the allocation of instructional spaceto meet the
current and future educationprogram and sewvice needs,and to serve studentswith
disabilitiesin settingswith nondisabledpeers;priority of needof maintenancerepair or
modernizationof existing facilities, including considerationof the obsolescenceand
retirementof certain facilities; anthe provisionof additionalfacilities.

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

1. Typeof building, ageof building, sizeof building;
2. Ratedcapacitycurrentenroliment;

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

4.  Summaryof triennial Asbestotspectiorreports.

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

An annualvisual inspectionof eachoccupiedbuilding and assignmenbf a safetyrating
score.The inspectioncommitteemustinclude a statecertified code enforcemenbfficial,
the District'sfacility directoror designeeanda memberof the District's Healthand Safety
Committee.

A building condition survey shall be conductedfor all occupiedschool buildings once
everyfive (5) yearsby ateamthatincludesatleast one (1) licenseatchitector engineer.

A District-wide monitoringsystemwhich includes:

1.
2.
3.

Establishinga HealthandSafetyCommittee;
Developmenbf detailedplansandareview process of all inspections;
Proceduredor a responsen writing to all inquiriesaboutbuilding healthand safety

concernsa copy of which will be sentto the District's Healthand SafetyCommnittee
for oversight, and a copy kept permanentile.

Proceduredo ensurethe safetyof the building occupantswvhile a construction/renovation
projectis takingplace.These procedures will include:

1.

Notification to parents staff andthe communityat leasttwo (2) monthsin advanceof
a constructionprojectof tenthousandiollars ($10,000)or moreto be conductedn a
schoolbuilding while the building is occupied;provided,however thatin the caseof
emergencyconstructionprojects,suchnotice shdl be providedasfar in advanceof
the start otonstructioras ispracticable;

A plan to ensurethat all contractorscomply with all health and safetyissuesand
regulationsandwear photo ID badges;

An opportunityfor the District's Health and Safety Committeeto conducta walk-
throughinspectionof newly renovatedr constructedareago confirm thatthe areais
readyto bereopenedor use;and

An emergencyplan which will addresspotential concernswith the capital project
including, but notimitedto, evacuatiomprocedures, fire drills, argtructural failures.

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

School Facility Report Cards

Commencinglanuaryl, 2001andeachyearthereafter, th&choolDistrict shallpreparea School
Facility ReportCardfor eachoccupiedschoolbuilding.

The SchoolFacility ReportCardfor eachbuilding shall be reviewedannuallyby the Board of
Education. The Board shall report in a public meeting on the statusof each item set forth in
Commissioner'®egulations for eactacility locatedin the District.

Fire Inspection

8 New York Code of Rules and Regulations
(NYCRR) Section 155.4

EducationLaw Section807-a

Healthinspection Education LawSection906

Asbestodnspection EducationLaw, Article 9-A
40 Code of Federal RegulatiofGFR)
Part 763, Subpart E

Plans andpecifications

EducationLaw Sections408,-aand409

8 New York Code of Rules and Regulations
(NYCRR) Sections 155.1 and .2

StructuralSafetylnspedions

EducationLaw Sections409-d and-e, 3602,and
3641(4)

8 New York Code of Rules and Regulations
(NYCRR) Sections 155.1, .3, .4(b)(1), and .6

Adopted: 8/9/04
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SUBJECT: HAZARDOUS WASTE AND HANDLING O F TOXIC SUBSTANCES BY
EMPLOYEES

The Board of Educationrecognizeghe needto protecthumanhealthandthe environmentrom
damageesulting fromtheimproperhandling ofhazardousvastes.

The managemenbf hazardousvastefrom its point of generationto the ultimate disposalis
regulated through speciffeederal and State laws.

The Board directs the Superintendento adopt rules to ensureDistrict implementationof
applicableFederaland Statelaws pertainingto the identification, transportationtreatnent, storage,
and disposal dfhiazardousvastes.

EnvironmentaProtection Agency

40 Code of Federal Regulatiof@FR)261 and 262
6 New York Code of Rules and Regulations
(NYCRR) Part 371

Adopted: 8/9/04
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USAGE

The Board of Educationis committedto maintainingthe integrity of school buildings and
groundswhile protectingthe healthand safetyof studentsand staff and maintaininga productive
learningenvironment.

Structuraland landscapepestscan posesignificant problemsfor peopleand property.Weeds
and infestationscan destroy playing fields and playgroundsand more importantly, causesevere
allergic reactions Pesticidesan poserisks to people,property,andthe environmentlt is therefore
the policy of the SchoolDistrict to incorporatelntegratedPestManagemen{IPM) proceduredor
controlof weedsstructuralandlandscapgests Theobjectiveof this programis to provide necessary
pest controlvhile usingthe least toxi@apprachto all pests, weeds and infestations.
Pest/Pesticide Management Plan

TheDistrict will manageveeds and pests:

a) Reduce any potentillumanhealth hazardr threat topublic safety.

b) Preveniossor damageo school structures or property.

c) Preventpeds from spreadinginto the community, or to plant and animal populations
beyond the site.

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

An IPM Coordinatowill be appointedoy the Superintendendf schools.The Coordinatomwill
be responsiblefor implementingthe IPM policy and plan. The coordinator'sresponsibilitieswill
includethefollowing:

a) Recording all pest sightindsy school staff and students.

b) Recording all pesticide use antilizing the leasttoxic approach.

c) Meetingwith the local PestControl Officer (PCO)to shareinformation on what pest
problemsarepresenin theschool.

d) Assuringthat all of the PCO'srecommendation®n maintenanceand sanitationare
carriedoutwherefeasible.

e) Assuringthatany pesticideuseis donewhenschoolis not in sessionor whenthe area
canbe completelysecuredagainstaccesdy schoolstaff and studentdor a minimum of
seventytwo (72) hours.

(Continued)
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USAGE (Cont'd.)
f)  Evaluatingtheschool'sprogressn the IPM plan.

g) Notifying parents,staff and neighborsof any applicationsof pesticidesforty-eight (48)
hours before they occur. The IPM Coordinator will serve as the District's Pesticide
Representative.

Pedicide Use on Common Areas

Pesticideswill not be usedon playgrounds turf, athletic or playing fields. In thesecommon
areaswhere children gather and play, pesticidealternativeswill be used wheneverpossibleand
effective. An exceptionmay be madefor emergencyapplicationsof pesticideonly whenapprovedn
advanceby the local Health DepartmentDepartmentof EnvironmentalConservationor the School
Board. Sometypes of pesticidesand alternativesthosedeemedsafein federal regulation,may be
allowable on playing fields and playgroundsin certain circumstancesThe District will develop
regulationggoverningthe use of pesticides and thaiternativesn school grounds.

Notification

The District's IPM Coordinatoror designatedPesticideRepresetative will give prior written
notice of all pesticideapplicationsto anyonewho hasaskedto receivesuchnotice. The District will
also annually notify parents,studentsand staff of periodic pesticideapplications.The District will
maintain a list of those peoplewho wish to receive forty-eight (48) hour notice before pesticide
applicationsandwill ensurethata systemis developedo deliver suchnoticein atimely fashionto all
affected.The natification systemmay be by mail or email, andwill ensure thata backup methodis
available to notify those for whom the regular systemis unworkable. The name and contact
informationfor the District PesticideRepresentativevill be madeavailable to alrequestingt.

Sampleformsfor forty-eight (48) houprior notification can be obtained at:

http://www.emsc.nysed.gov/facplan/documents/PesticideNeighborNotificationGuidelinefor
Schools_091001.pdf

Recordkeeping

Recordsof pesticideusewill be maintainedon site for two (2) years.Recordswill be completed
on the dayof pesticideuse.In addition,pestsurveillancerecordswill be maintainedo help verify the
need forpesticidetreatments.

EducationLaw Section409-k, 409-h
EnvironmentalConservatioh.aw Section33-0303

40 Codeof FederaRegulation§CFR)Part152.25

7 United State<CodeSection136(mm),136q(h)(2XFIFRA)

Adopted: 11/22/2010
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SUBJECT: SMOKING/TOBACCOUSE

SchoolGrounds

Tobaccouseshallnotbe permittedandno persorshallusetobaccaon schoolgroundsatanytime.
For purpose®f this policy, "schoolgrounds'meansanybuilding, structureandsurroundingputdoor
groundscontainedwithin the District'spreschoolnurserysdool, elementaryr secondargchool'degally
definedpropertyboundariessregisteredn the CountyClerk'sOffice; aswell asall District vehicles,
includingvehiclesusedto transportchildrenor schoolpersonnel.

Forpurpose®f this policy, tobaco is definedto includeanylightedor unlightedcigarettecigar,
cigarillo, pipe,bidi, clovecigarette electroniccigaretteandanyothersmokingproduct,andspittobacco
(smokelesglip, chewand/orsnuff)in anyform.

Posting/Notification of Policy

In compliancewith theNew York StateCleanindoorAir Act, theDistrict will prominentlypostits
Smoking/TobacctJsepolicy andsignsprohibitingall formsof tobaccgoroductsn District buildingsand
otherappropriatdocations;andwill supplyacopy uponrequesto anycurrentor prospectiveemployee.
SchoolOfficials, will alsotell individualswho smokein anorrsmokingareathattheyarein violation of
theNew York StatePublicHealthLaw, Education_aw, thefederalPro-ChildrenAct of 1994andDistrict

policy.

TheDistrict shallalsoensurehatthis policy is communicatedo staff, studentsparents/guardians,
volunteersandvisitorsasdeemedppropriaten orderto orientall persongo the District's"No Smoking"
Policyandenvironment.

Prohibition of TobaccoPromotional ltems/TobaccoAdvertising

Tobaccgromotionaitems(e.g.,brandnames|ogosandotheridentifiers)areprohibited:
a) Onschoolgrounds;

b) Inschoolvehicles;

c) At schooisponsore@vents;

d) Inschoolpublications.

This prohilation of tobaccgpromotionaitemsshallbeimplementedn accordancevith the Codeof
Conductandapplicablecollectivebargainingagreements.

(Continued)




2014 5640
POLICY
Non-Instructional/Busines

Operations

SUBJECT: SMOKING/TOBACCO USE (Contd.)

In addition,tobaccaadvertisings alsoprohibitedin all schoolsponsoregublicationsandatall
schoolsponsore@vents.

SafeandDrug-FreeSchoolsandCommunitiesAct
20 United StatesCode(USC) Section7101et seq.
Pro-ChildrenAct of 2001

20 United StatesCode(USC) Sections/1817184,
asamendedby the No Child Left BehindAct of 2001
PublicHealthLaw Article 13-E

EducationLaw Sectiong#09and3020a

NOTE: Referalsoto Policies
#3280-- Useof SchoolFacilities,Materialsand Equipment
#3410-- Codeof Conducton SchoolProperty
#7310-- SchoolConduct and Discipline
#7320-- Alcohol, TobaccoElectronicCigarettesDrugs,andOtherSubstanceéStudents)
#8211-- Prevention Instruction
District Codeof Conducton SchoolProperty

Adopted: 8/9/04
Revised: 05/12/2014
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Nonr-Instructional/Business
Operations

SUBJECT: ENERGY/WATER CONSERVATION AND RECYCLING OF SOLID WASTE

The Board of Educationrecognizesthe importanceof energyand water conservationand is
committedto theanalysisdevelopmentandinitiation of conservéion measurethroughouthe District
for the purpose of reducing energy consumption.

Recycling

The Superintendentwill develop a program for the source separationand segregationof
recyclableor reusablematerialsn the District. This District-wide regcling plan shall include:

a) A conservationeducationprogramto teachstudentsabouttheir social responsibilityfor
preservingour resourcesandinvolvementof all studentsaandpersonneln a comprehensive
effort to reduceyeuseandrecyclewastematerals;

b) A concertedeffort to purchaserecycled items and biodegradablerather than non
biodegradable products;

c) Separatiorof wasteinto appropriatecategoriegor the purpose of recycling;

d) A cooperative effort with communitgcyclingprograms.

General Minicipal Law Section 12@a

Adopted: 8/9/04
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SUBJECT: WELLNESS

The Elmira HeightsCentralSchoolDistrict is committedto providing a schoolenvironmenthat
promotesand protectschildren'shealth,well-being,andthe ability to learnby fosteringhealthyeating
and physical activity.

TheDistrict hasestablishe@ wellnesscommitteeto developthe District'sproposedocal wellness
policy, makingsuchpolicy recommendationfor review andadoptionby the Boardof Eduation. The
District WellnessCommitteeincludes butis not limited to, representativeBom eachof the following
groups:

a) Parents;

b) Students;

c) PhysicalEducationteachers;

d) Schoolhealth professionals;

e) TheDistrict'sfood servicgrogram;
f)  The School Board;

g) Schooladministratorsand

h)  Membersof the public.

TheDistrict WellnessCommitteewill alsoberesponsibldor assessingurrentactivities,programs
and policies availablein the District, and providing mechanismgor implementationgvaluation,and
revigon of the policy. In sodoing, the WellnessCommitteewill evaluateand makerecommendations
which reflect the specific need$ the District and itstudents.

Goals toPromote Student Wellness

The District seekgo ensureall of its studentobtainthe knowledgeandskills necessaryo make
nutritious food selectionsand enjoy life-long physicalactivity. To this end, the District setsforth the
following goalsrelatingto nutrition promotionandeducationphysicalactivity, andotherschootbased
activties.

Nutrition Promotionand Education

a) ClassroomTeaching: Nutrition topics will be integrated within the comprehensivehealth
educatiorcurriculumandotherinstructionalareasasappropriateandtaughtat everygradelevel,
K through 12. Nutrition instructionwill follow applicableNew York State Standardsand be
designed to help students acquire:

1. Nutrition knowledge,including but not limited to: the benefitsof healthyeating;essential
nutrients; nutritional deficiencies;principles of healthy weight managementthe use and
misuseof dietarysupplementsand safe food storage, handliegd preparation.

(Continued)
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SUBJECT:

2.

WELLNESS (Contd.)

Nutrition related skillsjncluding but notlimited to: planninghealthymeals; undestanding
and using food labels; critically evaluating nutrition information, misinformation, and
commercialfood advertising;assessingpersonaleating habits; and settingand achieving
goals related to these concepts.

b) Educationmarketing,andpromotion

1. TheDistrict will promoteschooland communityawarenes®f this policy throughvarious
meanssuchasa publicationon the District website.

2. The Districtwill encouragend promotevellnesshroughsocial media, and newsletters

3. Marketingandadvertisirg on schoolcampusesluringthe schooldaywill beconsistentvith
nutrition educationand healthpromotion.As such,schoolswill restrictfood andbeverage
marketingto the promotionof thosefoods and beverageshat meetthe nutrition standards
set forh by the HealthyHungerFreeKids Act's SmartSnacks irSchool Rule.

c) Additional provisions

1. Parents will be encourageddend in healthy treats for classrooaiebrations.

2. Schoolpersonnehre strongly encouragedo considerhealthyfoodswhenusingfood asa
rewardor withholding food as punishmentunderany circumstanceincluding celebrating
individual orclassroonsuccess.

PhysicalActivity
a) The Elmira Heights Central School District will provide opportunitiesfor every studentto

participatein physcal education and to be involved in physieativities.In doingso,the District
aimsto promoteamongstudentshe developmenbf knowledgeand skills for specific physical
activities, the maintenancef physicalfitness,regular participationin physical activity, and an
understandingf the shortterm and long-term benefitsfrom a physically active and healthy
lifestyle.

(Continued)
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SUBJECT: WELLNESS (Cont'd.)

b) TheDistrictwill ensurghatthefollowing standardsremetto achievadts goalsrelativeto physical
education and physical activity:

1. TheDistrictwill haveaBoardapprovedPhysicalEducationPlanon file with theNew York
StateEducationDepartmenthatmeetsor exceedsherequirementsetforth in Sectionl354
of theCommissioneof Education'segulations.

2. The District recognizeghe importanceof physicaleducationclassesn providing students
with meaningfulopportunitiesfor physical exerciseand developmentConsequentlythe
District will ensure:

(&) All physicaleducatiorclassesretaughtor supervisedy a certifiedphysicaleducation
teacher.

(b) All physicaleducation staff receiverofessionatlevelopmenbn a yearly basis.

(c) Interscholasticsports,intramuralsports,and recessdo not serveas substitdes for a
quality physical educatioprogram.

(d) Studentsreaffordedthe opportunityto participatein moderateo vigorousactivity for
at least 60% of physical education class.

(e) It providesadequatespaceandequipmentfor physicaleducationand conformsto all
applicablesafetystandards.

(H A sequentiaphysicaleducationcourseof studyconsistentvith nationalstandardsgor
physicaleducationis implementedwith a focus on studentsdevelopmenbf motor
skills, movemenforms,and health related fitnes

(@) A physicaland social environmentis providedthat encouragesafe and enjoyable
activity for all students, including those wilaoe notathletically gifted.

(h) Activities areadaptedo meettheneedsf studentsvho aretemporarilyor permanently
unableto participatein the regularprogramof physicaleducation.In doing so, the
District will abideby specificprovisionsin 504 Plansand/orindividualizededucation
programg1EP).

(i) All students,including studentsin need of adaptive physical education,will be
encouraged to participate pysicalfitnessprogramsandcompetitions.

(Continued)
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3. All studentswill berequiredto fulfill the physicaleducationrequirementsetforth in the
regulationf the Commissioneof Educatiorasaconditionof graduatingrom theDistrict's
schools.

c) All classroonteachers, angarticularlythoseengagedn theinstructionof K through5 students,
arestronglyencouragedo incorporateinto the schoolday shortbre&s for studentghatinclude
physicalactivity, especiallyafterlong periodsof inactivity. Whereweatherand/orfacilities allow,
recess willbeoffered in a placéhataccommodatesioderateo vigorous physical activity.

Other SchoeBased Activities

TheDistrict is committedto establishinga schoolenvironmenthatis conduciveto healthyeating
and physicahctivity for all. TheDistrict will, therefore adopt the following standards:

a) FederalSchoolMeal Programs

1. The District will participateto the maximumextentpracticablein availablefederal
schoolmealprogramgincludingthe SchoolBreakfastProgramandNationalSchool
Lunch Program).Food servedthrough these programswill meet all applicable
federal and state standards.

2. The Districtwill ensurghatfood servicalirectorsmanagersand staff are provided
with annualprofessionaldevelopmenin the areasof food and nutrition consistent
with USDA Professionabtandardgor StateandLocal Nutrition ProgramsDistrict
food servicestaff will surveystudents/parentsiannuallyto solicit feedbackon the
school breakfast and/or school lurmogram(s).

b) Accesgo School NutritiorPrograms

The District will utilize a systemof studentpaymentthatensuresall eligible studenthave
accesgo free/reducednealsin anon-stigmatizingmanner.

c) Meal Environment
TheDistrict will ensure:
1. Schooldining areashavesufficient space fostudentgo sit andconsumemeals.
2. Schooldining areasare clean,safe,and pleasanenvironmentghat reflect the socal

value of eating.

(Continued)
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3. Enoughservingareasare providedto ensurestudentaccesgo schoolmealswith a
minimumof wait time.

All students have a scheduled lunch period.
Lunchtimesare schedeld neathe middle of the school day.

Students are giveadequatdime to eat healthy meals.

S o

Studentsand staff haveaccesdo free, safe,andfreshdrinking waterthroughoutthe
school day and where schookalsare served.

d) CommunityAccess to DistricEacilities for Physical Activities

Schoolgroundsandfacilities will be availableto studentsstaff, communitymembersand
organizationsandagencie®ffering physicalactivity andnutrition programsconsistentvith
District policy, includingprovisionsregardingconducton schoolgroundsandadministrative
approval of use by outside organizations.

e) CommunityPartnerships
The Districtwill continuerelationships with communitgartnersn support of thisvellness
policy's implementation.Existing and new community partnershipswill be evaluatedto
ensure they are consistent wiltis policy and its goals.
Nutrition Guidelines
In an effort to encouragehealthy life-long eating habits by providing foods that are high in
nutrients,low in fat andaddedsugars,and of moderateportion size,the District WellnessCommittee
will recommenchutrition standardgo be setfor all foodsandbeveragesvailableon schoolcampus.
For purpose®f this sectionthe schooldayis definedasthe periodfrom the midnight before,to thirty
(30) minutesafter theend of the official school day.
School Meals

Schoolmealswill, ata minimum, meetthe programrequirement@and nutrition standardof the
School Breakfast andationalSchool LunchPrograms.

(Continued)
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Fundraising

a) All food and beveragessold as a fundraiserduring the school day will meet the nutritional

requirementsistedin theUSDA Healthy,HungerFreeKids Act "SmartSnacksn Schools'Rule.

Competitive Foods

a)

b)

Competitivefoodswhich includeall foods and beverages sold outside the scimaallprograms,
ontheschoolcampusn studentaccessiblareasandatanytime duringtheschooldaywill follow,
at a minimum, the nutrition standardsspecifiedby the Healthy, HungerFreeKids Act. These
standardsvill applyto all foodsandbeveragesoldindividually andoutsideof the reimbursable
schoolmeal,including vendingnachinesschool stores and cafeteriaacartelines.

Additionally, the District will notsellfoodsof minimal nutritionalvaluein the studentstore,from

amachine,or anywheren the building from the beginningof the schoolday until the endof the
lastlunchperiod.Prohibitedfoodsinclude:sodawater,waterices(excludingicescontainingfruit

or fruit juices),chewinggum, hardcandy,jellies, gums,marshmallowcandies]icorice, fondants
(soft mints,candy corn)cotton candy and candy coated popcorn.

Implementation and Evaluation of the Wellness Policy

a)

b)

TheDistrictwill estaltish animplementatiorandevaluatiorplanfor this policy in orderto monitor
its effectivenessand the possibleneedfor modification over time. To this end, the District
designateghefollowing individualsto haveoperationatesponsibilityfor ensurirg thatthe District
meetsthe goals andhandate®f this policy:

Director Food Servicé WellnessCommittee Chair

TheDistrict will annuallyreport on the progress eachitsfschools hasmadetowardmeetingthe
goals of this policy. Sucteport wil include:

1. Thewebsiteaddresgor thewellnesspolicy and/orinformationon howthepublic canaccess
acopy;

2. A descriptionof eachschool'sprogress irmeetingthe wellness policy goals;

3. A summaryof eachschool'docal school wellness events actities;

(Continued)
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4. Contactinformationfor theleader(s)f theWellnessCommittee;and
5. Informationon how individuals can get involved in tiiéellnessCommittee'svork.
Suchreport will be providedto the Board of Educationand also distributedto the Wellness

Committee, parentteacher organizations, Building Principals, and school health services
personneWithin the District.The report will be available wommunity residents upon request.

c) Assessmestof the District's wellnesspolicy and implementationefforts will be repeatecn a
triennialbasis. Theassessmentill include:
1. Compliancewith the wellness policy;
2. How the wellness policgompareso model wellness policiesnd
3. Progressnadein attairing thegoals of the wellness policy.

d) TheDistrictwill, as necessaryrevisethis wellnesspolicy anddevelopwork plansto facilitateits
implementation.

42 USCSection1758b

7 CFRSection210.11

79FR 10693

EducationLaw Section915

8 NYCRR Section135.4

Adoption Date: 04/24/2006
Revised: 06/09/2008
Revised: 06/11/2015
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SUBJECT: RECORDS MANAGEMENT

A recordsmanagemenfficer shall be designatedy the Superintendensubjectto the approval
of the Board of Education.Suchrecordsmanagementfficer shall coordinatethe developmenbf and
overseea programfor the orderly andefficient managementf records,including the legal disposition
or destructionof obsoleterecords,and be given the authority and responsibilityto work with other
local officials at all levels in thdevelopmenandmaintenancef therecordsmanagemerprogram.

In addition, a RecordsAdvisory Board may be createdto assistin establishingand supporting
the record managementprogram. The District's legal counsel, the fiscal officer, and the
Superintendent/designesaycomprisethe Advisory Board.

Appropriateregulationsandprocedureshallbe developed.
Retention and Disposition of Records

The Superintendenshdl retain recordsfor sucha period and disposeof themin the manner
describedn RecordsRetentionand DispositionScheduleED-1, establishegursuanto Part185, Title

VIII of the Official Compilation of Codes,Rules and Regulationsof the Stateof New York and
Article 57-A of the Arts andCultural Affairs Law.

Arts and Cultural Affairs Law Section 57.19
8 New York Code of Rules and Regulations
(NYCRR) Section 185

Adopted: 8/9/04
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SUBJECT: DISPOSAL OF CONSUMER REPORT INFORMATION AND RECORDS

In accordancewith the FederalTrade Commission'{FTC) "DisposalRule,” and in an effort to
protectthe privacy of consumeinformation,reducetherisk of fraud andidentity theft, andguardagainst
unauthorizedaccesgo or useof the information, the School District will take appropriatemeasureso
properlydisposeof sensitivenformation(i.e., personaldentifiers)containedn or derivedfrom consumer
reportsandrecords. Any employerwho usesor possesses consumeformationfor a busness purpose
is subjectto the DisposalRule. Accordingto the FTC, the standardfor properdisposalof information
derived from a consumerreport is flexible, and allows the District to determinewhat measuresre
reasonableébasedon the sensitivity of the information, the costs and benefits of different disposal
methodsandchangesn technology.

Theterm"consumereport' shallincludeinformationobtainedrom a consumereporting company
thatis used- or expectedo beused- in establishinga consumer'seligibility for employmenbr insurance,
amongother purposesThe term "employmenpurpose$ when usedin connectionwith a consumer
report meansa report usedfor the purposeof evaluatinga consumerfor employment, promotion,
reassignmertr retertion asanemployee.

The FTC Disposal Rule defines "consumerinformatior’ as "any record about an individual,
whetherin paper electronicor otherform, thatis aconsumereportor is derivedfrom a consumereport.
Consumeinformationalsomeansa compilationof suchrecords. Consumer informatiodoesnotinclude
informationthatdoesnotidentify individuals,suchasaggregaténformationor blind data."

Information Coveredby the DisposalRule

The FTC hasnotincludeda rigid definition of the kinds of informationthatwould be consideredo
identify particularindividuals.Iln accordancevith FTC guidancetherearea varietyof personalidentifiers
beyondsimply a person'snamethat would bring information within the scopeof the Disposal Rule,
including, but not limited to, a social securitynumber,driver'slicensenumber,phonenumber, physical
addressand e-mail addressDependingupon the circumstancesgata elementsthat are not inherently
identifying can,in combinationjdentify particularindividuals.
"Proper" Disposal

TheFTC DisposalRuledefines'disposeg' "disposing’ or "disposal” as:

a) "Thediscardingor abandonmerdf consumemformation,or

b) "The sale,donation,or transferof any medium,including computerequipmentuponwhich
consumeitinformationis stored."

(Continued)



