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Bylaws

SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD
Appointments

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

the Annual Organizational Meeting.

The following will be appointed annually:

a)  District Clerk;

b)  District Treasurer;

¢)  Deputy Treasurer;

d) External (Independent) Auditor;

e) Central Treasurer, Extraclassroom Activities Account;
f)  Faculty Auditor, Extraclassroom Activities Account;
g)  Audit Committee.

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

a)  Director of School Health Services (District Physician/Nurse Practitioner);

b)  Supervisors of Attendance;

c)  Committee on Special Education and Committee on Preschool Special Education:
d) Records Access Officer;

e) Records Management Officer;

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

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

h)

)
i)
k)
D)

m)

Civil Rights Compliance Officer(s) (coordinates the District's efforts to comply with civil
rights laws such as Title VI, Section 504, the Americans with Disabilities Act, and the Age
Discrimination Act);

Title IX Coordinator(s) (coordinates the District's efforts to comply with Title IX; when
appointing, District must "designate and authorize" the Title IX Coordinator(s));

Liaison for Homeless Children and Youth (McKinney-Vento Liaison);
Chemical Hygiene Officer;
Dignity Act Coordinator (one in each building);

Chief Emergency Officer.

The following may also be appointed:

a)  School Attorney;
b)  Claims Auditor/Deputy Claims Auditor;
¢) Internal Auditor;
d) Insurance Advisor;
e)  Copyright Officer.
Designations

July:

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

a)
b)
c)
d)
e)

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

Purchasing Agent;

(Continued)
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f)  Certifier of Payrolls;

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

h)  School Pesticide Representative;

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

Authorizations

The following authorizations will be made by the Board at the Annual Organizational meeting in

July:

a)
b)

c)
d)

€)

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

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

Superintendent to apply for grants in aid (state and federal) as appropriate;
Establish mileage reimbursement rate;

Other(s) as deemed appropriate/necessary.

McKinney-Vento Homeless Education Assistance Act, § 722, as reauthorized by the Every Student Succeeds
Act (ESSA) of 2015

29 CFR § 1910.1450

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

8 NYCRR Part 185

21 NYCRR Parts 1401, 9760

Adopted: 5/19/15
Revised: 3/16/17;
Revised: 7?
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SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR

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

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

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

Qualifications

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

The Claims Auditor should not be:

a) A member of the Board;

b)  The Clerk or Treasurer of the Board;

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

(Continued)
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d)
e)

f)
g)

h)

The Purchasing Agent;

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

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

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

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

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

Delegation of the Claims Audit Function

The Board may delegate the claims audit function by using inter-municipal cooperative
agreements, shared services through a Board of Cooperative Educational Services, or independent
contractors, provided that the individual, organization, or entity:

a)
b)

c)

Has no other responsibilities related to the business operations of the District;

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

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

The Board remains ultimately responsible for auditing all claims

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

Adopted: 5/19/15

Revised:
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Bylaws

SUBJECT: DUTIES OF THE EXTRACLASSROOM ACTIVITY FUND CENTRAL
TREASURER

Extraclassroom Activity (ECA) Central Treasurer

The ECA Central Treasurer is appointed by the Board and has custody of all ECA funds. The ECA

Central Treasurer's duties include, but are not limited to:

a)  Disbursing ECA funds by means of prenumbered check forms upon receipt of a payment
order signed by the student activity treasurer and faculty advisor of the ECA, provided that

there are sufficient funds in the account;

b)  Signing all checks disbursing ECA funds;

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

ECA;

d) Signing a receipt for all ECA funds placed into his or her custody and depositing those funds

promptly into a bank designated by the Board;

e) Maintaining a record of the receipts and disbursements of each individual ECA account and

of all the ECA accounts combined;

f)  Verifying bank statements and preparing a reconciliation of cash balances and ECA accounts

to be forwarded to the District’s business Official for review monthly;

g)  Submitting to the Board a financial report relating to the receipts and expenditures for all

ECA accounts on a quarterly basis; and
h)  Reporting to the Board or its designee at least four (4) times per year..

Auditor

The Auditor is appointed by the Board. The Auditor may be the same entity appointed by the

1336
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Board to conduct the District’s annual audit. The Auditor’s duties include, but are not limited to:

a) Examining the statements of accounts from the ECA Central Treasurer monthly:

b)  Auditing the ledgers kept by the student activity treasurer(s) annually, and reconciling these

ledgers with the ECA Central Treasurer's records;

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

including supporting documentation requirements and receipt issuance;

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

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

e) Investigating any instances when the ECA Central Treasurer's report and the student activity
treasurer's ledgers do not agree;

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

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

8 NYCRR Part 172

NYSED Finance Pamphlet, The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds,
Revised 2019

Adopted: 5/19/15
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SUBJECT: ABSENTEE BALLOTS

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

A District voter must request in advance an application for an absentee ballot. The voter must
complete the application and state the reason he or she will not be able to appear in person on the day
of the District election/vote for which the absentee ballot is requested. The application must be received
by the District Clerk no earlier than the thirtieth day before the election/vote. The application must be
received by the District Clerk at least seven days before the election/vote if the ballot is to be mailed to
the voter or the day before the election/vote if the applicant or his or her agent delivers the application
to the District Clerk in person.

A qualified District voter is eligible to vote by absentee ballot if he or she will be:
a)  Absent from the county of his or her residence;

b)  Unable to appear at the polling place because of illness or physical disability, or duties related
to the primary care of one or more individuals who are ill or physically disabled, or because
he or she will be or is a patient in a hospital;

c) An inmate or patient of a veteran's administration hospital; or

d)  Absent from his or her voting residence because he or she is detained in jail awaiting action
by a grand jury or awaiting trial, or confined in jail or prison after a conviction for an offense
other than a felony, provided that he or she is qualified to vote in the election district of his
or her residence.

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

A voter's absentee ballot must reach the Office of the District Clerk not later than 5 p.m. on the
day of the election/vote in order that his or her vote may be canvassed.

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

A list of all persons to whom absentee ballots have been issued will be maintained in the Office
of the District Clerk and made available for public inspection during regular office hours until the day
of the election/vote. Any qualified voter may, upon examination of this list, file a written challenge of
the qualifications as a voter of any person whose name appears on this list, stating the reason for the
challenge. The written challenge will be transmitted by the District Clerk to the election inspectors on
the day of the District election/vote. In addition, any qualified voter may challenge the acceptance of
the absentee voter's ballot of any person on this list by making his or her reasons known to the election
inspector before the close of the polls.
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Military Ballots

The Board authorizes the District Clerk to provide military ballots to military voters to be used for
the election of Board members and District public library trustees, the adoption of the annual budget,
and District public library budget and referenda.

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

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

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

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

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

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

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

A voter's military ballot must be received by the Office of the District Clerk not later than 5 p.m.

on the day of the election/vote in order that his or her vote may be canvassed at which point the military
ballot will be processed in the same manner as absentee ballots.

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

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

Adopted: 5/19/15
Revised:
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Community Relations

SUBJECT: VISITORS TO THE SCHOOL

In an effort to increase school security and limit trivial entry into buildings the District has created
reception areas in all District buildings. All visitors will not be permitted to enter the building without
showing proper identification. Moreover the purpose of the visit must be known by the building
principal. Visitations to classrooms for any purpose require permission in advance from the building
principal in order to allow teachers the opportunity to arrange their schedules to accommodate these
requests.

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

All visitors must comply with the District's Code of Conduct.
Electronic Visitor Management System

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

Education Law § 2801
Penal Law §§ 140.10 and 240.35

Adopted: 5/19/15
Revised:
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Community Relations

SUBJECT: USE OF ASSISTANCE ANIMALS

The District recognizes the importance of service animals and affirms its commitment to allowing
the use of these animals by individuals with disabilities on school grounds to facilitate their full
participation in and equal access to District services, programs, and activities. Service animals are
distinguished from emotional support, therapy, comfort, or companion animals. The District will comply
with all applicable federal and state laws and regulations related to service animals.

The District does not permits the use of therapy dogs on school grounds.
Service Animals

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

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

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

The Superintendent or designee may create procedures, regulations, and/or building-specific rules
regarding the use of service animals and miniature horses on school grounds by individuals with
disabilities.

Americans with Disabilities Act (ADA), 42 USC § 12101 et seq.
28 CFR §§ 35.104 and 35.136

Civil Rights Law §§ 47, 47-a, and 47-b

Executive Law § 296

NOTE: Refer also to Policy #3150 -- School Volunteers

Adopted: 5/19/15
Revised: 3/16/17;
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SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS, AND EQUIPMENT
School Facilities

It is the policy of the Board to encourage the greatest possible use of school facilities for
community-wide activities including those uses permitted by New York law. Individuals or groups
wishing to use the school facilities must secure written permission from the Board or its designee and
abide by the rules and regulations established for use, including restrictions on alcohol, tobacco, and
drug use. All visitors must comply with the District's Code of Conduct.

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

Materials and Equipment

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

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

Education Law § 414

NY Constitution Article 8

NOTE: Refer also to Policies #3281 -- Use of Facilities by the Boy Scouts of America and Patriotic

Youth Groups

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

Adopted: 5/19/15
Revised:
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SUBJECT: PUBLIC ACCESS TO RECORDS

Access to District records will be consistent with the rules and regulations established by the New
York State Committee on Open Government and will comply with all the requirements of the New York
State Freedom of Information Law (FOIL).

Records Access Officer

The Superintendent, subject to the approval of the Board, will designate a Records Access Officer
who will have the duty of coordinating the District's response to public requests for access to records.

Fulfilling FOIL Requests

The District will provide copies of records in the format and on the medium requested by the
person filing the FOIL request if the District can reasonably do so regardless of burden, volume, or cost
of the request. The District may charge a fee for copies as permitted by law and regulation.

The District may require a person requesting lists of names and addresses to provide a written
certification that they will not use the lists of names and addresses for solicitation or fundraising
purposes and will not sell, give, or otherwise make available the lists of names and addresses to any
other person for the purpose of allowing that person to use the lists of names and addresses for
solicitation or fundraising purposes.

Requests for Records via Email

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

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

Notification

The District will post in a conspicuous location wherever records are kept and/or publish in a local
newspaper of general circulation a notice which contains: the locations where records will be made
available for inspection and copying; the name, title, business address, and business telephone number
of the Records Access Officer; and the right to appeal a denial of access to records with the name and
business address of the person or body to whom the appeal should be directed.

(Continued)
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SUBJECT: PUBLIC ACCESS TO RECORDS (Cont'd.)
Additional Provisions

Regulations and/or procedures governing access to District records in relation to FOIL requests
will be developed.

Education Law § 2116
Public Officers Law Article 6
21 NYCRR Part 1401

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

Adopted: 5/19/15
Revised:
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE DISTRICT

Overview

The District is committed to creating and maintaining an environment which is free from
discrimination and harassment. This policy addresses complaints of discrimination and/or harassment
made under applicable federal and state laws and regulations, as well as any applicable District policy,
regulation, procedure, or other document such as the District's Code of Conduct. It is just one component
of the District's overall commitment to maintaining a discrimination and harassment-free educational
and work environment.

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

a) Race;

b) Color;

¢) Religion;

d) Disability;

e) National origin;

f)  Sexual orientation;

g)  Gender identity or expression;

h)  Military status;

i) Sex:

j)  Age;and

k)  Marital status.

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

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

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

Scope and Application

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

a)  Students;

b) Employees;

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

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

f)  Volunteers; and
g)  Visitors or other third parties.

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

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

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

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

Definitions
For purposes of this policy, the following definitions apply:

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

b)  "School function" means a school-sponsored or school-authorized extracurricular event or
activity regardless of where the event or activity takes place, including any event or activity
that may take place virtually or in another state.

What Constitutes Discrimination and Harassment

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

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

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

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

This conduct may, among other things, have the purpose or effect of: subjecting the individual to
inferior terms, conditions, or privileges of employment; creating an intimidating, hostile, or offensive
environment; substantially or unreasonably interfering with an individual's work or a student's
educational performance, opportunities, benefits, or well-being; or otherwise adversely affecting an
individual's employment or educational opportunities. Petty slights or trivial inconveniences generally
do not constitute harassing conduct.

Civil Rights Compliance Officer

The District has designated the following District employee(s) to serve as its CRCO(s):

Laurie Melesh, Supervisor of Special Education Catherine Fishman, Deputy Superintendent

2400 Jericho Turnpike, Garden City Park, NY 11040 2400 Jericho Turnpike, Garden City Park, NY 11040
516-237-2040 516-237-2040

Imelesh@mineola.k12.ny.us cfishman@mineola.k12.ny.us

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

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

Reporting Allegations of Discrimination and/or Harassment

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

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

All District employees who witness or receive an oral or written report of discrimination and/or
harassment must immediately inform the CRCO. Failure to immediately inform the CRCO may subject
the employee to discipline up to and including termination.

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

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

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

Grievance Process for Complaints of Discrimination and/or Harassment

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

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

Knowingly Makes False Accusations

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

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

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

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

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

Confidentiality

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

Training

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

Notification

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

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

Additional Provisions

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

8 USC § 1324b

29 USC § 206

42 USC § 1981

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

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

(Continued)
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Equal Educational Opportunities Act of 1974, 20 USC § 1701 et seq.
Genetic Information Non-Discrimination Act (GINA), 42 USC § 2000fT et seq.
National Labor Relations Act (NLRA), 29 USC § 151 et seq.

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

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

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

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

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

29 CFR Chapter I — National Labor Relations Board

29 CFR Chapter X1V — Equal Employment Opportunity Commission

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

45 CFR Part 86

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

Civil Service Law §§ 75-band 115

Correction Law § 752

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

Labor Law §§ 194-a, 201-d, 201-g, 203-e, 206-c, and 215

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

Military Law §§ 242, 243, and 318

8 NYCRR § 100.2

9 NYCRR § 466 et seq.

NOTE: Refer also to Policies #3421 -- Title IX and Sex Discrimination
#6120 -- Equal Employment Opportunity
#6121 -- Sexual Harassment in the Workplace
#6122 -- Employee Grievances
#7550 -- Dignity for All Students
#7551 -- Sexual Harassment of Students
#8130 -- Equal Educational Opportunities
#8220 -- Career and Technical (Occupational) Education
District Code of Conduct

Adopted: 5/19/15
Revised: 5/17/16;
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SUBJECT: EXTRAORDINARY CIRCUMSTANCES

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

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

Adopted:



2022 5110
1 of5

Non-Instructional/Business
Operations

SUBJECT: BUDGET PLANNING AND DEVELOPMENT

Budget planning and development for the District is an integral part of program planning so that
the annual operating budget may effectively express and implement programs and activities of the
District. Budget planning is a year-round process involving participation of District-level administrators,
principals, directors, coordinators, teachers, and other personnel. The process of budget planning and
development will allow for community input and opportunities for public information and feedback.

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

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

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

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

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

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

b) A capital component which will include, but need not be limited to, all transportation capital, debt
service, and lease expenditures; costs resulting from judgments and tax certiorari proceedings or
the payment of awards from court judgments, administrative orders or settled or compromised
claims; and all facilities costs of the District, including facilities lease expenditures, the annual
debt service and total debt for all facilities financed by bonds and notes of the District, and the
costs of construction, acquisition, reconstruction, rehabilitation or improvement of school
buildings, provided that such budget will include a rental, operations, and maintenance

(Continued)
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section that includes base rent costs, total rent costs, operation and maintenance charges, cost per
square foot for each facility leased by the District, and any and all expenditures associated with
custodial salaries and benefits, service contracts, supplies, utilities, and maintenance and repairs
of school facilities; and

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

Additionally, the Board will append to the proposed budget the following documents:

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

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

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

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

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

The Board will ensure that unexpended surplus funds (i.e., operating funds in excess of 4% of the

current school year budget, not including funds properly retained under other sections of law) have been
applied in determining the amount of the school tax levy.

The proposed budget for the ensuing school year will be reviewed by the Board and publicly

disseminated, in accordance with law, prior to its submission to District voters for approval.

(Continued)



2022 5110
Jof5

Non-Instructional/Business
Operations

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

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

School District Report Card

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

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

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

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

School District Report Cards are also available online at the SED website.
Property Tax Report Card

Each year, the Board will prepare a Property Tax Report Card, pursuant to Commissioner's
regulations, and will make it publicly available by transmitting it to local newspapers of general
circulation, appending it to copies of the proposed budget made publicly available as required by law,
making it available for distribution at the Annual Meeting, and otherwise disseminating it as required
by the Commissioner.

The Property Tax Report Card will include:
a) The amount of total spending and total estimated school tax levy that would result from
adoption of the proposed budget, and the percentage increase or decrease in total spending

and total school tax levy from the District budget for the preceding school year; and

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

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

d)  The projected amount of the adjusted unrestricted fund balance that will be retained if the
proposed budget is adopted; the projected amount of the adjusted restricted fund balance; the
projected amount of the assigned appropriated fund balance; the percentage of the proposed
budget that the adjusted unrestricted fund balance represents; the actual adjusted unrestricted
fund balance retained in the District budget for the preceding school year; the percentage of
the District budget for the preceding school year that the actual adjusted unrestricted fund
balance represents; and a schedule of reserve funds setting forth the name of each reserve
fund, a description of its purpose, the balance as of the close of the third quarter of the current
fiscal year, and a brief statement explaining any plans for the use of each reserve fund for
the ensuing fiscal year; and

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

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

SED will compile such data for all school districts whose budgets are subject to a vote of the
qualified voters, and will make this compilation available electronically at least ten days prior to the
statewide uniform voting day. Links to each school year's Property Tax Report Card can be found on
SED's official website.

Tax Exemption Report

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

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

b) Every type of exemption granted as identified by statutory authority;

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

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

e)  The cumulative impact of all exemptions granted.

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

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

Real Property Tax Law §§ 495 and 1318(1)

8 NYCRR §§ 170.8, 170.9, and 170.11

State Education Department Handbook No. 3 on Budget

Adopted: 5/19/15
Revised: 10/26/17;
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The Board will review the recommended budget of the Superintendent and seek public input and
feedback regarding the recommended budget including, but not limited to, holding a public budget
hearing not less than seven nor more than 14 days prior to the Annual District Meeting and Election at
which the budget vote is to occur. The Board may modify the recommended budget of the
Superintendent prior to its submission to District voters. Final authorization of the proposed budget is
dependent upon voter approval unless a contingency budget is adopted by the Board.

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

The District budget, once adopted, becomes the basis for establishing the tax levy on real property
within the District. The District will post its final annual budget and any multi-year financial plan
adopted by the Board on its website.

Contingency Budget

In the event the original proposed budget is not approved at the Annual District Meeting and
Election, the Board may resubmit the original proposed budget or a revised budget for voter approval,
or individual propositions may be placed before District voters, at a special meeting held on the third
Tuesday of June. If the voters fail to approve the second budget submittal, or budget proposition(s), or
if the Board elects not to put the proposed budget to a public vote a second time, the Board must adopt
a contingency budget with a tax levy that is no greater than the prior year's levy (i.e.. 0% levy growth).

The administrative component of the contingency budget is capped at the lesser of:

a)  The percent of the administrative component to the total budget in the prior year's budget.
not including the capital component; or

b) The percent that the administrative component comprised in the last proposed defeated
budget for the subsequent year, not including, the capital component.
Education Law §§ 1608, 1716, 1804, 1906, 1950, 2007, 2022, 2023, 2023-a, and 2601-a
8 NYCRR § 170.3

NOTE: Refer also to Policy #5110 -- Budget Planning and Development

Adopted: 5/19/15
Revised: 10/26/17;
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The Superintendent, working in conjunction with the administrative staff, is responsible to the
Board for the administration of the budget. This includes, but is not limited to:

a)  Acquainting District employees with the final provisions of the program budget and guiding
them in planning to operate efficiently and economically within these provisions.

b)  Providing direction to the District in maintaining those records of accounting control as are
required by the New York State Uniform System of Accounts for School Districts, the Board,
and other procedures, as are deemed necessary.

¢) Keeping the various operational units informed through periodic reports as to the status of
their individual budgets.

Unless otherwise provided by law, no claim against the District will be paid unless such claims
have been audited and approved by the Claims Auditor.

Statement of the Total Funding Allocation

When required by law, the District will annually submit to the Commissioner of Education and
the Director of the Budget a detailed statement of the total funding allocation for each school in the
District for the upcoming school budget year. This statement will be in a form developed by the Director
of the Budget, in consultation with the Commissioner of Education. This statement will be made publicly
available and posted on the District website.

Education Law §§ 1604(35), 1709(20-a), 1711, 1718, 1724, 1950(4)(k), 2508, 2523-2526, 2554(2-a), and 3614
8 NYCRR §§ 170.12(c) and 170.2(1)

Adopted: 5/19/15
Revised:
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The Board may accept gifts, donations, grants, or bequests (collectively "gifts") of money, real
property, or personal property, as well as other merchandise, that add to the overall welfare of the District
provided that acceptance is in accordance with existing laws and regulations. Donations to the District
are fully tax deductible so long as the gift is used exclusively for public purposes. The Board may refuse
any gift that constitutes a conflict of interest, gives an appearance of impropriety, or is not in its best
interests. The Board will safeguard the District, the staft, and students from commercial exploitation,
from special interest groups, and the like.

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

The Board will not formally consider the acceptance of gifts until and unless it receives the offer
in writing from the donor or grantor or their attorney or financial advisor. Any gifts donated to the Board
and accepted on behalf of the District must be by official action and resolution passed by Board majority.
The Board suggests that donors or grantors work first with school administrators in determining the
nature of their gift prior to formal consideration for acceptance by the Board.

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

Gifts to the District will be annually accounted for as required by Generally Accepted Accounting
Principles (GAAP).

All gifts become District property. A letter of appreciation, signed by the President of the Board
and the Superintendent, will be sent to donors or grantors in recognition of their contribution to the
District. Letters will be sent in a timely manner and will acknowledge the possible tax deduction
available to donors whose gifts qualify under IRS regulations.

New York State Constitution Article 8, § 1
Education Law §§ 404(1), 1604(44), 1709(12), 1709(12-a), 1709(12-b), 1718(2), 3701, and 3703
Real Property Tax Law 980-a(3)

Adopted: 5/19/15
Revised:
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SUBJECT: EXTRACLASSROOM ACTIVITY FUND

Any organization within the District whose activities are conducted by students, and whose
financial support is raised other than by taxation or through charges of the Board, is an extraclassroom
activity (ECA). The moneys raised by these organizations are referred to as ECA funds. ECA fund
management provides students with the opportunity to learn proper business practices and how to
operate a successful business. The Board and designated District staff will protect and provide oversight
of ECA funds. All ECAs will be approved by the Board.

The Board will appoint an ECA Central Treasurer, a Faculty Auditor, and a chief faculty counselor
(appointed for each building in the District, typically the building principal). Each ECA will have a
faculty advisor appointed by the chief faculty counselor. Additionally, each ECA will have a student
activity treasurer elected by the members of the ECA.

All ECA funds will generally be handled in accordance with the financial procedures set forth in
The Safeguarding., Accounting, and Auditing of Extraclassroom Activity Funds, Revised 2019,
published by the New York State Education Department. All moneys received from the conduct,
operation, or maintenance of any ECA will be deposited with the ECA Central Treasurer. Two separate
and independent sets of records of receipts and expenditures will be maintained, one by the ECA Central
Treasurer and one by the ECA's student activity treasurer. On a quarterly basis, the ECA Central
Treasurer will submit to the Board a financial report relating to the receipts and expenditures for all
ECA accounts. The authority to expend moneys will be distinct and separate from the custody of these
moneys. The District will invest ECA funds in accordance with its investment policy.

ECAs are prohibited from using the District's New York State sales tax exemption. The ECA
Central Treasurer is responsible for filing the periodic sales tax returns for ECA funds.

All commitments and contracts will be the sole responsibility of the ECA incurring the transaction,
regardless of a change in faculty advisors, membership, or officers.

In conjunction with the annual audit of District records, the Independent Auditor will audit all
ECA funds. This audit will include a statement of receipts, disbursements, and balances for each ECA,
together with a reconciliation of cash.

When an ECA becomes inactive or is discontinued, the ECA Central Treasurer is directed to
expend the leftover ECA funds as voted by the organization controlling these funds. If this designation
does not exist, then leftover funds of inactive or discontinued ECAs and of graduating classes will
automatically revert to the account of the general student organization or student council. To reactivate,
inactive or discontinued ECAs must follow the start-up procedures for new ECAs.

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

(Continued)
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NOTE: Refer also to Policies #1330 -- Appointments and Designations by the Board

Adopted: 5/19/15
Revised:

#1334 -- Duties of the External (Independent) Auditor

#1336 -- Duties of the Extraclassroom Activity Fund Central
Treasurer and Faculty Auditor

#3280 -- Use of School Facilities, Materials, and Equipment

#5220 -- District Investments

#5530 -- Petty Cash Funds and Cash in School Buildings

#5620 -- Fixed Asset Inventories, Accounting, and Tracking

#7410 -- Extracurricular Activities

#7450 -- Student Fundraising Activities
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SUBJECT: FINANCIAL ACCOUNTABILITY

The District has internal controls in place to ensure that:

a)
b)
c)
d)
¢)
f)

The goals and objectives of the District are accomplished;

Laws, regulations, policies, and good business practices are complied with;
Audit recommendations are considered and implemented;

Operations are efficient and effective;

Assets are safeguarded; and

Accurate, timely, and reliable data are maintained.

The District's governance and control environment will include the following:

a)

b)

d)

€)

The District's code of ethics addresses conflict of interest transactions with Board members
and employees. Transactions that are less-than-arm's length are prohibited. Less-than-arm's
length is a relationship between the District and employees or vendors who are related to
District officials or Board members.

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

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

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

2. Budget status reportss;

3. Revenue status reports;;

4.  Quarterly extra-classroom activity fund reports;; and

5. Fund balance projections (usually starting in January).

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

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

g)  The Board has an audit committee to assist in carrying out its fiscal oversight responsibilities.
h)  The District's information systems are economical, efficient, current, and up-to-date.

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

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

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

Audit Response

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

Education Law § 2116-a(3-b)
8§ NYCRR § 170.12
General Municipal Law §§ 33(2)(e) and 35(1), (2)

NOTE: Refer also to Policy #5572 -- Audit Committee

Adopted: 5/19/15
Revised:
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An audit committee has been established by Board resolution. The audit committee may consist
of:

a)  The Board as a whole;
b) A subcommittee of the Board; or

¢) An advisory committee that may include, or be composed entirely of persons other than
Board members if, in the opinion of the Board, membership is advisable to provide
accounting and auditing expertise.

Persons other than Board members who serve on the advisory committee will be
independent, and will not be:

1.  Employed by the District;

2. Anindividual who, within the last two years, provided or currently provides, services
or goods to the District;

3.  The owner of, or have a direct and material interest in a company providing, goods or
services to the District; or

4. A close or immediate family member of an employee, officer, or contractor providing
services to the District.

The audit committee will consist of at least three members who should collectively possess
knowledge in accounting, auditing, financial reporting, and District finances. They will serve without
compensation, but will be reimbursed for any actual and necessary expenditure incurred in relation to
attendance at meetings. Employees of the District are prohibited from serving on the audit committee.
Members of the audit committee will be deemed District Officers, but will not be required to be residents
of the District.

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

The audit committee will develop and submit to the Board for approval a formal, written charter

which includes, but is not limited to, provisions regarding the committee's purpose, mission, duties,
responsibilities, and membership requirements.

(Continued)
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The audit committee will hold regularly scheduled meetings and report to the Board on its activities
on an as-needed basis, but not less than annually. The report will address or include at a minimum:

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

The activities of the audit committee;

A summary of the minutes of the meeting;

Significant findings brought to the attention of the audit committee;
Any indications of suspected fraud, waste, or abuse;

Significant internal control findings; and

Activities of the internal audit function.

The responsibilities of the audit committee include the following:

a)

b)
c)

d)

€)
)

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

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

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

Receiving and reviewing the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, assisting the Board in
interpreting such documents;

Making a recommendation to the Board on accepting the annual audit report; and

Discussing and analyzing every corrective action plan developed by the District in response
to any audit and assisting the Board in its implementation.

Corrective Action Plan

Within 90 days of receipt of the report or management letter, the Superintendent will prepare a
corrective action plan approved by the Board in response to any findings contained in:

(Continued)
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a)
b)
c)
d)
e)

The annual external audit report or management letter;

A final audit report issued by the District's Internal Auditor;

A final report issued by the State Comptroller;

A final audit report issued by the State Education Department (SED); or

A final audit report issued by the United States or an office, agency, or department thereof.

The audit committee will review every corrective action plan developed by the Superintendent and
Business Official and assist in the implementation of the plans. The corrective action plan must be filed
with the SED, and if appropriate, must include the expected date(s) of implementation. The District will
also timely post a copy of this plan on its website. To the extent practicable, implementation of the
corrective action plan should begin no later than the end of the next fiscal year.

Additional responsibilities of the audit committee include: assisting in the oversight of the internal
audit function including, but not limited to, providing recommendations regarding the appointment of
the Internal Auditor; reviewing significant findings and recommendations of the Internal Auditor;
monitoring the District's implementation of these recommendations; and participating in the evaluation
of the performance of the internal audit function.

The audit committee may conduct an Executive Session pertaining to the following matters:

a)
b)

c)

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

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

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

Any Board member who is not a member of the audit committee may be allowed to attend an audit
committee meeting, including an executive session, if authorized by a Board resolution. However, if the
Board member's attendance results in a meeting of a quorum of the full Board, any action taken by
formal vote may constitute official Board action.

(Continued)
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Education Law §§ 2116-a, 2116-c, and 3811-3813
Public Officers Law §§ 105(b), 105(¢c), and 105(d)
8 NYCRR § 170.12

NOTE: Refer also to Policies #1330 -- Appointments and Designations by the Board

#1335 -- Appointment and Duties of the Claims Auditor
#2210 -- Committees of the Board

Adopted: 5/19/15
Revised:
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The Superintendent or designee will maintain a continuous and accurate inventory of fixed assets
owned by the District in accordance with applicable rules, standards, procedures, and best practices.
Fixed assets are, generally, long-term, tangible resources intended to be continuously held or used, and
may include land, buildings, improvements, machinery, and equipment.

All fixed assets purchased and received by the District will be checked, logged, and stored through
an established procedure.

The School Business Official will account for assets on an annual basis according to applicable
rules, standards, procedures, and best practices. These accounts will serve to:

a)  Maintain an inventory of assets;

b)  Establish accountability;

¢) Determine replacement costs; and

d) Determine and provide appropriate insurance coverage.

The Board will establish a dollar threshold as a basis for considering which fixed assets are to be
depreciated. This threshold will ensure that at least 80% of the value of these assets is reported. The
threshold will not be greater than $5,000. Standard methods and averaging conventions will be used in
assessing, capitalizing, and depreciating fixed assets.

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

a)  Date of acquisition;

b)  Description;

¢)  Serial or other identification number;

d) Any funding source and percentage contributed by the source;

e) Vendor;

f)  Cost or value;

¢) Location and use;

(Continued)
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h)  Asset type;
i)  Condition and estimated useful life;
j)  Replacement cost;
k)  Current value;
1) Salvage value;
m) Sale price and date and method of disposition; and
n) Responsible official.

All fixed assets will be labeled. Any discrepancies between an inventory and the District's property
records should be traced, explained, and documented.

Management of Assets Acquired Under a Federal Government Grant or Subgrant

Inventories will be maintained for assets acquired with funds obtained through federal grant
programs. A separate inventory will be maintained for each program. Each inventory will record assets
in the same manner as the District's fixed asset inventory. Assets will be labeled to specify the source of
funds used to purchase the item. All Title I assets will include "Title I" on the label. These inventories
will track assets for at least five years from the date of receipt.

When original or replacement assets acquired under a federal grant or subgrant are no longer
needed for the original project or for other activities currently or previously supported by a federal
agency, the District will dispose of the assets as follows:

a)  Assets with a current per-unit fair market value of less than $5,000 may be retained, sold, or
otherwise disposed of with no further obligation to the awarding agency.

b)  Assets with a current per-unit fair market value of greater than $5,000 may be retained or
sold and the awarding agency will have a right to an amount calculated by multiplying the
current market value or proceeds from sale by the awarding agency's share of the assets.

¢) No federal approval is necessary to dispose of an asset costing over $5,000 but approval from

the New York State Education Department (SED) is necessary. Once SED has determined
that it has no other need for the use of the asset, the District may proceed with selling it.

(Continued)
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The District will comply with the U.S. Department of Education regulations governing the use,
management, and disposition of all equipment acquired through a federal government grant.

Equipment Purchased with Extraclassroom Funds

Title to all equipment acquired with extraclassroom activity funds will reside with the District and
be carried as an insurable asset on its list of insurable values. This equipment will be tagged as District
property but is available for exclusive use by the extraclassroom activity club acquiring it.

Title I of the Elementary and Secondary Education Act of 1965, as amended by the Every Student Succeeds Act
(ESSA) of 2015

34 CFR Parts 74-99, 200

NYSED Finance Pamphlet, The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds,
2019

Uniform System of Accounts for School Districts (Fiscal Section)

Adopted: 5/19/15
Revised:
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SUBJECT: GENDER NEUTRAL SINGLE-OCCUPANCY BATHROOMS

The District is committed to creating and maintaining an inclusive educational and work-
environment. The District will ensure that all single-occupancy bathroom facilities are designated as
gender neutral for use by no more than one occupant at a time or for family or assisted use.

"Single-occupancy bathroom" means a bathroom intended for use by no more than one occupant
at a time or for family or assisted use and which has a door for entry into and egress from the bathroom
that may be locked by the occupant to ensure privacy and security.

All gender neutral bathroom facilities will be clearly designated by the posting of signage either
on or near the entry door of each facility.

Education Law § 409-m
Public Buildings Law § 145

NOTE: Refer also to Policy #7552 -- Student Gender Identity

Adopted:
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING

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

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

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

Access to Meals

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

b) Reduced meal benefit eligible students will be allowed to receive a breakfast of their choice for
$0.00 and lunch of their choice for $0.00 each day. A la carte items or other similar items must
be paid/prepaid.

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

Ongoing Staff Training

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

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

Parent Notification

a) Parents or guardians will be notified that a student's meal card or account balance is exhausted
within ten days and then every week thereafter.

(Continued)
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b)

(Cont'd.)

Parents or guardians will be notified that a student has accrued unpaid meal charges within ten
days of the charge and then every week thereafter.

Parent Qutreach

a)

b)

c)

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

Staff will make two documented attempts to reach out to parents or guardians to complete a meal
application in addition to the application and instructions provided in the school enrollment packet.

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

Minimizing Student Distress

a)

b)

c)

d)
e)

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

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

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

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

Staff will deal directly with parents or guardians regarding unpaid meal charges.

Ongoing Eligibility Certification

a)

b)

c)

Staftf will conduct direct certification through the New York Student Identification System
(NYSSIS) or using SED Roster Upload to maximize free eligibility. NYSED provides updated
direct certification data monthly.

Staff will provide parents or guardians with free and reduced-price application and instructions at
the beginning of each school year in the school enrollment packet.

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

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

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

f)  The District will coordinate with the foster, homeless, migrant, and runaway coordinators to certify
eligible students. School liaisons required for homeless, foster, and migrant students will
coordinate with the nutrition department to make sure these students receive free school meals, in
accordance with federal law.

Prepaid Accounts

Students/Parents/Guardians may pay for meals in advance via https://www.myschoolbucks.com
or with a check payable to Mineola UFSD. Further details are available on the District's webpage at
www.mineola.k12.ny.us. Funds should be maintained in accounts to minimize the possibility that a
student may be without meal money on any given day. Any remaining funds for a particular student will
be carried over to the next school year.

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

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

42 USC § 1758

7 CFR §§ 210.12 and 245.5
Education Law § 908

8 NYCRR § 114.5

Adopted: 5/19/15
Revised: 4/20/17; 10/26/17; 6/14/18;
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION

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

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

b)  "Private information" means either:

1. Personal information consisting of any information in combination with any one or more of
the following data elements, when either the data element or the combination of personal
information plus the data element is not encrypted or encrypted with an encryption key that
has also been accessed or acquired:

(a) Social security number;
(b) Driver's license number or non-driver identification card number;

(¢) Account number, credit or debit card number, in combination with any required
security code, access code, password, or other information which would permit access
to an individual's financial account-;

(d) Account number, or credit or debit card number, if circumstances exist where the
number could be used to access an individual's financial account without additional
identifying information, security code, access code, or password; or

(¢) Biometric information, meaning data generated by electronic measurements of an
individual's unique physical characteristics, such as fingerprint, voice print, retina or
iris image, or other unique physical representation or digital representation which are
used to authenticate or ascertain the individual's identity;

2. Ausername or email address in combination with a password or security question and answer
that would permit access to an online account.

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

(Continued)
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c)

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

Determining if a Breach Has Occurred

In determining whether information has been acquired, or is reasonably believed to have been

acquired, by an unauthorized person or person without valid authorization, the District may consider the
following factors, among others:

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

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

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

d)  System failures.

Notification Requirements

a)

b)

For any computerized data owned or licensed by the District that includes private information, the
District will disclose any breach of the security of the system following discovery or notification
of the breach to any New York State resident whose private information was, or is reasonably
believed to have been, accessed or acquired by a person without valid authorization. The disclosure
to affected individuals will be made in the most expedient time possible and without unreasonable
delay, consistent with the legitimate needs of law enforcement, or any measures necessary to
determine the scope of the breach and restore the integrity of the data system. The District will
consult with the New York State Office of Information Technology Services to determine the
scope of the breach and restoration measures. Within 90 days of the notice of the breach, the New
York State Office of Information Technology Services will deliver a report to the District on the
scope of the breach and recommendations to restore and improve the security of the system.

Notice to affected persons under State Technology Law is not required if the exposure of private
information was an inadvertent disclosure by persons authorized to access private information,
and the District reasonably determines the exposure will not likely result in the misuse of the
information, or financial or emotional harm to the affected persons. This determination must be

(Continued)
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c)

d)

documented in writing and maintained for at least five years. If the incident affected over 500 New
York State residents, the District will provide the written determination to the New York State
Attorney General within ten days after the determination.

[f notice of the breach of the security of the system is made to affected persons pursuant to the
breach notification requirements under certain laws and regulations, the District is not required to
provide additional notice to those affected persons under State Technology Law. However, the
District will still provide notice to the New York State Attorney General, the New York State
Department of State, the New York State Office of Information Technology Services, and to
consumer reporting agencies.

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

The notification requirement may be delayed if a law enforcement agency determines that the

notification impedes a criminal investigation. The required notification will be made after the law
enforcement agency determines that the notification does not compromise the investigation.

If the District is required to provide notification of a breach, including breach of information that

is not private information, to the United States Secretary of Health and Human Services pursuant to the
Health Insurance Portability and Accountability Act of 1996 or the Health Information Technology for
Economic and Clinical Health Act, it will provide notification to the New York State Attorney General
within five business days of notifying the United States Secretary of Health and Human Services.

Methods of Notification

The required notice will be directly provided to the affected persons by one of the following

methods:

a)  Written notice;

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

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

(Continued)
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d)

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

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

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

3. Notification to major statewide media.

Regardless of the method by which notice is provided, the notice will include:

a)
b)

Contact information for the notifying District;

The telephone numbers and websites of the relevant state and federal agencies that provide
information regarding security breach response and identity theft prevention and protection
information; and

A description of the categories of information that were, or are reasonably believed to have
been, accessed or acquired by a person without valid authorization, including specification
of which of the elements of personal information and private information were, or are
reasonably believed to have been, accessed or acquired.

In the event that any New York State residents are to be notified, the District will notify the New
York State Attorney General, New York State Department of State, and New York State Office of
Information Technology Services as to the timing, content, and distribution of the notices and
approximate number of affected persons and provide a copy of the template of the notice sent to affected
persons. This notice will be made without delaying notice to affected New York State residents.

In the event that more than 5,000 New York State residents are to be notified at one time, the
District will also notify consumer reporting agencies as to the timing, content, and distribution of the
notices and approximate number of affected persons. This notice will be made without delaying notice
to affected New York State residents.

A list of consumer reporting agencies will be compiled by the New York State Attorney General
and furnished upon request to any district required to make a notification in accordance with State
Technology Law.

State Technology Law §§ 202 and 208
Adopted: 5/19/15
Revised:???
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Student performance is assessed in many ways, but primarily through assigned grades. The District
will help ensure the integrity of student grades by controlling access to its grading information system
and by approving modifications to grades where warranted.

The System

The District utilizes an electronic software system that contains a record of student performance,
credit accumulation, report cards, and a transcript. More specifically, the system includes class rosters
where teachers enter student grades and track their students' academic progress. The system is used to
generate student report cards and transcripts, and to maintain all student grading records.

To protect student data in the system, the District will first establish who has the authority to grant,
change, or terminate user access. The personnel with this authority will be very limited. Further, if the
grading system has a feature that allows one user or account to assume the identity of another user or
account, the District will restrict or disable that feature. These types of features could allow a user greater
access than intended, including inheriting permissions of another user that are greater than the user's.

System Access

The District will create categories of system users and assign appropriate system permissions to
each. Users' permissions will be compatible with and restricted by their roles and job duties; their access
will be as restrictive as possible. Typically, teachers will have the ability to enter, update, and modify
grades each marking period before a pre-determined lockout date. The lockout function will be
consistently used throughout the school year to help prevent grade modifications without authorization
after a marking period closes. Through increased system permissions, other individuals—such as non-
classroom teachers, guidance counselors, information technology (IT) staff, clerical staff, and support
staff—will be able to view or modify grades.

The District will work with its IT, human resources, and other appropriate departments to
determine how best to timely establish access rights, add users, deactivate or modify user accounts, and
monitor user accounts. As appropriate, the District will develop further IT controls that protect against
improper access and promote data security. Further, the District recognizes that system access is most
secure when District-owned devices are used. Accordingly, staff should only use District-owned devices
to view, enter, or modify student grades and comments.

Grade Changes
Once the lockout period begins, only authorized users identified by the District may change grades,
and only under certain circumstances. The system will recognize when grades change, and a log of

modified grades may then be viewed and printed. Any grade mismatches will be reconciled before the
next marking period closes or before the end of the school year, whichever is earlier.

(Continued)
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The staff member seeking to change a grade will submit a grade-change form signed by the
requesting party, the teacher who assigned the original grade, and the appropriate administrator. This
form and all other documents supporting a grade modification will be electronically filed in the grading
system or filed in a non-electronic system—if electronic filing is impossible or impractical—and
maintained for six years. The personnel seeking the modification should specify one or more reasonable
grounds for the grade change on the form. There must be reasonable grounds to alter a grade. The reasons
may include:

a) Data entry error;
b) Computational error;
¢) A modification based on work submitted or considered after the lockout date;

d) Changing an incomplete grade to a regular grade because a student completed course
requirements;

e) Credit recovery coursework;

f)  Administrative change; or

g)  Other acceptable justifications.
Audit Log and Monitoring

The District's grading system will have an audit log or grade-change report function that records
certain system activities, including modifications to grades. The District will periodically monitor audit
logs or grade-change reports to confirm the integrity of the system, to ensure proper access by personnel,
and to confirm that modifications within the system are appropriate and completed in a timely manner.
The District will also periodically monitor user accounts and rights so that the permissions granted are
proper and the minimum necessary for each user or user group. To the extent feasible, the District will
make sure that user accounts are current and updated regularly. The District will be able to print user
information, logs, reports, and other documents from the student grading information system, as needed.

Student Transcripts

Student transcripts may show all credit-bearing classes; final grades; test scores; grade-point
average; class rank; diploma type; SAT, ACT, and other standardized test scores; and graduation date.
The same controls, protections, and monitoring applicable to student grading information apply equally
to student transcripts.

Adopted: 5/17/16
Revised:
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SUBJECT: SCHOOL SAFETY PLANS

The District considers the safety of its students and staff to be of the utmost importance and is
keenly aware of the evolving nature of threats to schools. As such, it will address those threats
accordingly through appropriate emergency response planning. The District-wide school safety plan and
the building-level emergency response plan(s) will be designed to prevent or minimize the effects of
violent incidents and emergencies and to facilitate the coordination of schools and the District with local
and county resources in the event of these incidents or emergencies. These plans will be reviewed and
updated by the appropriate team on at least an annual basis and adopted by the Board by September 1
of each school year.

The Board will make the District-wide school safety plan available for public comment at least 30
days prior to its adoption. The District-wide school safety plan may only be adopted by the Board after
at least one public hearing that provides for the participation of school personnel, parents, students, and
any other interested parties. The District-wide school safety plan and any amendments must be
submitted to the Commissioner, in a manner prescribed by the Commissioner, within 30 days of
adoption, but no later than October 1 of each school year.

Building-level emergency response plan(s) and any amendments must be submitted to the
appropriate local law enforcement agency and the state police within 30 days of adoption, but no later
than October 1 of each school year. Building-level emergency response plan(s) will be kept confidential
and are not subject to disclosure under the Freedom of Information Law (FOIL) or any other provision
of law.

District-Wide School Safety Plan

District-wide school safety plan means a comprehensive, multi-hazard school safety plan that
covers all school buildings of the District, addresses crisis intervention, emergency response and
management at the District level, and has the contents as prescribed in Education Law and
Commissioner's regulations.

The District-wide school safety plan will be developed by the District-wide school safety team
appointed by the Board. The District-wide school safety team will include, but not be limited to,
representatives of the Board, teacher, administrator, and parent organizations, school safety personnel,
and other school personnel including bus drivers and monitors.

The District-wide school safety plan will include, but not be limited to:
a) Policies and procedures for responding to implied or direct threats of violence by students,
teachers, other school personnel including bus drivers and monitors, and visitors to the

school, including threats by students against themselves, which includes suicide;
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b)

d)

g)
h)

)

k)

Policies and procedures for responding to acts of violence by students, teachers, other school
personnel including bus drivers and monitors, and visitors to the school, including
consideration of zero-tolerance policies for school violence:;

Appropriate prevention and intervention strategies, such as:

1. Collaborative arrangements with state and local law enforcement officials, designed to
ensure that school safety officers and other security personnel are adequately trained,
including being trained to de-escalate potentially violent situations, and are effectively
and fairly recruited;

2. Nonviolent conflict resolution training programs;
3. Peer mediation programs and youth courts; and
4.  Extended day and other school safety programs;

Policies and procedures for contacting appropriate law enforcement officials in the event of
a violent incident:

A description of the arrangements for obtaining assistance during emergencies from
emergency services organizations and local governmental agencies;

Procedures for obtaining advice and assistance from local government officials, including
the county or city officials responsible for implementation of Executive Law Article 2-B,
State and Local Natural and Man-Made Disaster Preparedness;

The identification of District resources which may be available for use during an emergency;

A description of procedures to coordinate the use of District resources and manpower during
emergencies, including identification of the officials authorized to make decisions and of the
staff members assigned to provide assistance during emergencies;

Policies and procedures for contacting parents, guardians, or persons in parental relation to
District students in the event of a violent incident or an early dismissal;

Policies and procedures for contacting parents, guardians, or persons in parental relation to
an individual District student in the event of an implied or direct threat of violence by the
student against themselves, which includes suicide;

Policies and procedures relating to school building security, including, where appropriate:
the use of school safety officers, school security officers, and/or school resource officers;
and security devices or procedures;

(Continued)
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Policies and procedures for the dissemination of informative materials regarding the early
detection of potentially violent behaviors, including, but not limited to, the identification of
family, community, and environmental factors to teachers, administrators, school personnel
including bus drivers and monitors, parents and other persons in parental relation to students

of the District or Board, students, and other persons deemed appropriate to receive the
information;

Policies and procedures for annual multi-hazard school safety training for staff and students,
provided that the District must certify to the Commissioner that all staff have undergone
annual training by September 15 on the building-level emergency response plan which must
include components on violence prevention and mental health, provided further that new
employees hired after the start of the school year will receive training within 30 days of hire
or as part of the District's existing new hire training program, whichever is sooner;

Procedures for the review and conduct of drills and other exercises to test components of the
emergency response plan, including the use of tabletop exercises, in coordination with local
and county emergency responders and preparedness officials;

The identification of appropriate responses to emergencies, including protocols for
responding to bomb threats, hostage-takings, intrusions, and kidnappings:

Strategies for improving communication among students and between students and staff and
reporting of potentially violent incidents, such as the establishment of youth-run programs,
peer mediation, conflict resolution, creating a forum or designating a mentor for students
concerned with bullying or violence, and establishing anonymous reporting mechanisms for
school violence;

A description of the duties of hall monitors and any other school safety personnel, the training
required of all personnel acting in a school security capacity, and the hiring and screening
process for all personnel acting in a school security capacity;

A system for informing all educational agencies within the District of a disaster;

The designation of the Superintendent or designee, as the District Chief Emergency Officer
whose duties will include, but not be limited to:

1.  Coordinating the communication between school staff, law enforcement, and other first
responders;

2. Leading the efforts of the District-wide school safety team in the completion and yearly
update of the District-wide school safety plan and the coordination of the District-wide
school safety plan with the building-level emergency response plan(s);

(Continued)
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3. Ensuring staff understanding of the District-wide school safety plan;

4. Ensuring the completion and yearly update of building-level emergency response plans
for each school building;

5. Assisting in the selection of security related technology and development of procedures
for the use of the technology;

6.  Coordinating appropriate safety, security, and emergency training for District and
school staff, including required training in the emergency response plan;

7.  Ensuring the conduct of required evacuation and lock-down drills in all District
buildings as required by law; and

8.  Ensuring the completion and yearly update of building-level emergency response
plan(s) by the dates designated by the Commissioner; and

t)  Protocols for responding to a declared state disaster emergency involving a communicable
disease that are substantially consistent with the provisions in Labor Law Section 27-c.

Building-Level Emergency Response Plan

Building-level emergency response plan means a building-specific school emergency response
plan that addresses crisis intervention, emergency response and management at the building level and
has the contents as prescribed in Education Law and Commissioner's regulations. As part of this plan,
the District will define the chain of command in a manner consistent with the National Incident
Management System (NIMS)/Incident Command System (ICS).

Building-level emergency response plan(s) will be developed by the building-level emergency
response team. The building-level emergency response team is a building-specific team appointed by
the building principal, in accordance with regulations or guidelines prescribed by the Board. The
building-level emergency response team will include, but not be limited to, representatives of teacher,
administrator, and parent organizations, school safety personnel and other school personnel including
bus drivers and monitors, community members, local law enforcement officials, local ambulance, fire

officials, or other emergency response agencies, and any other representatives the Board deems
appropriate.

Classroom door vision panels will not be covered except as outlined in the building-level
emergency response plan.

Education Law § 2801-a
Labor Law § 27-¢
8 NYCRR § 155.17

Adopted: 5/19/15
Revised: 4/20/17,;
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Fire and Emergency Drills

The administration of each school building will instruct and train students on appropriate
emergency responses, through fire and emergency drills, in the event of a sudden emergency.

Fire and emergency drills will be held at least 12 times in each school year; eight of these will be
completed by December 31. Eight of all drills will be evacuation drills, four will be through use of the
fire escapes on buildings where fire escapes are provided or identified secondary exits. The other four
drills will be lock-down drills. Drills will be conducted at different times of the school day. Students
will also be instructed in the procedures to be followed in the event that a fire occurs during the regular
school lunch period or assembly, however, this additional instruction may be waived if a drill is held
during the regular lunch period or assembly.

Summer School

At least two additional drills will be held during summer school in buildings where summer school
is held, and one of these drills will be held during the first week of summer school.

After-School Programs. Events. or Performances

The building principal or designee will require those in charge of after-school programs, events,
or performances attended by any individuals unfamiliar with that school building, to announce at the
beginning of these programs the procedures to be followed in the event of an emergency.

Bomb Threats

School Bomb Threats

A bomb threat, even if later determined to be a hoax, is a criminal act. No bomb threat should be
treated as a hoax when it is first received. Upon receiving any bomb threat, the school has an obligation
and responsibility to ensure the safety and protection of the students and other occupants of the school.
This obligation takes precedence over a search for a suspect object. Prudent action is dependent upon
known information about the bomb threat-location, if any; time of detonation; etc. Specific procedures
as to appropriate responses as a result of a bomb threat can be located in the building-level emergency
response plan, as required by relevant law and regulation.

(Continued)
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Police Notification and Investigation

Appropriate law enforcement agencies must be notified by the building administrator or designee
of any bomb threat as soon as possible after receiving the threat. Law enforcement officials will contact,
as the situation requires, fire and/or county emergency coordinators according to the county emergency
plan.

Implementation

The Superintendent or designee will develop written procedures to implement the terms of this
policy. Additionally, these procedures will be incorporated in the District-wide school safety plan and
the building-level emergency response plan, with provisions to provide written information to all staff
and students regarding emergency procedures by October 1 of each school year, an annual drill to test
the emergency response procedures under each of its building-level emergency response plans; and the
annual review of the District-wide and building-level emergency response plans, along with updates as
necessary, by September 1, as mandated by law or regulation.

Bus Emergency Drills

The administration will conduct a minimum of three emergency drills to be held on each school
bus during the school year. The first drill will be conducted during the first seven days of school, the
second drill between November 1 and December 31, and the third drill between March 1 and April 30.
No drills will be conducted when buses are on routes.

Students who ordinarily walk to school will also be included in the drills. Students attending public
and nonpublic schools who do not participate in regularly scheduled drills will also be provided drills
on school buses, or as an alternative, will be provided classroom instruction covering the content of
these drills.

Each drill will include practice and instruction in the location, use, and operation of the emergency
exits, fire extinguishers, first-aid equipment, and windows as a means of escape in the event of fire or
accident. Similarly, students will be instructed on all topics mandated by relevant sections of the
Education Law and Commissioner's regulations, including, but not limited to, the following:

a)  Safe boarding and exiting procedures with specific emphasis on when and how to approach,
board, disembark, and move away from the bus after disembarking;

b)  Advancing at least 15 feet in front of the bus before crossing the highway after disembarking;

(Continued)



2022 5683
3of3

Non-Instructional/Business
Operations

SUBJECT: FIRE AND EMERGENCY DRILLS, BOMB THREATS, AND BUS
EMERGENCY DRILLS (Cont'd.)

¢)  Specific hazards encountered during snow, ice, rain, and other inclement weather, including,
but not necessarily limited to, poor driver visibility, reduced vehicular control, and reduced
hearing; and

ed) Orderly conduct as bus passengers.

The administration of the drills will be in accordance with the New York State Education
Department's Bus Safety Drill Guide and Compliance Form.

Instruction on Use of Seat Belts

When students are transported on school buses, the District will ensure that all students who are
transported on any school bus owned, leased, or contracted for by the District will receive instruction
on the use of seat safety belts. This instruction will be provided at least three times each year to both
public and nonpublic school students who are so transported and will include, but not be limited to:

a)  Proper fastening and release of seat safety belts;

b)  Acceptable adjustment and placement of seat safety belts on students;

¢) Times at which the seat safety belts should be fastened and released: and

d)  Acceptable placement of the seat safety belts when not in use.

Education Law §§ 807, 2801-a, 3623, and 3635-a
Penal Law Article 240
8 NYCRR §§ 100.2(c), 155.17, and 156.3

NOTE: Refer also to Policy #5681 -- School Safety Plans

Adopted: 5/19/15
Revised: 3/16/17; 10/26/17,
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The safe transportation of students to and from school is of primary concern in the administration
of the school bus program. All state laws and regulations pertaining to the safe use of school buses will
be observed by drivers, students, and school personnel.

Use of Portable Electronic Devices Prohibited

For purposes of this policy, and in accordance with applicable law, the terms below will be defined
as follows:

a) "Portable electronic device" means any mobile telephone (hand-held or "hands-free"),
personal digital assistant (PDA), portable device with mobile data access, laptop computer,
pager, broadband personal communication device, two-way messaging device, electronic
game, portable computing device, or any other electronic device when used to input, write,
send, receive, or read text for present or future communication.

b)  "Using" means holding a portable electronic device while viewing, taking or transmitting
images, playing games, or for the purpose of present or future communication: performing a
command or request to access a world wide web page, composing, sending, reading, viewing,
accessing, browsing, transmitting, saving, or retrieving email, text messages, instant
messages, or other electronic data.

¢) "Inoperation" means that the bus engine is running, whether in motion or not.

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

All school bus drivers' personal portable electronic devices must be placed in the "off" position
when in the possession of the school bus driver while the bus is in operation. Portable electronic devices,
including cell phones, may be used in case of emergency.

Safety Rules and Inspections

The Transportation Supervisor, in cooperation with the principals, has the responsibility of
developing and publishing safety rules to be followed by drivers and passengers, including rules of
student conduct. In order to ensure maximum safety to those riding school buses, it is necessary that
students and drivers cooperate in this effort.

All buses and other vehicles owned and operated by the District will have frequent safety

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

(Continued)
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Every bus driver is required to report promptly to the Transportation Supervisor any school bus
accident, regardless of the severity, involving death, injury, or property damage.

Education Law § 3623

Vehicle and Traffic Law §§ 509-a(7), 509-i(1-b), 1174, 1225-c, and 1125-d
8 NYCRR § 156.3

17 NYCRR §§ 720.2, 721.1, and 721.2

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

Adopted: 5/19/15
Revised:
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The District recognizes the need to promote the health and safety of District students and staff and
to protect the environment from harmful emissions found in bus and vehicle exhaust.

The District will ensure that each driver of a school bus or other vehicle owned, leased, or
contracted for by the District turns off the engine of the bus or vehicle while waiting for passengers to
load or off load on school grounds, or while the vehicle is parked or standing on school grounds or in
front of or adjacent to any school. Rather than waiting for all buses to arrive before loading or unloading,
individual buses will be promptly loaded and unloaded to minimize idling.

Exceptions

Unless otherwise required by state or local law, the idling of a school bus or vehicle engine may
be permitted to the extent necessary to achieve the following purposes:

a)  For mechanical work;
b)  To maintain an appropriate temperature for passenger comfort and/or safety; or
¢)  Inemergency evacuations and/or where necessary to operate wheelchair lifts.
Private Vendor Transportation Contracts
All contracts for pupil transportation services between the District and a private vendor will

include a provision requiring the vendor's compliance with the provisions of reducing idling in
accordance with Commissioner's regulations.

Education Law § 3637
Vehicle and Traffic Law § 142
8 NYCRR § 156.3

Adopted: 5/19/15
Revised: 777
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A person will be qualified to operate a bus only if that person:

a)
b)

c)

d)
€)

g)

h)

[s at least 21 years of age;

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

Has passed the annual bus driver physical examination administered in accordance with
Commissioner of Education and Commissioner of Motor Vehicles regulations. In no case
will the interval between physical examinations exceed a 13-month period;

Is not disqualified to drive a motor vehicle under any provision of law or regulation;

Has on file at least three statements from three different persons who are not related by either
blood or marriage to the driver or applicant pertaining to the moral character and to the
reliability of the driver or applicant;

Has completed, or is scheduled to complete, required New York State Education Department
safety programs;

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

Has taken and passed a physical performance test approved by the Commissioner of
Education at least once every two years and/or following a period of being unavailable for
service for 60 or more consecutive days from their scheduled work duties. In no case will
the interval between physical performance tests exceed 25 months; and

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

Special Requirements for New Bus Drivers

Before employing a new bus driver, the Superintendent or designee will:

a)

b)

Require the person to pass a physical examination within eight weeks prior to the beginning
of service;
Obtain a driving record from the appropriate agency in every state in which the person
resided, worked, and/or held a driver's license or learner's permit during the preceding three
years;

(Continued)
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¢) Investigate the person's employment record during the preceding three years;

d)  Require the person to submit to the mandated fingerprinting procedures and criminal history
background check;

¢)  Request the Department of Motor Vehicles to initiate a driving record abstract check; and

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

Occasional Drivers

Under Commissioner's regulations, an occasional driver is defined as a certified teacher who is
employed by a school district or Board of Cooperative Educational Services (BOCES) whose
employment does not include serving as either a regular or substitute school bus driver. Occasional
drivers used for other than regular routes are not required to fulfill the training required for regular
school bus drivers.

Omnibus Transportation Employee Testing Act of 1991, (Public Law 102-143)
49 USC § 521(b)

Education Law § 3624

Vehicle and Traffic Law Article 19-A

8 NYCRR § 156.3

15 NYCRR Part 6 and § 3.2

NOTE:  Refer also to Policy #5741 -- Drug and Alcohol Testing for School Bus Drivers

Adopted: 5/19/15
Revised:
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In order to help prevent accidents and injuries resulting from the misuse of drugs and/or alcohol
by school bus drivers, the Board adopts this policy in compliance with federal and state law and
regulation.

The District has designated the following individual to answer driver questions about this policy
and related materials: Assistant Superintendent of Human Resources.

Drug and Alcohol Testing Program

School bus drivers are subject to drug and/or alcohol testing in a variety of circumstances. The
District will comply with all federal and state law and regulation regarding the implementation of a drug
and alcohol testing program for school bus drivers.

The District will either establish and manage its own drug and alcohol testing program or by
contract have a consortium/third-party administrator manage all, or part of, its drug and alcohol testing
program for school bus drivers.

Under federal law and regulation, individuals who operate a Commercial Motor Vehicle (CMV)
designed to transport 16 or more occupants (including the driver) and are subject to commercial driver's
license (CDL) requirements established by the United States Department of Transportation are safety-
sensitive employees and are subject to the following drug and/or alcohol testing:

a)  Pre-employment drug testing which will be conducted after a conditional offer to hire has
been extended, but before the actual performance of safety-sensitive functions for the first

time. This pre-employment testing will also be required when employees transfer to a safety-
sensitive position.

b) Random drug and/or alcohol testing which will be conducted on an unannounced basis.

¢) Reasonable suspicion drug and/or alcohol testing which will be conducted when
reasonable suspicion exists that a driver has engaged in prohibited use of drugs and/or
alcohol. The required observation for reasonable suspicion drug and/or alcohol testing must
be made by a supervisor or official who has been trained in accordance with federal law and
regulation.

d) Post-accident drug and/or alcohol testing which will be conducted as soon as practicable
following certain occurrences involving a CMV operating on a public road.

e) Return-to-duty drug and/or alcohol testing which will be conducted on a driver who has

engaged in prohibited drug and/or alcohol conduct before the driver returns to perform a
safety-sensitive function.

(Continued)
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f)  Follow-up drug and/or alcohol testing which will be conducted on a driver who has
engaged in prohibited drug and/or alcohol conduct and has returned to performing a safety-
sensitive function. This testing will be conducted on an unannounced basis in accordance
with a written follow-up testing plan developed by a substance abuse professional (SAP).

All procedures used to test for the presence of drugs and/or alcohol will conform to the
requirements outlined in federal law and regulation for protecting the driver and the integrity of the
testing process, safeguarding the validity of the test results, and ensuring that all test results are attributed
to the correct driver.

Under New York State law and regulation, all school bus drivers are subject to pre-employment
and random drug and alcohol testing in accordance with the provisions and requirements of federal
regulations, regardless of CDL endorsement. Every school bus driver will be included in the random
testing pool and must submit to testing when selected.

Prohibitions and Consequences for School Bus Drivers
Under federal law and regulation, individuals who operate a CMV designed to transport 16 or
more occupants (including the driver) and are subject to CDL requirements established by the United
States Department of Transportation are prohibited from:
a)  Reporting for duty or remaining on duty to perform safety-sensitive functions while having
an alcohol concentration of 0.04 or greater. If testing shows an alcohol concentration of 0.02
or greater but less than 0.04, the employee must be removed from performing safety-sensitive
functions for not less than 24 hours, but no punitive action will be taken by the employer;
b)  Using alcohol while performing safety-sensitive functions;
c)  Performing safety-sensitive functions within four hours after using alcohol;
d)  When required to take a post-accident alcohol test, using alcohol within eight hours
following the accident or prior to undergoing a post-accident alcohol test, whichever comes
first:

e)  Refusing to submit to a drug or alcohol test required by post-accident, random, reasonable
suspicion, return-to-duty, or follow-up testing requirements;

f)  Refusing to submit to a pre-employment drug test;

(Continued)
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g)

h)

Reporting for duty or remaining on duty, requiring the performance of safety-sensitive
functions, when the driver uses any drugs, as defined by federal law and regulation. This
prohibition does not apply when the use is pursuant to the instructions of a licensed medical
practitioner who is familiar with the driver's medical history and has advised the driver that
the substance will not adversely affect the driver's ability to safely operate a CMV: or

Reporting for duty, remaining on duty, or performing a safety-sensitive function, if the driver
tests positive for drugs.

Additionally, under New York State law, all school bus drivers are prohibited from:

a)

b)

Consuming a drug or intoxicating liquor, regardless of its alcoholic content, or be under the
influence of a drug or intoxicating liquor, within six hours before going on duty or operating,
or having physical control of a bus;

Consuming a drug or intoxicating liquor, regardless of its alcoholic content while on duty,
or operating, or in physical control of a bus; or

Possessing a drug or intoxicating liquor, regardless of its alcoholic content while on duty,
operating or in physical control of a bus. However, this paragraph does not apply to the
possession of a drug or intoxicating liquor which is transported as part of a shipment or
personal effects of a passenger or to alcoholic beverages which are in sealed containers.

It is the employer's responsibility to ensure that no school bus driver:

a)
b)

Violates any of the above listed provisions of New York State law; or

Be on duty or operate a school bus if, by a person's general appearance or by a person's
conduct or by other substantiating evidence, a person appears to have consumed a drug or
intoxicating liquor within the preceding eight hours.

Any violation of this policy, District procedures, and/or applicable federal and state law and
regulation by a school bus driver will be grounds for disciplinary action and penalties including, but not
limited to, fines, suspension, and/or discharge in accordance with the District's and/or the vendors' or
contract bus companies' policies, collective bargaining agreements, and applicable law.

Drivers who are found to have engaged in prohibited conduct under federal law and regulation
will be removed immediately from safety-sensitive functions and will not be allowed to return to
perform safety-sensitive functions until they:

a)

b)

Are evaluated by a SAP;
Complete any requirements for rehabilitation as set by the employer and the SAP; and

(Continued)
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¢)  Passareturn-to-duty test with the result below 0.02 if the conduct involved alcohol, or a drug
test with a verified negative result if the conduct involved drug use.

The Drug and Alcohol Clearinghouse
The Drug and Alcohol Clearinghouse ("Clearinghouse") is a secure online database that provides
real-time information about CDL and commercial learner's permit holder's drug and alcohol program

violations. The District will comply with all federal law and regulation regarding the Clearinghouse.

In accordance with 49 CFR Part 382, the following personal information will be collected,
maintained, and reported to the Clearinghouse:

a) A verified positive, adulterated, or substituted drug test result;
b)  An alcohol confirmation test with a concentration of 0.04 or higher;
¢) A refusal to submit to any required test;
d)  Anemployer's report of actual knowledge of:
1. On duty alcohol use;
2. Pre-duty alcohol use;
3. Alcohol use following an accident; and
4.  Drug use;
e) A SAP'sreport of the successful completion of the return-to-duty process;
f) A negative return-to-duty test; and
g)  Anemployer's report of completion of follow-up testing.
Employee Notification
The Superintendent or designee will ensure that each school bus driver receives a copy of
educational materials that explain the requirements of drug and alcohol testing law and regulation; and
any policies, regulations, and/or procedures developed by the District with respect to meeting those

requirements. The Superintendent or designee will ensure that a copy of these materials is distributed to
each school bus driver, who will sign for receipt of all of the above documents, as well

(Continued)
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as other appropriate personnel, prior to the start of any drug and/or alcohol testing as well as at the
beginning of each school year or at the time of hire for any school bus driver. Representatives of
applicable collective bargaining units will be notified of the availability of this information.

The Superintendent or designee will further ensure that each school bus driver receives educational
materials concerning: the effects of drug and alcohol use on an individual's health, work, and personal
life; signs and symptoms of a drug or alcohol problem (the driver's or a co-worker's); and available
methods of intervening when a drug or alcohol problem is suspected, including confrontation, referral
to any employee assistance program, and/or referral to management.

The Superintendent or designee will arrange for training of all supervisors who may be utilized to
determine whether reasonable suspicion exists to test a driver for prohibited conduct involving drugs
and/or alcohol.

Records Management and Retention

Employee records relating to drug and/or alcohol testing, as well as to substance abuse and/or
alcohol prevention programs, will be maintained in accordance with law and regulation. All employee
drug and/or alcohol testing will be kept confidential and will only be revealed as required or authorized
by law or regulation.

49 USC §§ 31136 and 31306
49 CFR Parts 40, 382, and 383
Vehicle and Traffic Law §§ 142, 509-g, 509-1

Adopted: 5/19/15
Revised: 7/3/19;



