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Policy Manual

"PHILOSOPHY "

In preparing individuals to develop their fullest potential for living in the society of toddy an
tomorrow, the Board of Education and the staff of the School District:

Recognize their responsibility to help meet the physical, intellectual and emotional needs of
children; particularly the needs to inquire, learn, think, and create; to establisétiaestoral

and ethical values; and to relate satisfactorily to others in social situations involving family,
work, government, and recreation.

Accept primary responsibility for giving students a mastery of the basic skills of learning,
thinking, and prblem-solving; for teaching them to use the various media ofesgifession;

for instilling in them a knowledge of the social and natural science; for acquainting them with
the richness of our heritage; and for stimulating them to productive work inribesrareas of
human endeavor.

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

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

Revised:7/192018



FOREWORD

Contained herein are the polica@ments formulated by the Board of Education of the Auburn
Enlarged City School District.

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

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

Policy should aaamplish the following:

a)
b)
c)
d)

e)

State a position taken by the District;

Grant the authority to act;

Be sufficiently detailed to give adequate direction;

Be achievable within the real environment of the school and community;

Provide for imp@rtial procedures.

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

If any part of this manual is made invalid by judicial decision or legislative or administrative
enactment, all other parts shall remain in full effect unless and until they are amended edriepeal
the Board of Education. The official record of the adoption, amendment, or repeal ofléveskand
policies of the Auburn Enlarged City School District shall be the minutes of the meetings of the Board
of Education.
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2002 1110

By-Laws

SUBJECT: SCHOOL DISTRICT AND BOARD OF EDUCATION LEGAL STATUS

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

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

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

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

New York State Constitution
Education Law Articles 35 and 37

Adopted: 2/26/02



2002 1120

By-Laws

SUBJECT: BOARD OF EDUCATION AUTHORITY

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

In all cases where laws or regulations of the State Commissioner of Education do i, provi
permit, or prohibit, the Board shall consider itself the agent responsible for establishing and appraising
educational matters and activities.

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

Education Law Sections 1604, 1701, 1709, 1804, and 1805

Adopted: 2/26/02



2002 1130

By-Laws

SUBJECT: NUMBER OF MEMBERS AND TERMS OF OFFICE

The Board of Education of the Auburn Enlarged City School District shall consist of nine (9)
members elected by the qualified voters of the School District at the annual election as prescribed by
law.

Members of the Board of Education shall sefer three (3) years beginning July 1 following
their election and each term shall expire on the thirtieth day of June of the third year.

9 Member Board Education Law Section 1804(1)
Term of Office- Education Law Section 2105

Adopted: 2/26/02



2013 1140

By Laws

SUBJECT: STUDENT LIAISON TO THE BOARD OF EDUCATION

The Board of Education recognizes the value of having students participate with the Board, the
administrative staff, and the tdang faculty, in the educational and governance processes, which
directly affect them.

The Board of Education agrees that Auburn High School shall send two (2) student
representatives to the Board of Education, one junior and one ,stmi@r term of me semester
Student representatives shall serve in a consultative and advisory capacity without any voting rights,
and not as official members of the Board of Education. It should be noted that student representatives
will not participate in executive ssion. Students shall have the privilege of the floor on any public
topic and shall also have the opportunity to address the Board at every voting meeting.

Student representatives shall continue in office stibjesuch rules and procedures adojied
the high school principal.

Adopted: 8/27/2013
Amended: 3/11/2014
Amended 10/14/2014



2002 1210

By-Laws

SUBJECT: BOARD OF EDUCATION MEMBERS: QUALIFICATIONS

A Board of Education member of the Auburn Enlargety G3chool District must meet the
following qualifications:

a)
b)
c)
d)
e)

f)

9)
h)

A citizen of the United States;

Eighteen (18) years of age or older;

Able to read and write;

A legal resident one (1) year prior to the election;

Cannot be an employee of the Auburn Enlargid Echool District;

The only member of his/her family (that is, cannot be a member of the same household) on
the Auburn Enlarged City School District Board;

May not simultaneously hold another, incompatible public office;

Must not have been removed rinca school district office within one year preceding the
date of election to the Board.

Education Law Sections 2102, 2103, 2403
and 2502(7)
Public Officers Law Section 3

Adopted: 2/26/2002



2002 1220
1of2

By-Laws

SUBJECT: BOARD OF EDUCATION MEMBERS: NOMINATION AND ELECTION

a)

b)

9)

h)

Candidates for the office of member of the Board of Education shall be nominated by petition.
Such petition shall be directed to the Clerk of the School District, and shall be signed by at least
onehundred qualified voters of the District.

Vacancies upon the Board of Education shall not be considered separate specific offices and that
the nominating petitions shall not describe any specific vacancy upon the Board of Education for
which the candidat is nominated. Such procedure shall be followed with respect to all
nominations and elections in subsequent years until and unless such proposition is repealed by
the electors of the District at a regular election by the adoption of a proposition &b tlepe
original proposition.

The notice of the annual District meeting must state that petitions nominating candidates for the
office of member of the Board of Edummn must be filed with the Clerk of the District not later
than the thirtieth day peeding the election at which time the candidates so nominated are to be
elected.

Voting will be by machine, and provision shall be made for the election by “writete” of

any candidate not previously nominated. The position of candidates ons bsiiiali be
determined by lot at a drawing conducted by the District Clerk on the day after the last filing.
Candidates or their proxies may be present for the drawing.

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

The candidates ceiving the largest number of votes or, in the alternative, the largest number of
votes for each specific vacancy, shall be declared elected in accordance with Education Law.

At least ten days prior to the election, the Board shall appoint at leastdpextors of election
for each voting machine, and set their salary.

The District Clerk shall attend the election and record the name and legal residence of each
voter. The Clerk shall give notice immediately to each person declared elected tatde B
informing him/her of the election and his/her term of office.

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

No electioneering will be allowed within one hundred (100) fe¢h@ipolling place.

(Continued)



2002 1220
20f2

By-Laws

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

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

Education Law Sections 2004, 2013, 2018,
2025, 2029, 2034, 2032, 203@)(d),
2105(14), and 2121

Adopted: 2/26/02



2002 1230
1of2

By-Laws

SUBJECT: REPORTING OF EXPENDITURES AND CONTRIBUTIONS

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

Required contribution statements shall include:

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

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

c) If that transferor, contributor or person is aipodl committee as defined in Section-14
100 of the Election Law;

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

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

h)  The date of the expenditure.

The times for filing the statements are as follows:

a) The first statement on or before the thirtieth day precetti@glection to which it relates;
b) A second statement on or before the fifth day before the election;

c) A third statement within twenty days after the election.

Any contribution or loan in excess of $1000 received after the close of the perioddovéne

last statement filed before the election (b above) but before the election itself shall be reported within
24 hours after receipt.

(Continued)



2003 1230
20f2

By-Laws

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

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

Education Law Sections 1528 and 952
Election Law Section :400(1)

Adopted: February 26, 2002
Amended: March 15, 2005
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2002 1240

By-Laws

SUBJECT: RESIGNATION AND DISMI SSAL

Board members may resign at any Board meeting, at which time the resignation shall be
automatically accepted and reflected in the Board minutes. A Board member may also resign by
filing a written resignation with the District Clerk.

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

It shall be the duty of each member of the Board of Education to attend all meetings of the Board
and, if any member shall refuse to attend thmesecutive meetings of the Board after having been
regularly notified and a satisfactory cause for eachattendance is not shown, the Board will
proceed to declare that office vacant.

A Board member may be removed from office by the Commissioner wéaEdn for willful
violation of any provision of law, neglect of duty, or willfully disobeying any decision, order or
regulation of the Commissioner.

The Board of Education may also remove a board member for misconduct relating to the
exercise of authdy as a board membe® written copy of all charges made of such misconduct
must be served upon the board member at least ten (10) days before the time designated for a
hearing on the charges, and the board members shall be allowed a full and faurroyptorrefute
such charges before removal

In the event of death, resignation, refusal to serve, or any disqualification of a Board member,
the Board may appoint a new member to fill such a vacancy. If the Board chooses to fill the
vacancy, it shall benly for a term ending with the next annual election of the School District at
which time such vacancy shall be filled in a regular manner for the balance of the unexpired term.
The Board, at its own option, may also elect to call a special electiomwitiety days to fill the
unexpired term. If not so filled, the District Superintendent of the Supervisory District may appoint
a competent person to fill the vacancy until the next annual election of the District. The
Commissioner of Education may ordesgecial election for filling a vacancy. When such special
election is ordered the vacancy shall not be filled otherwise.

A Board member who has been removed from office shall be ineligible to appointment or
election to any office in the District for an@d of one year from the date of such removal.

Education Law Sections 306, 1706, 1709(17)(18),

2103(2), 2109, 2111, 2112, and 2113

Public Officers Law Sections 30, 31 and 35
Adopted: 2/26/2002
Amended:1/13/2009



2002 1250

By-Laws

SUBJECT: LEGAL QUALIFICATIONS OF VOTERS AT SCHOOL DISTRICT
MEETINGS

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

a) A citizen of the United States;

b) Eighteen (18) years of age or older;

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

Any person who would not be qualified to register or vote under the provisions of Seeti0fs 5
and 5106 of the Election Law shall not have the right to register for or vote in an election.

Education Law Section 2012
Election Law Article 5

Adopted: 2/26/02



2002 1310

By-Laws

SUBJECT: POWERS AND DUTIES OF THE BOARD

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

Education Law Sections 1604, 1709 and 1804

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

Adopted: 2/26/02



2002 1320

By-Laws

SUBJECT: NOMINATION AND ELECTION OF BOARD OFFICERS

Officers of the Board of Education shall be nominated and elected by the simple majority of the
Board at its Annual Organizational

The elected officersfahe Board of Education are:

a) President;

b) Vice President.

Intentions for office of President and Vice President must be announced at the regular board

meeting prior to the Reorganizational Meeting. Those members seeking nomination will state thei

intentions during the discussion on the related agenda item. Current or elected board members can
make their intentions known for leadership roles during this time as per policy 2110.

Education Law Sections 1701 and 2105(6)

Adopted: 02/26/2002
Amended: 11/15/2011



2002 1321

By-Laws

SUBJECT: DUTIES OF THE PRESIDENT OF THE BOARD OF EDUCATION

The President's duties include the following:

a)
b)
c)

d)

9)
h)

Presides at all meetings of the Board;
Calls special meetings as necessargrorequest;

Appoints members to all committees of the Board; in the event that there are vacancies to
fill

Serves exofficio as a member of all committees;
Executes documents on behalf of the Board;
Performs the usual and ordinary duties of tHeef
Serves as spokesperson for Board; and

Assists in agenda planning to the extent possible with the Vice President and
Superintendent.

Education Law Section 1701

Adopted: 02/26/2002
Amended: 10/11/2011



2002 1322

By-Laws

SUBJECT: DUTIES OF THE VICE PRESIDENT OF THE BOARD OF EDUCATION

The Board of Education shall elect one of its members Vice President who shall have the power
to exercise the duties of the President in case of the absence or disability of thenBrésicase of
vacancy in the office of the President, the Vice President shall act as President until a President is
elected. The Vice President will assist in agenda planning to the extent possible with the President and
the Superintendent.

Educaton Law Section 1701

Adopted: 2/26/02



2005 1330
1of3

By-Laws

SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION

Appointments

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

The following shall be appointed annually

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

9)
h)

District Clerk;

District Treasurer;

Deputy Treasurer;

Tax Collector and Deputies;

External (Independent) Auditor;

CentralTreasurer, Extraclassroom Activities Account;
Faculty Auditor, Extraclassroom Activities Account;

Audit Committee.

The followingmust be appointed but need not be reappointed annually

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

Census Enumerator and assistants if District conducts census;

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

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

Records Management Officer;

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

(Continued)



2005 1330
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By-Laws

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

h) Compliance OfficerTitle IX/Section 504/ADA) for discrimination and harassment issues;
) Liaison for Homeless Children and Youth;
j)  Dignity Act Coordinaor [one (1) in each building].

The following may also be appointed

a) School Attorney;
b) Claims AuditorDeputy Claims Auditar

c) Internal Auditor;

Designations

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

a) Petty Cash Fund(s);

b) Official Newspaper(s);

c) Official Bank Depositories;
d) Official Bank Signatories;
e) Purchasing Agent;

f)  Certifier of Payrolls;

g) School Pesticide Representative;

(Continued
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By-Laws

SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION

(Cont'd.)
i)  School Meal Program Appeal Officer
Authorizations

The following authorizations shall be made by the Board of Education at thealAnnu
Organizational meeting in July

a)

b)

c)
d)

e)

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 Aggction 722, as reauthorized by te Child Left
Behind Act of 2001

29 Code of Federal Regulations (CFR) Section 1910.1450

Education Law Sections 305(31), 1709 and 2503

8 New York Code of Rules and Regulations (NYCRR) Part 185

21 New York Code of Rules and Regulations (NYCRR) Parts B#&0

Adopted: 02/26/2002
Amended: 01/11/2005
Amended: 11/18/2008
Amended: 02/08/2011
Amended 6/26/2012



2002 1331

By-Laws

SUBJECT: DUTIES OF THE DISTRICT CLERK

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

a)

b)

9)

h)
)
)
K)

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

Prepares minutes dhe meetings of the Board, obtains approval of the minutes by the
Board at the next meeting and forwards copies of the minutes to each member of the Board
of Education;

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

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

Maintains an ugo-date record of Board policies and-layvs;

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

Distributes notices to the public announcing availability of copies of the budget to be
presented at the annual District meeting in compliance withetipgéirements of the State
Education Law;

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

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

Calls all meetings to order in the abseint the President and Vice President;

Assumes other duties customary to the office.

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

Education Law Section 2121
Public Officers Law Section 104

Adopted: 2/26/02



2002 1332

By-Laws

SUBJECT: DUTIES OF THE SCHOOL DISTRICT TREASURER /DEPUTY TREASURER

The Treasurer is appointed by the Board of Education at the Annual Organizational Meeting and
will be covered by a blanket bondin the absence of the Treasurer, the Deputy Treasurer assumes all
the responsibilities of the Treasu In addition to the routine duties of accounting, filing, posting and
preparing reports and statements concerning District finances, the District TreadDeguty
Treasurer shall perform other specific tasks as follows:

a)

b)

c)

d)

9)

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

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

Maintains proper recds and files of all checks, and approved payment of bills and
salaries;

Makes all such entries and posts to all such financial ledgers, records and reports including
bond and note registers, as may be properly required to afford the District an deceptab
and comprehensive financial accounting of the use of its moneys and financial transactions;

Signs all checks drawn on District fund
Auditor has attested to the authority to issue the check based upon evaserce of a
charge against the Districtés funds,;

Safeguards either his/her electronic signature and/or the -sigtkg machine and
signature plate, personally overseeing all preparation of checks;

Assumes other duties customary to the office.

DutiesEducation Law Section 2122
Bond-Education Law Section 2130, Part 5

8 New York Code of Rules and Regulations
(NYCRR) Sections 170.3) and (o) and 170.2f
9 NYCRR Section 540.4

Adopted: 2/26/2002
Amended:1/25/2011
Amended:3/11/2014



2002 1333

By-Laws

SUBJECT: DUTIES OF THE TAX COLLECTOR

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

a)
b)

c)

d)

9)

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

Collects taxes in the amount of the warrant, upon the issuance of the tax warrant by the
Board of Education and penalty fees in acconcagawith the terms of such warrant;

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

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

Turns over to the City or County Treasurer, as appropriate, a list of unpaid taxes as of the
end of the collection perigd

Carries out such other duties of the position as prescribed in the Real Property Tax Law.

Education Law Sections 2126 and 2130
Real Property Tax Law Sections 922,
924, 1322, 1330, and 1338

Adopted: 2/26/02
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By-Laws

SUBJECT: DUTIES OF THE INDEPENDENT AUDITOR

The Board by law shall obtain an annual audit of its records by an independent certified public
accountant or an independent public accountant, and a copy of the certified audit in a form prescribed
by the Commissioner must be accepted by the Board and furnished annually to the State Education
Department.

Education Law Section 211%
8 New York Code of Rules and Regulations
(NYCRR) Sections 170.2 and 170.3

Adopted: 3/12/@
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By-Laws

SUBJECT: APPOINTMENT AND DUTIES OF THE INTERNAL CLAIMS AUDITOR

The Board may appoint an internal claims auditor who shall hold the position subject to the
pleasure of the Board. No person shall be eligible for appointtoethe office of internal claims
auditor who shall be:

a) A member of the Board;

b) The Clerk or Treasurer of the Board,;

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

d) The Purchasing Agent;

e) Clerical personnel directly involved in acetiing and purchasing functions.

Valid claims against the District shall be paid by the Treasurer only upon the approval of the
internal claims auditor. The internal claims auditor shall:

a) Examine all claim forms with respect to the availability of fumdthin the appropriate
codes;

b) Substantiate receipts or other revenues or expenditures;

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

EducationLaw Sections 17020a, 2526

Adopted: 3/12/02
Amended: 10/28/08
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By-Laws

SUBJECT: DUTIES OF THE EXTRA -CLASSROOM ACTIVITY FUND CENTRAL
TREASURER AND FACULTY ADVISOR

Central Treasurer

The Extraclassroom Activities Fund Tseger is appointed by the Board of Education for each
secondary school and is responsible for the supervision of thectadsroom activity fund within that
building.

The Treasurer's duties include the following:

a) Countersigns all checks disbursinoéls from the Extralassroom Activities Account;

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

c) Maintains records of all receipts and expenditures;
d) Submits records and reports te tBoard as required;

e) Assumes other duties customary to the position.

Faculty Auditor

The Extraclassroom Activity Fund Faculty Auditor is appointed by the Board of Education and
is responsible for auditing of all financial transactions of the fund.

The Audi torobés duties include:

a) Examine the statement of accounts from the Central Treasurer once each month;

b) Audit the ledgers kept by student treasurers at least twice per year;

C) Examine transactions and procedures to determine if correct;

d) Certify the accurey of entries posted and available balances listed;

e) l nvestigate instances when Centr al Treasul

f) Prepare year end report summarizing the financial condition of each activity and submit to
Principal and Board of ducation.

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

Adopted:  3/12/2002
Amended: 8/24/2010
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL ATTORNEY(S)
The Board of Education shall employ a School Attorney(s) who shadidp®nsible to the Board
of Education for guidance on all affairs which are of a legal nature, including, but not limited to:

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

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

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

Adopted: 03/12/2002
Amended: 10/11/2011
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By-Laws

SUBJECT: DUTIES OF THE SCHOOL PHYSICIAN /NURSE PRACTITIONER

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

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

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

c) Serves as an on call member on the Committee on Sgehiahtion;
d) Reports to the Board on school health services;

e) Coordinates scheduling for physical examinations to all students participating in
interscholastic athletics;

f)  Provides final medical clearance for a return to physical activity for alests suspected
of a mild traumatic brain injury

g) Develops the program of health service in accordance with policies approved by the Board
and as directed by the Superintendent of Schools;

h) Conducts physical exams for all bus drivers and substijuies to employment and
annually thereatfter;

i)  Conducts physical exams for all new employees (instructional anthswuactional);

j)  Conducts a medical evaluation on any employee at the request of the Board of Education.

8 NYCRR Section 136.5
Education Law Sections 902, 913 and 6902

Adopted: 3/12/2002
Amended:6/26/2012
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1of2

By-Laws

SUBJECT: PRINCIPLES FOR SCHOOL BOARD MEMBERS

The Board of Education of the Enlarged City School stof Auburn endorses and accepts the
following Code of Ethics:

The efficient School Board member renders the highest type of public service. His/her influence
reaches out beyond the limits of the immediate district and touches the very heart of iinendgm
Every decision a school board member makes must be stwelgered Likewise, an inefficient
Board member, by hindering educational progress in his/her own district, impairs the whole
educational program. The responsibilities of the office argelathe opportunities for service to
childhood and to the community are unlimited.

Effective management of the Auburn Enlarged City School District must be based on the spirit
of teamwork and partnership among the Board, the school administratoregaeddhing staff, each
party accepting its own responsibility while respecting and allowing full scope for the discharge of
responsibilities by other partners.

In meeting the responsibilities of his/her office, each Board member is guided in his/her
opeations by the following principles:

A accept the responsibility, along with my fellow Board members, of seeing that
appropriate and equitable facilities and resources are provided for the proper functions
of the schools.

A will voice my opiniondrankly and respectfullyn Board meetings and vote for what |
believe is in the best interest fal stakeholders of the District.

A will help to frame policies and plans only after considering the recommendation of the
appropriate administratevstaff, together with mgeasons for making such
recommendations.

A will accept all Board decisions once they are made and will not hinder carrying them
out effectively.

A will forward all issues or concerns from the staff to the superinteraaehtvill not
conduct personal investigations into charges concerning students and/or personnel.

A will present questions or concerns of school employees only to the Superintendent of
the District and will nosolicit reports or information pertanyg to District affairs from
staff members except through the Superintendent of Schools.

(Continued)
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By-Laws

PRI NCI PLES FOR SCHOOL BOARD MEMBERS

will not become an advocate feomeone seeking a job in the Auburn City School
District.

seeking to do business with the District in any way for personal prestigh resign
from the Board prior to any discussion of said business.

if seeking employment in the Distrjdtwill resign from the Board prior to entering into
any discussion pertaining to said employment.

will represent the community as a whole.

will follow the communication guidelines set forth by the Board of Education
Operating Communication Raxols .

recognize that the most effective way to work for the best interests of the schools is
throughcollaboration with colleagues on the School Board.

Adopted: 3/12/2002
Amended:9/23/2008
Amended:10/8/2013

(C
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Non-Instructional/Business
Operations

SUBJECT: AUDIT COMMITTEE

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

c) An Advisory Commitee 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 comwiittebe
independent andill 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 companydprg\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 Committeewill consist of at least three members who should collectively possess
knowledge in accounting, auditing, financial reporting, and District finances. Whiegerve without
compensation, buwill be reimbursed for any actual and necessary expenditure incurred in relation to
attendance at meetings. Employees of the District aohilpted from serving on the Audit
Committee. Members of the Audit Committeell be deemed District Officers, bwtill not be
required to be residents of the District.

The role of the Audit Committewill be advisory unless the Audit Committee consi$tst least
a quorum of Board members, and any recommendations it provides to thenbaat substitute for
any required review and acceptance by the Board.

The Audit Committeewill develop and submit to the Board for approval a formal, written

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

(Continued)
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Non-Instructional/Business
Operations

SUBJECT: AUDIT COMMITTEE (Cont'd.)

The Audit Committeewill hold regularly scheduled meetings and report to the Board on the
activities of the Committee on an as needed basis, but not less than annually. The report will address
or include at a minimum:

a)
b)
c)
d)
e)

f)

The activities of théudit 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)

e)

f)

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

Meeing with the External (Independer&uditor prior to commencement of the audit;

Reviewing and discusgsg 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 standkgr for a financial statement audit and federal single audit
standards if applicable;

Receivng and revieving the draft annual audit report and accompanying draft management
letter and, working directly with the External (Independent) Auditor, agsesBbardin
interpreting such documents;

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

Discus#ng and analying every corrective action plan developed by the Distnicesponse
to any audiand assist the Board its implementation.

Corrective Action Plan

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

(Continued)
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Non-Instructional/Business
Operations

SUBJECT: AUDIT COMMITTEE (Cont'd.)
a) The annual external audit report or management letter;
b) A final audit report issued by the District's internal auditor;
c) Afinal report issued by the State Cptroller;
d) A final audit report issued by the State Education Depart($&D), or
e) A final audit report issued by the United States or an office, agendgpartment thereof.

The Audit Committee willreview and approve the corrective action pldeseloped by the
Superintendent and Business Offici@he corrective action plan must be filed with ®ED, and if
appropriate, must include the expected date(s) of implement@tenDistrict will also timely post a
copy of this plan on its websit€o the extent practicable, implementation of the corrective action plan
should begin no later thahe end of the next fiscal year.

Additional responsibilities of the Audit Committee include: assisting in the oversight of the
Internal Audit Function inclding, 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 dfiese recommendations; and
partidpating in the evaluation of the performance of the Internal Audit Function.

The Audit Committee may conduct an Executive Session pertaining to the following matters:
a) To meet with the External (Independent) Auditor prior to commencement of the audit

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

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

Any Board member who is not a member of the Audit Committee may be allowed to attend an
Audit Committee Meeting, including an executive session of the Audit Committee, if authorized by a
Board resolution. However, the Board member's attendance resulta imeeting of a quorum of the
full Board, any action taken by formal vote may constitute official Board action.

(Continued)



2007 1350
4 0of 4

Nonr-Instructional/Business
Operations

SUBJECT: AUDIT COMMITTEE (Cont'd.)

Education Lawg§ 21164, 2116¢, and 38113813
Public Officers Lawg§ 105(b), 105(c)and 105(d)
8 NYCRR § 170.12(d)

NOTE: Refer also to policies #1330Appointments and Designations by the Board
#1335-- Appointment and Duties of the Claims Auditor
#2210-- Committees ofhe Board

REVISED from November 2005 Update
Adopted: 3/27/2007

Amended: 2/10/2009

Amended: 8/24/2010

Amended: 10/11/2011

Amended: 4/11/2017
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1of2
By-Laws
SUBJECT: AUDIT COMMITTEE CHARTER
PURPOSE
The general purpose of the Audit Committee 1is

process and internal financial control systems. The Committee's also responsible for reviewing and
reporting findings fom the internal and external auditor to the entire board. The Committee will
review and monitor the timing and scope of internal and external audit activities, the implementation
of effective internal controls by District management and timely manageraspbnse to audit
findings.

MEMBERSHIP

The members of the Audit Committee will consist of three Board of Education members appointed by
the full Board of Education. Members should have a working familiarity with basic accounting and
financial managemepractices. Members of the community can be appointed to the committee with
the consent of the Board of Education.

TERM OF SERVICE
Members will serve for one year, subject to reappointment annually. Aydarocommitment is
encouraged to provide contity.

SCOPE OF ACTIVITIES
The Audit Committee will review on an annual basis the audit plans, audit scope and findings of the
Districtdos external auditors.

The Audit Commi ttee wild/l participate in the
determine areas to be emphasized in the external audits; and assist in the development of the externa
and internal audit contract.

The Audit Committee will inquire of management and the indepereddatnal and internauditor
about significant risks agxposures, and assess the steps management has taken to minimize such risks
to the district.

The Audit Committee will review with management and the indepené&tgrnal auditor at the
compl etion of the annual e X a nsi nmaagement letterlta@nméniss t r
and the independeekternala udi t or 6s report.

The Audit Committee will make recommendations to the Board of Education regarding the

appointment of the Internal Audi t or analaudits si s
function. The Committee will review on a regular basis the audit plans, audit scope and findings of
the Districtds internal auditor (s).

(Continued)
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By-Laws

SUBJECT: AUDIT COMMITTEE CHART ER( cgn o't

The Audit Committee will make recommendations to the Board of Education regarding the
appointment of the Claims Auditor, assist in the oversight of the Claims audit function and review
significant recommendations and findings of the Claims #oudi

The Audit Committee will review all corrective action plans developed in response to audit reports
and monitor the implementation of such plans. The Committee will also monitor the implementation
by management of recommendations made by the exterteahal and/or claims auditor.

The Audi't Commi ttee wild/l report on their rev
appropriate funding levels.

The Internal Auditor and the Audit Committee will regularly report audit findings, and management
respases back to the entire board of education. These reports will be at least quarterly.

The Audit committee will work with the Internal Auditor to review, monitor and amend all board
policies to assure that the Board and the District's are in compliarftsweit policies, and with State
and Federal Laws.

Adopted: 8/2004
Amended: 1/2006
Amended: 2/2009
Amended: 8/24/2010
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By-Laws

SUBJECT: INTERNAL AUDIT

Purpose

The internal audit function is estadlied to provide the Board of Education and Superintendent with
independent analyses, appraisals, and recommendations concerning the adequacy and effectiveness of thi
Districtbs systems of internal cont r otyingoout@ssignbde q u .
responsibilities and achieving established objectives.

Authority
Internal auditing is an integral part of the District and functions under the policies established by the

Superintendent and the Board of Education. Internal auditiagtteorized to direct a broad, comprehensive
program of examination within the District. To allow the internal audit function to be discharged in an effective
manner, the auditor has the authority to audit all functions and have unrestricted accessdadall personnel,

and physical properties within the District; including the authority to audit board functions, process, procedures
and policies for consistency and compliance with state and federal laws.

To ensure independence and objectivity, imeaudit shall not develop or install procedures, prepare records,

or engage in any activity that would normally be subject to its review. Moreover, internal audit shall have no
authority over, or responsibility for, any of the activities audited. lateanditing is not intended to be a
replacement for operating managementdés responsi bil
and efficiency of internal controls, but rather is an evaluator of those controls.

Responsibility

The auditor sHhdevelop a comprehensive internal audit plan to ensure all activities and programs of the
District are reviewed at appropriate intervals based on a documented risk analysis. The audit plan shall
encompass financial, operational and compliance perfomnemacerns as identified in the assessment of the
Districtbés risk. The internal audit plan should b

A written report will be prepared and issued by the auditor following the conclusion of each Shditld
corrective action be indicated, as evidenced by specific recommendations contained in the internal audit report,
management shall include in its response specific steps taken or planned to effect the corrective action. With
respect to program dits, reports will focus on achievement of established objectives and measurement of
outputs, benefits and impacts. Program audits may result in recommendations to expand, improve, limit, or
discontinue a program. Periodically, the internal auditor witlspnt a summary of his/her audit reports and
findings to the Superintendent, Audit Committee and Board of Education.

Reporting

The internal auditor will be appointed by the Board of Educatfidre Internal Auditor reports administratively

to the Superitendent, and functionally to the Audit Committee and Board of Education. The Internal Auditor
shall meet at least quarterly with the Audit Committee and Board of Education, presenting and discussing audit
reports and issues.

Standards of Internal Audit
The internal audit function shall adhere to the professional and ethical standards regarding internal auditing as
set by the Institute of Internal Auditors and the American Institute of Certified Public Accountants.

Adopted: 2/10/2009
Amended: 8/24/210
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By-Laws

SUBJECT: POLICY

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

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

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

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

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

The Superintedent is given the continuing commission of calling to the Board's attention all
policies that are owdf-date or for other reasons appear to need revision.

Education Law Sections 1604(9), 1709(1) and (2)

Adopted: 3/12/02
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By-Laws

SUBJECT: EXECUTION OF POLICY: ADMINISTRATIVE REGULATIONS

The Board shall delegate to the Superintendent the function of specifying required actions and
designing the detailed arrangements under which the schools will be operated. Tiseged tiese
detailed arrangements shall constitute the administrative regulations governing the schools. They
must in every respect be consistent with the policies adopted by the Board. The Board shall be kept
informed periodically of changes in adminadtve regulations.

Adopted: 3/12/02
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By-Laws

SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND
PARLIAMENTARY PROCEDURE)

All Board meetingwvill be open to the public except those portithet are executive sessions.
The Board will makegasonable efforts to ensure that all meetings are held in an appropriate facility
thatcan adequately accommodate all members of the public who wish to dtten8uperintendent
and members of his or her stavill attend Board meetings at the Superintendent's discretion. The
Board may also request that additional people attend.

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

When the Board schedules a meeting on at least one week's notice, it will give or electronically
transmit public notice of the time and place to the news media and conspicuously post the notice in
one or more designated public Idoat at least 72 hours before the meeting. Notice of other meetings
will be given or electronically transmitted, to the extent practicable, to the news media and
conspicuously posted at one or more designated public locations at a reasonable time defore th
meeting.Whenthe District has the ability to do sib,will conspicuously post the meeting notices on
its website.

The Superintendent will prepare the meeting agenda during the week before the meeting and
review it with the Board Leadership. The agemdll then be distributed to Board members no later
than the Friday before the regular meeting. The Board Leadership or other Board members will submit
requests to place matters on the agenda to the Superintendent.

District recordsavailable to the puiz underthe Freedom of Information Lavas well as any
proposed rule, regulation, policgr amendment scheduled to be discussed at a Board medtithg
made available upon request, to the extent practichbferethe meeting. Copies daheserecord
may be made available for a reasonable Teeserecordswill be posted on the website to the extent
practicablebeforethe meeting.

If videoconferencingr online technologys used to conduct a meeting, the public notice for the
meetingwill inform the public, identifyall the locations for the meeting, and state that the public has
the right to attencit any of the locationdf a meeting is streamed live over the internet, the public
notice will inform the public of the website's internet addreégsting may be done through
videoconferencing, provided that members can be both seen and heard voting and participating from
remote locations.

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

Recording Meetings

The Board allow public meetings to be photographed, broadcast, weboasttherwise
recorded by means of audio or video, in a-d@muptive mannerand it supports the use dhis
technology to facilitate the open communication of public business.

Public Expression

The Board encouragesiiplic expression a@oardmeetings The Board will designata specific
portion ofits meetingagendafor this participationThe Board may invite visitors to participate its
discussion of matters on the agenda.

Quorum

The quorum for anyoard meetingis *five members. No formal actiowill be taken at any
meetingwherea quorum is not presentinless otherwise required by lawfficial action will only be
taken by approval of the majority of the full Board

Use of Parliamentary Procedure

The Board will use pertinent portions of thegtest edition of Robert's Rules of order to conduct
its business.

Education Lawg§1708 and 2504
General Construction La®@41
Public Officers Law Article 788 103(d),104, and 107

NOTE: Refer also to Policies #1520Special Meetings of the Bwod of Education
#1540-- Executive Sessions
#6211 -- Employment of Relatives of Board Members

Adopted: 3/12/2002
Amended: 2/14/2012
Amended: 5/08/2012
Amended: 5/9/2017
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By-Laws

SUBJECT: AGENDA FORMAT

For regular Board meetisgthe following format is used:
a) Call to Order, Roll Call, Pledge of Allegiance to the flag;
b) Approval of the Agenda

c) Minutes of Previous Meeting

d) Communication$ Residents Wishing to Be Heard
e) Superintendent's Reports/Presentations

f)  Committee Report®/orkshops

g) Old Business

h)  Financial Matters

1) Instructional Personnel

j)  Non-Instructional Personnel

k)  Approval of Children's Services

[)  Board Policy

m) Information Sharing

n) Other

0) Adjournment

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

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

Adopted: 3/12/02
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By-Laws

SUBJECT: SPECIAL MEETINGS OF THE BOARD OF EDUCATION

Spedal meetings of the Board shall be held on call by any member of the Board. A reasonable
and good faith effort shall be made by the Superintendent or the Board President, as the case may be
to give every member of the Board tweffityir hours' notice ofhte time, place and purpose of the
meeting. All special meetings shall be held at a regular meeting place of the Board and/or in
accordance with provisions of the Open Meetings Law as may be applicable.

In an emergency, the twertyur hour notice may beaived by having each Board member sign
a waiverof-notice form.

Public notice of the time and place shall be given, to the extent practicable, to the news media
and shall be conspicuously posted in one or more designated public locations at a resisomable
prior to the meeting.

Public Officers Law Sections 103 and 104

NOTE: Refer also to Policy #15I0Reqular Board Meetings

Adopted: 3/12/02
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By-Laws

SUBJECT: ANNUAL DISTRICT MEETING AND ELECTION/BUDGET VOTE

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

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

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

Annual Meeting (Election and Budget Vote)
Education Law Sections 1804(4), 1906(1),
2002(1), 2017(5) and (6), 2022(1), and 2¢€q2)
Notice

Education Law Sections 1608(2), 1716(2),
2003(1), »04(1), and 2604(2)

NOTE: Refer also to Policy #5160 Absentee Ballots

Adopted: 3/12/02
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By-Laws

SUBJECT: BUSINESS OF THE ANNUAL DISTRICT ELECTION

The Board of Education will appoint a qualified voter as chairpecgotne Annual District
Meeting and Election/Budget Vote.

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

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

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

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

Opening of the booths for voting;

Closing of the booths;

Receiving the report of the Clerk of the rkswf the elections;

Adjournment.

Education Law Sections 1716 and 2025

Adopted: 3/12/02
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By-Laws

SUBJECT: ANNUAL ORGANIZATIONAL MEETING

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

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

Education Law Section 1707

Adopted: 3/12/02



2002 1650

By-Laws

*Required Policy

SUBJECT: SUBMISSION OF QUESTIONS AND PROPOSITIONS AT THE ANNUAL
MEETING AND ELECTION AND SPECIAL DISTRICT MEETINGS

Questions and Propositions at the Annual Meeting and Election

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

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

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

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

d) Questions or propositions submitted in accordance with these rules and accepted will be
printed on the ballot for the voting machine. The Schostriat, however, retains the right
to reject certain voter propositions, including those propositions that are advisory in nature
or beyond the scope of voter authority.

e) The Board of Education shall cause the rules and regulations set forth inlitystpde
distributed within the District.

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

Questions or Propositions to be Submitted apecial District Meetings
The procedure for requesting the Board of Education to call a Special District Meeting to vote on

a question or proposition shall be in accordance with subdivisions 2 and 3 of Education Law Section
2008.

Education Law Sectiorik703, 2008, 2018, 2035(2) and 291

Adopted: 2/26/2002 (as Policy #1260)
Amended:1/27/2015 (# changeErie 1 BOCES to Policy 1650)



2002 1710

By-Laws

SUBJECT: QUORUM

The quorum for any meeting of the Board shall be five (5) memberfors@l action shall be
taken at any meeting at which a quorum is not present. When only a quorum exists, the Board shall
act by unanimous vote unless otherwise required by the laws of the State of New York.

General Construction Law Section 41

Adopted: 3/12/02



2002 1720

By-Laws

SUBJECT: MINUTES

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

The minutes of each meeting of the Board of Education shall state:

a) The type of meeting;

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

c) Board members present and absent;

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

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

f)  The nature of events that transpire, @mgral terms of reference.

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

All Board minutes shall be signed by the District €larhen approved and stored in a locked
room or locked file cabinet. Unless otherwise provided by law, minutes shall be available to the
public within two (2) weeks following the date of a meeting; draft copies, so marked, are acceptable,
subject to corrdmn. Minutes of executive sessions shall be available to the public within one (1)
week of the date of the executive session.

Public Officers Law Section 106

Adopted: 3/12/02



2002 1730

By-Laws

SUBJECT: EXECUTIVE SESSIONS

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

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

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

d) Discussions regarding proposed, gieg or current litigation;

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

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

g) Preparation, grading or administration of examinations;

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

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

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

Education Law Section 3020
Public Officers Law Article 7

Adopted: 3/12/02
Amended: 8/27/13



2005 2000

Internal Operations

Auburn Enlarged City School District

NUMBER

INTERNAL OPERATIONS

1.1 Orienting New Board Members...........coooiiiiiiieee e 2110

1.2 Use of Parliamentary ProCedure...............eeuviiiiiieemiiiiiiiiiieeeeeeeee e 2120
BOARD OF EDUCATION COMMITTEES

2.1 Committees Of the BOAId...........ocooiiiiiiiiiiicc e 2210
BOARD OF EDUCATION ACTIVITIES

3.1 Membership iN ASSOCIALIONS...........uuuuuurririiiiieaeiiiiriereee e eee e e e e e e s eeerereeeeeaeaeeeens 2310

3.2 Attendance by Board Members at Conferences, Conventions and Workshaop320
3.3 Compensation and EXPENSES.......ccuiiiiiiiiiiiii i 2330

3.4 Board SEHEVAIUATION. ... oo et 2340



2002 2110

Internal Operations

SUBJECT: ORIENTING NEW BOARD MEMBERS

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

a)

The electee shall be given selectedtenial on the job of being part of the Board, which
material is supplied by the New York State School Boards Association, the National
School Boards Association, and/or other professional organizations;

The electee shall be invited to attend Board mgstand to participate in its discussions;

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

The electee shall be invited to meet with the Superintendent and other administrative
personnel to discuss services they perftonthe Board;

A copy of the Board's policies, Hgws, goals and objectives shall be given to the electee
by the Clerk;

The opportunity shall be provided for new Board members to attend orientation programs
sponsored by organizations for boards afeadion.

Adopted: 4/9/02



2002 2120

Internal Operations

SUBJECT: USE OF PARLIAMENTARY PROCEDURE

The business of the Board of Education shall be conducted in accordance with the authoritative
principles of parliamentargrocedure as found in the latest editiorRabert's Rules of Order

Commissioner's Decision Numbers 8018 and 8873
General Construction Law Section 41

Adopted: 4/9/02



2002 2210

Internal Operations

SUBJECT: COMMITTEES OF THE BOARD

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

At the request of the Board, the President shall appoint temporary committees consisting of
fewer than the full membership for special purposes. These committees shall be discharged on the
completion of their assignment. The Presidef the Board shall be an -@fficio member of such
committees.

Any Board member may be allowed to attend any committee meeting regardless of whether the
Board member has been appointed to the convening committee. An attending Board Member who is
not part of the appointed committee may attend in the same way as any other public person.
Attendance during committee meetings does not imply active participation and does not include
presence during a committeedbs dxecutive sessio

The Board of Education recognizes that it may be necessary from time to time to authorize
advisory committees for the purpose of enlisting opinions and counsel of the general public. Such
committees shall be appointed by the Board of Education.

Each committee shall be responsible to keep minutes of each meeting. Minutes will be filed
with the Board Clerk within two weeks of meeting, and copies shall be provided to the President of the
Board, to members of the committee, the Board, and to theiSigoelent.

Visitation Committees

Members of the Board shall visit schools within the District at least twice per year and will share
observations about conditions or programs with the whole Board.

Education Law Section 1708

Adopted: 4/9/2002
Amended: 3/27/2007



2002 2310

Internal Operations

SUBJECT: MEMBERSHIP IN ASSOCIATIONS

The School may maintain membership and participate cooperatively in New York State and the
Central New York School Boards Associations. Additionally, ther@eaay maintain membership
and participate cooperatively in other associations for the purpose of devising practical ways of
obtaining greater economy and efficiency in school district affairs and projects.

Education Law Section 1618
Comptroller's Opiron 81255

Adopted: 4/9/02



2002 2320

Internal Operations

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

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

a) A calendar of school board conferences, conventions and workshops shall be maintained
by the Board Clerk. The Board will periodiyatiecide which meetings appear to be most
likely to produce direct and indirect benefits to the School District. At least annually, the
Board will identify those new ideas or procedures and/or cost benefits that can be ascribed
to participation at such eetings.

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

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

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

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

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

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

General Municipal Law Sections -brand 77c
Education Law Section 2118

Adopted: 4/9/02



2002 2330

Internal Operations

SUBJECT: COMPENSATION AND EXPENSES

No member of the Board may receive any compensation for hs#héces unless he/she shall
also serve as District Clerk and be paid as Clerk. All members of the Board of Education may be
reimbursed for actual expenses incurred in representing the District. All bills or claims for
reimbursement must be itemizedr@asonable detail.

Members of the Board of Education shall be reimbursed for authorized expenses incurred by
attending meetings, workshops and conventions which are held outside the Enlarged City School
District of Auburn in discharge of their duties members of the Board of Education.

Members of the Board of Education shall be reimbursed for such expenses incurred when
attending meetings within the District if such meetings involve other school boards and/or school
board associations and/or membefother governmental units (i.e., Cayuga County School Boards
Association Meetings with State and Federal Legislators).

Education Law Section 2118
General Municipal Law Section #¥

Adopted: 4/9/02



2002 2340

Internal Operdons

SUBJECT: BOARD SELF-EVALUATION

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

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

Adopted: 4/9/02
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2002 3110
1of2

Community Relations

SUBJECT: PUBLIC INFORMATIO N POLICY

Introduction

The Auburn Enlarged City School District (The District) actively pursues consistent communication
between the schools and tt@mmunity, with the intent to promote effective school/home/community
partnerships.

The District recognies that citizens have a right to know what is occurring in their public school
system, and that citizens receive all information, whether supportive or critical, directly from the
district itself.

Therefore, the District will:
1. Maintain effective communication between the District and the community.

2. Disseminate accurate, timely information about school policies, programs, procedures,
achievements, decisions and critical issues.

3. Provide timely interpretation of decisions and actions,@adctivelyclarify
misunderstanding and misinformation.

4. Encourage district staff to share in the responsibility for communication of policies and
programs with the community.

5. Maintain an effective working relationship with the news media.
Dissemination of Information
The District desires to work cooperatively with all parent/community groups and the media.
District Spokespersons

The Superintendent ithe official spokesperson for the District and has the primary responsibility for
official dissemination of all information concerning the District to the news media. Except for
statements made by the Superintendent or his designate, no employee of the District, other than the
Superintendent, shall purport to represent the official pdintiew of the school system in public
communications.

The Board Presidens the spokesperson for the Board when the Board is making a statement on an
issue. No individual member of the Board will speak for, or in the name of, the Board unless by
explicit direction of the Board. Other Board Members may be asked by the Board President or
Superintendent to speak to the media on a-bgsmse basis when appropriate. Board members
should emphasize to the media when asked to speak as a Board membey ttet thdy speak as
private citizens unless they have been empowered by the Board to speak on the Board's behalf.

(Continued)



2002 3110
20f2

Community Relations

SUBJECT: PUBLIC INFORMATION POLICY (Con@)

To minimize misunderstaing, and provide accurate, comprehensive information about the School
District, the Superintendent will coordinate all of the District's communication and media efforts,
specifically:

1. All media coverage of the District, including commercial andledV, radio and print.

2. All documents relating to District news conferences, press releases and
parent/community information.

3. All inquiries relating to duties and qualifications of professional staff.

4. All inquiries relating to gident information, including academic, behavior and/or

family matters.
5. All parent/community, business and governmental information directives and reports.
Privacy and News Media Coverage for Students

At the beginning of each school yethe "media approval release” clause will be provided to

each parent or guardian for signature. Those parents or guardians who sign the media clause are
allowing their child or children to be photographed and interviewed for that school year. Parents who
do not sign the media clause indicate that they do not want their child or children interviewed,
photographed or named in any media release. Schools will maintain this release until the end of the
school year.

The District will cooperate with the mediahen they are covering school sponsored activities.
Reporters and photographers may, following approval from the Superintendent's Office, report on or
photograph any activity or program, providing there is no disruption of the activity or educational
proces, and a proper parental release is secured.

Adopted: 11/26/2002
Amended: 12/09/2008



2002 3120

Community Relations

SUBJECT: RELATIONS WITH THE MUNICIPAL GOVERNMENTS

It is the policy of the Board to establish and maintairositve working relationship with the
governing bodies of the municipality. The Board shall also cooperate with municipal, county and state
agencies whose work affects the welfare of the children of the District, including the County Social
Service Depament, the Board of Health, the Recreation Department, the Public Library, and all
community emergency service agencies.

Adopted: 11/26/02



2002 3130

Community Relations

SUBJECT: SENIOR CITIZENS

The Board ©Education will consider school related programs for senior citizens in accordance
with Education Law and/or regulations of the Commissioner of Education. Such programs include
special use of school buses, school lunches and partial tax exemptions.

Education Law Sections 1502 and 1709(22)
Real Property Tax Law Section 467

Adopted: 11/26/02



2002 3140

Community Relations

SUBJECT: FLAG DISPLAY

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

When ordered by the President, Gaonar, or local official, to commemorate a tragic event or the
death of an outstanding individual, the flag shall be flown atdtaff. The Superintendent's approval
shall be required for the flag to be flown at kstliff upon any other occasion. Regidns for
seeking such approval shall be established in the Administrative Manual of the District.

Education Law Sections 418 and 419
Executive Law Sections 402 and 403

Adopted: 11/26/02



2002 3150

Community Relations

SUBJECT: SCHOOL VOLUNTEERS

The Board of Education recognizes that the use of volunteers strengthens school/community
relations through positive participation; builds an understanding of school programs among interested
citizens; and, assists emgkes in providing more individualization and enrichment opportunities in
instruction.

Volunteers may come from all backgrounds and age groups and may include any persons willing
to give their time for the purpose of helping children through plannedlaayservice. Volunteers may
be involved in many facts of school operations, from mentor/tutor relationships to clerical tasks. School
personnel who are responsible for tasks or projects that will make use of volunteers will identify
appropriate tasks antime schedules for such activities, as well as make provisions for adequate
supervision, inservice programs, and evaluation. Volunteers will not be used to provide transportation
for schoolsponsored activities

Services of volunteers may be acceptedth® Board, the Superintendent of Schools, Central
Office Administrators, Building Principal or persons designated by the board and/or the Superintendent
to handle this responsibility. All volunteers may be subject to the same screening procedures used fol
regular school employees, including but not limited to the following:

a) Volunteers will be required to provide references, who will be contacted before the
volunteer begins services on school grounds.

b) The District reserves the right to request infation on previous criminal convictions.

c) The District reserves the right to investigate each applicant through the New York child
abuse register.

The District will maintain complete records of any information obtained through any of the above
procelures.

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

Volunteer Protection Act of 1997,

42 United States Code (USC) Section 14501 et seq.
Education Law Sections 3023 and 3028

Public Officers Law Section 18

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

Adopted: 11/26/02




2012 3150R

Community Relations

SUBJECT: SCHOOL VOLUNTEERS

~ A school volunteer is defined as a Aoaid persorwho assists District staff, including but not
limited to instructional personnel, in curricular-carricular, or extracurricular programs. A volunteer

is a person who offers to provide assistance or service of his/her own free will without legal
obligations.

General Guidelines

1) Use of volunteers shall not conflict with or replace any duly appointed and/or authorized District
personnel or the duties/job responsibilities of such personnel. Any information gained through
volunteering must be held in griconfidence with the Principal/designee assuring that the
volunteer has no access to confidential student or personnel data unless as designated by a scho
official in accordance with the Family Educational Rights and Privacy Act (FERPA).

2) Volunteersmay assist on an occasional or regularly scheduled basis, yet, may not teach or
provide the initial instruction for accomplishing educational objectives; but may reinforce skills
taught by the professional staff.

3) Volunteers may not provide transpaida to students in their personal automobiles for any
schoolsponsored activities.

4) Volunteers may not be assigned the responsibility for disciplining students but may assist the
teacher in maintaining proper behavior of students and report behgrimoédms to the teacher.

5) Volunteers may not supervise a class in the absence of the teacher.

6) Volunteers are not to contact parents regarding the performance of students or write comments or
any papers/school work sent home.

7) The need for voluntegs will be determined by the Principal and other personnel.

8) All regularly scheduled volunteers willomplete an application, provide authorization for a
reference check, and shall be screenedoandterviewed by the Building Principal or his/her
desgnee. An application shall be filled out by each prospective volunteerugot approval by
the building principal/administrator shall Bwarded to the District Office for evaluation.

9) The Superintendent retains the right to approve or reject@oypteer applications submitted for
considerationUpon approval by the Superintendent volunteers must be approved by the Board of
Education.



.- AUBURN ENLARGED CITY SCHOOL DISTRICT 3150F

‘& Application for Volunteers
\' PERSONAL NFORMATION
Date Social Security Number
Name
Last First Middle
Address
Street City State Zip Code
Phone Number /
Home Work
GENERAL

HAVE YOU EVER BEEN CONVICTED OF VIOLATING ANY LAW (EXCEPT TRAFFIC VIOLAEONS)Nb

If yes, attach summary of details. Disclosure of a criminal record does not automatically disqualify you fr
volunteer consideration. Your case will be judged on its own merits.

Do you have any physical, mental or medical impairment which wouldhierfere with your ability to perform
the job for which you are applying? Yes No

If any, please explain:

What volunteer services are you willing to perform?

EMPLOYER
List below your current or last employer.
Date - Month and Name and Address of Employer Position
Year
From
To
REFERENCES
List below three persons not related to pu, whom you have known at least a year.
Name Address Phone # Years
Acquainted
EMERGENCY INFORMATION
In case of emergency, please notify:
Name Address Phone Number
AUTHORIZATION
| authorize investigation on all statements cordined in this application.
Date Signature
DO NOT WRITE BELOW THIS LINBFFICE SE ONLY
Reviewed by Building Principal
Date
Remarks: Central Office Use Only

Approved Denied




2003 3160

Community Relations

SUBJECT: NAMING OF DISTRICT'S SCHOOLS, ROOMS, AND SITES
The Board of Education has the responsibility to approve the naming-r@ammeg of its
buildings, rooms, ortber sites within the District.
Factors to consider in the naming of a building, a room, or a site will include:
a) A specific connection between the community served and the school district residence.
When there is no specific connection to the comityy the nominee should be an
exemplary symbol of leadership and character;

b) Meritorious, extraordinary, and enduring service to the District's students, parents, and
staff;

c) Outstanding qualities of character or leadership; and

d) Contributiors to the community.

A process for nominations will include:

a) The building, room, or site to be named,;

b) Notice of a closing date for nominations to be made for the Board's consideration;

c) Selection of a panel by the Board to review nominatm® to a recommendation to the
entire board. Membership should include parent organization(s), student organization(s),
and teacher(s) associated with the building or site; and

d) The Superintendent or his/her designee will serve as-aetorg char of the panel.

When a school or a facility is closed, the Board reserves the right to retire the name or to
preserve it for use in the future.

Adopted: 10/14/2003



2002 3210

Community Relations

SUBJECT: VISITORS TO THE SCHOOL

All visitors shall be required to report to the main office upon arrival at school and state their
business. Visitations to classrooms for any purpose require permission in advance from the building
principal in order to allow teachers the opportunityatcange their schedules to accommodate such
requests.

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

Education Law Section 2801
Penal Law $ctions 140.10 and 240.35

Adopted: 11/26/02
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Community Relations

SUBJECT: VISITORS TO SCHOOL BUILDINGS

Close communication and supportive relationships between parents/guardians and schools are
essential tonicreasing student achievement and enhancing school climatéuboen Enlarged City
School Districtsupports these efforts through effective and appropriate visitations to schools and to
classrooms by parents/guardians, community members, and otherragproplividuals, subject to
the following guidelines:

1) Parents/guardians may request a visit to their shitthssroom(s) through tHuilding
Principal at which time the purpose of the visit will be established. The date and time of
the visit will be mutually agreed upon directly between the parent/guardian and the teacher.
The Building Principalwill be notified, in advance, of the arrangements which have been
agreed upon for the visit.

2) Teachers may request that a parent/guardian visit theratas by directly contacting the
parent/guardian and establishing a mutually agreed upon time and dat&uildiag
Principalwill be notified of the visit, in advance.

3) Visitations by individuals other than parents/guardians shall be arranged diretigen
the Building Principaland the individual making the request. The purpose of the visit will
be made clear at that time in order to facilitate appropriate arrangements.

4) Visitation will occur in a way that avoids or minimizes disruption to tbemal learning
process and the ordinary classroom routine. Blwding Principalmay be present when
appropriate. Visitors agree to maintain confidentiality regarding information which they
acquire during the course of the visit as explained to the vigyttheBuilding Principal

5) Individuals visiting the schools are to go directly to the Main Office of the building which
they are planning to visit, and follow the specific visitor procedures prescribed by that
building.

6) If a staff member noticethat a visitor does not report to the Main Office upon entering the
building, he/she should report that occurrence tdthkling Principaldesignee.

7) Before a child may be taken from the building by a-sohool person, the visitor must be
recognizedby the Building Principalor his/her designee as one having the legal right to
take the child. The visitor will wait in the Main Office for the child to come from the
classroom and/or follow other duly approved procedures for that building.

8) Signs willbe posted throughout the school building directing visitors to report to the Main
Office.



2002 3220

Community Relations

SUBJECT: PUBLIC EXPRESSION AT MEETINGS

All meetings of the Board shall be conducted in public, and the public haglhe¢o attend all
such meetings. Public expression at such meetings shall be encouraged. A specific portion of the
agenda shall provide for this privilege. At its discretion, the Board may invite visitors to its meetings
to participate in the Boaddiscussion of matters on the agenda.

The Board of Education provides a maximum of 30 minutes at this time for public participation.
Any resident of the Auburn Enlarged City School District is welcome to address the Board of
Education on items pertairgrio the education and/or the operation of the School District.

There will be time provided on the agenda at this point. Any resident wishing to address the
Board of Education is requested to come forward to the lectern on being recognized and s3hggve hi
name and address. Questions relating to employees of the District will not be permitted; such
guestions should be referred to the Superintendent at another time. Residents have been asked to sig
in at the lectern and are limited to one presentatfdhree (3) minutes or less.

The Board of Education shall take the appropriate time to consider any necessary response in a
timely fashion. District employees and students are encouraged to follow established channels for
complaints/grievances prior tddressing the Board. Ngasidents who wish to address the Board
directly shall do so in writing. All such communications should be addressed to the District Clerk for
presentation to the Board at the next scheduled meeting.

The President is responsilite the orderly conduct of the meeting and shall rule on such matters
as the time to be allowed for public discussions, the appropriateness of the subject being presented,
and suitability of the time for such a presentation.

The Board of Education res@&w the right to enter into executive session as specified in Policy
#1730.

Adopted: 11/26/02
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Community Relations

SUBJECT: PUBLIC HEARINGS

The following guidelines shall be followed whenever large delegations coroeeliee Board
regarding a District issue:

a) Position of the Board Stated

After the meeting has been officially opened, the President of the Board shall briefly state
the position of the Board on the issue. If official action on the issue has ryet &deen

taken, the President may so state and may summarize briefly the arguments for and against
the issue to be decided. Other members of the Board may also be heard at this time.

b) Public Expression

The Clerk of the Board shall secure the naroé all those persons wishing to be heard
before the Board. Those desiring to speak shall indicate whether they are in favor of or
against the issue involved. The president may set a limit of two (2) minutes and may then
grant an addition of three (3) nutes, if so required.

Adopted: 11/26/02
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Community Relations

SUBJECT: PUBLIC COMPLAINTS

Complaints by Citizens

Complaints by citizens regarding any facet of the District school operation often can be haoéled m
satisfactorily by the administrative officer in charge of the unit closest to the source of the complaint.
In most instances, complaints will be made to the building Principal and/or his/her assistant, if the
verbal complaint cannot be resolved by thacher, coach, or other school building or district level
employee.

If the verbal complaint is not resolved at the unit level, the following steps will be taken:

1 The complaint will be submitted in writing to the District Clerk. The District Clerk wi
maintain a complaint log and will contact the sender within five days of the receipt.

1 Within 10 days of the receipt of the complaint by the District Clerk, the Superintendent of the
District, or designee, will review the submitted complaint, and wdilhtact the sender,
outlining steps which will be taken regarding the particulars of the complaint.

1 The Superintendent will oversee a resolution of the issues cited in the complaint. If the
resolution attempts are not successful, the Superintendent redlemt to the Board of
Education a summary of the complaint and attempts to resolve the complaint.

1 The Board of Education will have the right to review all the information gathered by the
District during the complaint process. The district leadershipnteeomprised of the
Superintendent and the Board President and Vice President, will act accordingly to resolve the
issues of the complaint in a reasonable period of time. The resolution will be recorded by the
District Clerk and all involved parties wile copied in the resolution.

It shall be the responsibility of the Superintendent to prepare procedures, as may be needed within this
policy, to channel the complaints so that they may be properly reviewed and acted upon.

Anonymous complaintwillbeinvesti gated to the best of oneds
The complaint policy will be reviewed annually by the district leadership team.
Adopted: 11/26/2002

Amended: 08/25/2009
Amended: 11/15/2011
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Comulaim: | ResHonse Procatyrs
The Complaint/ResRonse Procedure is one attempt by the District to ensure a

strictdos or the buildingbdés integrity

Fill out the AComplaint |/ Responseo
sections.

Make a copy of the District Complaint For(or formal complaint letter in writing)
and leave the original with tH&istrict Clerk, 78 Thornton Avenue, Auburn, NY
13021.(See the second paragraph on the first page).

Expect a response of recefpam the District Clerkwithin five (5) school dag, and a

ositive

ich demonstrates respectfulness and ensures safety for all of its
Individuals who feel thaticumstance exists which detracts from the

S h ot

f or

response from the Superintendent outlining steps which will be taken regarding the

particulars o the complaint within ten (10) school days.

For convenient reference the building administrators are:

Casey Park Elem. School Genesee Eleméary School Herman Ave. Elem. School

Kelly Garback Amanda Simmons Cynthia Lattimore
2558764 2558644 2558684
Owasco Elementary School Seward Elementary School
Abigail AdamsSnell Amy Mahunik
2558724 2558604
Auburn High School Auburn Junior High School Superintendent of Schools
Brian Morgan David Oliver Jeffrey Pirozzolo
2558305 2558484 28835

Revised/13/2018
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Auburn Enlaged City School District
COMPLAINT / RESPONSE PROCEDURE

Students, Parents, or Community members shall have the opportunity to present their concerns free
from interference, coercion, restraint, di scr
Proedureo exists for the purpose of bringing fo
for some reason.

Complaints by citizens regarding any facet of the school operation often can be handled more
satisfactorily by the administrator in chargetioé building and closest to the source of the complaint.

If the complaint and related concerns are not resolved at this level to the satisfaction of the
complainant, the complaint may then be carried to the District Clerk who will forward it to the
Supeintendent and/or one of his/her assistants. If the complaint and related concerns are not resolved
at the Superintendent level to the satisfaction of the complainant, the complaint may be then carried to
the Board of Education.

For a matter to beonsidered, all aspects of this report should be completed. The sender can expect
acknowledgment of the issue within five (5) school days and a decision within ten (10) school days. If
more time is needed, the school will provide a specific date totheebncern.

Date of Request: Name:

Request Given To: Phone#:
District Clerk

Description of the circumstance, problem, or complaint:

Signature

Resoution of the Complaint and whether the complaint was resolved at the school, district, State
(SED), or Federal U.S. Department of Education (USDE) level.

Signature

Date of Response: Matter Resolved: Yes

Copy to Supervisor: No

Copy to: Parent / Student / Community Member
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Community Relations

SUBJECT: TITLEI COMPLAINTS/APPEALS

Written complaints and appeal procedures for Title I, Parts A, C, and D or section 100.2(ee) of
Commi ssioner 6s Regul ations regarding academic

1 All complaints must be written; signed by the person or agency representétigetliie
complaint; specify the requirement of law or regulation being violated and the related issue,
problem, and/or concern; contain information/evidence supporting the complaint; and state the
nature of the correction action desired.

1 Complaints wil Dl | ow the districtos for mal cCo
complaints for tracking purposes; the D

review of complaints or appeals.

mp | a
i str

1 In addition to filing the complaint with the District,capy of the complaint/appeals regarding
Title 1 should be sent to:

New York State Education Department
Title 1 School & Community Services Office
Room 364 EBA

89 Washington Avenue

Albany, NY 12234

In cases where the complaint is not satisfactordgolved with the New York State
Education Department, complaints may be filed with the:

United States Department of Education
Compensatory Education Programs
400 Maryland Avenue, S.W.

Room 3W230, FOB#6

Washington, D.C. 20208132

1 An appeal must beequested and postmarked within 20 business days of receipt of the
Districtds response to the original compl ai

34 CFR Sections 299.4299.12
USC 1221e3(a)(1), 8895
Academic Intervention Services of the Regulations of the Commissioner Section 100.2

Adopted:  4/22/2009
Amended: 5/13/2014
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Community Relations

SUBJECT: STUDENT PARTICIPATION

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

Adopted: 11/26/02
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Community Relations

SUBJECT: PARENT-TEACHER ASSOCIATION ; ORGANIZATION; PARTNERSHIP

There are various Parefieacher membership group names, the most widely known are-Parent
Teacher Associations (PTA); Pardregacher Organizations (PV); and ParerTeacher Partnerships
(PTP). All agree on the common interest to develop a united effort between educators and the general
public to secure for every child the highest achievement in physical, academic and social education.

The Board of Hucation recognizes the goal of such membership groups and therefore
encourages staff members and parents to join and participate actively in its programs.

The following guidelines have been developed for such membership groups
1. Operate as a seffovening body

2. Plan programs and activities to meet child and community needs

3. Work at school site, at home, and in the community for all children
4

. Ensure confidentiality at all times regarding student information and comply with the Family
Educational Rightand Privacy Act (FERPA)

5. Comply with Internal Revenue Service regulations and be identified by a unique taxpayer
identification number.

6. Be aware of all Board policies or administrative regulations and operate within those policies
and regulations.

7. Maintain financial records and make available, upon request, for Board and/or public
inspection;

8. Obtain approval for fund raising activities in advance by the Superintendent or designee; and

9. Accept contributions according to the District's policy and reguiatiregarding the
acceptance of gifts.

The Board of Education does not assume any financial responsibility for a-Peasher
membership group and excludes itself from any liability the group may incur.

Adopted:  11/26/2002
Amended: 02/27/2007
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Community Relations

SUBJECT: SOLICITATION OF CHARITABLE DONATIONS FROM SCHOOL

CHILDREN

Direct solicitation of charitable donations from children in the District schools on school
property during regular school hours shait be permitted. It will be a violation of District policy to
ask District school children directly to contribute money or goods for the benefit of a charity during
the hours in which District students are compelled to be on school premises.

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

a)

b)

Fund raising activities which take place off school premises, or outside of regular school
hours during beforschool or aftesschool extracurricular periods;

Arms-length transaabins, where the purchaser receives a consideration for his/her
donation. For example, the sale of goods or tickets for concerts or social events, where the
proceeds go to charity, shall not be prohibited as the purchaser will receive consideration
the corert or social eventfor the funds expended,;

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

Regulations shall be developed by the administration to implement this policy.

NOTE:

8 New York de of Rules and Regulations
(NYCRR) Section 19.6

New York State Constitution Article VIII, Section 1
Education Law Section 414

Refer also to Policy #7450 Fund Raising by Students

Adopted: 11/26/2002
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Community Relations

SUBJECT: ADVERTISING IN THE SCHOOLS

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

a) Schools may cooperate in furthering the work of any-piarfit, communitywide, social
service agency, provided that such cooperation does not restrict or impair the educational
program of the schools ormftict with Section 19.6 of the Rules of the Board of Regents;

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

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

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

No materials of a commercial nature shall be distributed through the children in attendance in the
Auburn Enlarged City Schools except as authorized byolative Commissioner's Regulations.

New York State Constitution

Article 8, Section 1

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

Adopted: 11/26/2002
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SUBJECT: ADVERTISING IN THE SCHOOLS

Neither the facilities, the staff, nor the students of the School District shall be employed in any
manner for advertising or otherwise promoting the interests of any commercial, political, or other non
schoolagency, individual or organization. The Guiding Principals below will be utilized to determine
various levels of approval. The Superintendent of Schools will make final determination regarding
Advertising in Schools.

e) Deniali requests from an interestpdrty that is not in partnership with the district, and/or
has a cost for the students to participate and/ or t he request do e
educational program, whereby it is seéfirving to the interested party only (e.g. Come join
Burn City Crosfit for Kids from a local gym, Eye Vision Coverage at a local optical
business, Kidding Around Yoga with Megan)

f)  Posted on News for Employeesr equests that fall/l under A
(e.g. Liberty Mutual, Empower Federal Credit Union, CostcB J 6 s )

g) Community Resource Section on Websitd (e.g. CCC Summer Classes for Youth,
Lacrosse Fundraiser, applications for Girl Scouts or Boy Scouts)

h)  Countertop at School/Posting and/or Manned Table Once a Year at Open House
requests from an interestg@arty that isnot in partnership with the school district that
benefit our students and/or feeder progr a
be a designated location (e.g. library, cafeteria, etc.) for agencies to share information
and/or hae families sigrup/register for outside programs(e.g. Cub/Boy Scouts, Girl
Scouts, Rainbow for Girls, Summer Activities at Champions for Life and Everest Park
including Boybés Soccer and Girl déds Lacross
Halloween Costume sale, Fright Night Mansion at the Owasco Firehouse Pavilion,
Skaneateles Figure Skating Club, Trunk or Treat with Auburn Alliance Church,
Fundraising event for a student/staff in the District, Auburn Arsenal Girls Soccer
Club/Summer Camp)

1)  Countertop at School and/or Manned Table at Event at School (e.g. Parent/Teacher
Conferences, Kindergarten Registration)- requests from an interested party ti&ain
partnership (londgerm partnership, not a few events) with the district (e.g. YMCA, BTW,
EastHill Medical for Mobile Dental Clinics, Banks to promote student banking)

j))  Manned Table During the School Dayi vendors that currently have a relationship with
the District through payroll deduction (e.g. AFLAC, 403b providers, Credit Union/Banks)

k)  Distribution Through PE Teachersi It should be noted that students are offered to take
materials, but not required. The programs advertised must have a direct connection to
school programs and authorized by the Athletic Director (e.g. Auburn Softball Camp)

)  Backpacked Home with Students- activities associated with the Cayuga County Health

Department (e.g. Walk to School Day, established Club that the BOE has approved such as
Orchestra Boosters)

Amended November 2015
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Community Relations

SUBJECT: SOLICITING FUNDS FROM SCHOOL PERSONNEL

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

Distribution of information about worthwhile area charities may be made through the Office of
the Superintendent of Schools as a service to SchooidDs¢rsonnel.

Adopted: 11/26/2002
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Community Relations

SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT
School Facilities

It shall be the policy of the Board to encourage the gstgtossible use of school facilities for
communitywide activities. This is meant to include use by recognized civic, social and fraternal and
religious organizations in accordance with law. Groups wishing to use the school facilities must secure
written permission from the Superintendent and abide by the rules and regulations established for such
use including restrictions on alcohol, tobacco and drug use. The Superintendent, at his/her discretion,
may consult with the Board of Education. Monthly reportay be made to the Board regarding
community use of the school facilities.

Materials and Equipment

Except when used in connection with or when rented under provisions of Education Law Section
414, schoebwned materials or equipment may be used by mesnifethe community or by District
employees and/or students for school related purposes only. Private and/or personal use-of school
owned materials and equipment is strigitphibited. The loan of equipment and materials for public
purposes that serveehvelfare 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 torstafbers when such
use is directly or peripherally related to their employment and loaned 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 sah@wned 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 Boardisiguyobr
inte-municipal cooperation as it saves taxpayer monies and is a more efficient use of scarce or costly
equipment and resources.

Administrative forms wil/ be used to request
responsibility fo, and return of, all such materials and equipment.

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

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

This statute provides for the following:

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

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

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

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

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

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

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

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

20 United States Code (USC) Section 7905

36 United States Code (USC) Subtitle I

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

NY Constitution Article8

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

Refer to: Form 3280 1F Building Use
Form 3280 2Fi School Owned Materials & Equipment

Adopted: 11/26/2002
Amended: 5/08/2012



Building Usei Type of Event: (please circle)

3280 1F

Athletics

Community Use

Fine Arts

School Activity / Meeting

An Agreenent Between

Name of Organization

and the Auburn Enlarged City School District

Date Submitted

Contact Person

Daytime Phone Number,

Address

Purpose

E-mail Address

School Building(s)(please circle)

Harriet
Herman Auburn Auburn
Casey Parkl Genesee Owasco Seward . . . Tubman
Avenue Junior High High Admin Bldg.
Day(s) of The Weel(please circle)
Sunday Monday Tuesday Wednesday | Thursday Friday Saturday

Date & Time Requeste@utside organizations that have been approved to use ddagdities, arerequired to

be out of the building by 11:00 p.m.
From: / / To /

Requested Sdilp Time: Start

End

Actual Time of Event  Start

End

Please Identify Building Areasadded

(Circle)
SPECIFY WHICH PLAYING FIELD(S):
Setup instructions;

. - o L St Audio or vid G # Speci
Field Lining - By School District or Requestor Auditorium ngh?iiz ”n'j;;’;j; * ymft)AHSpeC'fy
SPECIFY SPECIAL Dressing Sound Speake Full or # - 2-3
NEED(S): Rooms system podium

Projection Libra
Please note: If thelighting and sound equipment is equip. Y
needed, the organization using the building must hire an c . . .
. . . afeteria Music stands Kitchen
experienced person to run it at its expense.

Breakdown Instructions

Total number of Auburn students participating

Total number of spectators

Is admission to be charged?

Total number of participants

Price per ticket




If a profit organization, name of norprofit organization to receive proceeds from admission fees

(documentation must be attached to #ffect):

Supervision required at expense of Requestor: Yes No

If yes, please describe:

Senior Custodial Offices

Please contact the senior custodian of requested building two (2) weeks prior to the event:

Auburn High Auburn Junior High Casey Park Elementary] Genesee Elementary
2558334 2558492 2558763 2558643
Herman Ave. Owasco Elementary Seward Elementary
Elementary 2558723 8608
2558688

We, the undersigned, agree to the following terms and conditions indacwer with the use of buildings and
grounds in the Auburn Enlarged City School District, as per this agreement. We also attest that we have read

and shall abide by the attached policy stipulations:

1. No association or organization is entitled, as a mattérright, to use school facilities, but must apply
in writing and in advance to the discretion of the Board of Education. The Superintendent of
Schools or his designee may grant provisional permission for use of school facilities, pending action
by the Bard of Education at its next regular meeting.

2. Organizations must provide an adult, 21 years of age or older, to preserve order, supervise their
functions and also agree to be liable for all costs for injury or damages to persons or property due to
lack of proper and adequate supervision. To this end, the organization will provi€kedificate of
Liability for a minimum amount 0$100,000 for nophysical activities and $1,000,000 for physical

activities with the Auburn Enlarged City School District nameds an additional insured.
Supervision may incorporate policemen and firemen on location, if necess@ihe Superintendent of
Schools, or his designee, shall determine the number of personnel such as firemen, policemen,
custodians, cafeteria workers, .ei@hich may be required for a particular function or functions.

3. Organization hereby agrees to hold District harmless from all claims and actions for personal injury
or property damage which may arise by reason of organizations use of said premises dhisng
period and organization further agrees to pay for all costs reasonably incurred in the repair of any
damage to the premises or in the defense of any actions or the settlement of any claims arising

a n duseaof therpiernises. abl e t o organi za

during this period

4. In cases of scheduling conflicts, Auburn Enlarged City School District Events take precedence over a
community rental. Priority for the use of facilities will be as follows:

a. School District Sponsored Activities
b. Local Community Spornared Groups

c. Other Civic Groups

5. All buildings and grounds, unless otherwise specified shall be left in the same condition in which

they were found.

6. The right to revoke an agreement at any time is reserved by the Board of Education. The
Superintendent ray suspend the agreement pending action by the Board of Education at its
subsequent meeting.



7. The rental fees shall be in accordance with the rates established by the Auburn Enlarged City School
District. During after school hours, or when custodians ar@mally not in the building, or when
the Superintendent or his designee determines additional custodiaesessary, the organization
hereby agrees to pay for the use of school custodians (and any other district employees) at the rates
established by the yburn Enlarged City School District.

8. The rates are as appears on the attaclied scheduleFees for required outside personnel, such as
policemen or firemen, shall be borne by the organization using the school facility.

9. The undersigned have read ttatached fee schedule and we agree to abide with such, as well as
with the conditions specified in the fee schedule.

Upon preliminary approval of the use of the building facilities, a security deposit in the amount of
$100.00 made payable to the AuburnigEged City School District, a copy of your Certificate of
Insurance, indicating the Auburn Enlarged City School district as an additional insured for a
minimum of $100,000 liability, and a letter documenting all proceeds being forwarded tepaaiin
organization (if appcable) must be forwarded to tli@strict Business Office.

**The organization agrees that payments shall be made within 60 days of the day of billing**

Signature and Title of Representative

Certification of Signature by Another Officer

AUBURN ENLARGED CITY SCHOOL DISTRICFEE SCHEDULE

School Auditorium Auditorium Gym Gym Fee| Cafeteria| Cafeteria
Capacity Fee Capacity Capacity Fee
Auburn High 935& 11 wheelchair Spaces $250 1140 $200 485 $50
Auburn Jr. High | 1153& 20 wheelchairSpaces 200 326 $100 208 $40
Casey Park 275& 5 wheelchair Spaces 50 268 $40 112 $30
Genesee 255 50 136 $40 95 $30
Herman 249 50 245 $40 145 $30
Owasco 166 & 7 Wheelchair Spaces 50 500 $40 246 $30
Seward N/A N/A 720 $50/use 146 $30
Intheinstanceofa gy m and cafeteria combination, the word Acom
not be charged in Acombod categories.

REHEARSALSi AUDITORIUMS

Auburn High School $40/houri maximum charge of $120 per use

Auburn Junior High School $40/houri maximum charge of $120 per use

Elementary School $30/use

PRACTICE SESSION$S GYM

High School $40/houri maximum of $120/use

Junior High and Elementary w/shower facilities $30/use

Elementary w/o shower facilities $25/use

HOLLAND STADIUM i CAPACITY 5200 Night Day
School Groups $300 $125
Others $600 $200
Practicei stadium $ 40/hour $ 30




OTHER INDOOR FACILITIES Night

Classroom $20/hour
Media Center $35/hour
Locker Room $125/use

CUSTODIAL FEE - $43/hour

ATHLETIC FIELDS _(per contest prep charge)

First Time Marking:

Based on current CSEA contract for custodian on step 2 of
the salary schedule. Overtime will be charged where applicable.

Cross Field
Country Football Lax Boys Lax Girls Basebdl Soccer Softball Hockey
$425 $175 $85 $125 $90 $130 $60 $125
Re-Markings:
Cross Field
Country Football Lax Boys Lax Girls Baseball Soccer Softball Hockey
$410 $65 $30 $50 $90 $55 $60 $50

Updated:7/5/2012
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AUBURN ENLARGED CITY SCHOOL DISTRICT
PERMISSION FORM FOR AUTHORIZED USE OF
SCHOOL-OWNED MATERIALS AND EQUIPMENT
(i.e., MUSICAL INSTRUMENTYS)

Date:

TO:

(Building Principal Administrato)

Name: Telephone #:

Address:

Agency/Organization;

| request permission to use the following piece(s) of sebamled materials and/or equipméng.,
musical instruments).

Material/Equipment School Model # Serial #

| shall require use of this material ariebr equipment fronfdate)
to (date) .

| understand that | assume the responsibility for returning the materials and/or equipment in the same

condition it was borrowed. The community member, employee or studens/{@rparent/guardian)

may be held responsible for the cost of repair or replacement, with the exception of normal wear and

tear, in accordance with applicable law.

(Signatureof Requestor

*If the request is beinghade by a student under eighteen (18) years of age, the form is to be signed by

a parent/guardian

Condition of Material(s)/Equipment at time of Loan:

Approved by: Date:
Principal / Administrator

Condition of Material(s)/Egipment at time of Return:

Approved by: Date:
Principal / Administrator
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Community Relations

SUBJECT: OPERATION OF MOTOR -DRIVEN VEHICLES ON DISTRICT PROPERTY

The use of motedriven vehicles, includig cars, snowmobiles, muhikes, motorcycles, all
terrain vehicles (ATV's) and other such vehicles is prohibited on any school grounds or areas except
for authorized school functions or purposes.

Student Vehicles on School Property

All student vehiclesre to be registered with the high school principal and parked in authorized
areas only.

Students who drive motor vehicles or bicycles onto school property must understand:

a)

b)

c)

d)

The school is not responsible for the vehicle or its contents. Vehiclesdparldriven on
school property are done so at the driver's own risk.

Vehicles may be subject to search if there exists reasonable grounds to suspect that drugs,
alcohol, stolen property, or other contraband might be present in the vehicle.

The diver of a vehicle is responsible for the behavior and conduct of all passengers in the
vehicle as well as the vehicle's contents. If a passenger in the vehicle is found to be in
violation of the school's student vehicle policy, the matter will be recardéte driver's

record and dealt with according to the guidelines developed by the administration.

Removal of Vehicles from District Property:

Any vehicle parked outside of an authorized area, or any vehicle found parked in a parking
field or driveway of the District during a snowstorm, flood, fire or other public emergency,
or any vehicle found unattended in a parking field or driveway of the District where it
constitutes an obstruction to traffic, or any vehicle found abandoned in a parkingrfield
driveway of the District, or any unauthorized vehicle found parked in a parking field or
driveway of the District during school or business hours shall be removed and stored at the
expense of the owner or operator.

Vehicle and Traffic Law Section ¥6

Adopted: 11/26/2002
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*Required Policy

SUBJECT: PUBLIC ACCESS TO RECORDS

Access to records of the District shall be consistent with the rules and regulations established by
the State Committee on Op&vovernment and shall comply with all the requirements of the New
York State Public Officers Law Section 8480 et seq.

Regulations and procedures pertaining to accessing District records shall be as indicated in the
School District Administrative Maral.

Education Law Section 2116
Public Officers Law Section 8490 et seq.

Adopted: 11/26/2002
Amended: 2/27/2007
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SUBJECT: PUBLIC ACCESS TO RECORDS

Purpose and Scope

1)

2)

3)

4)

5)

The peoplés right to know the process of government decisiaking and the documents and
statistics leading to determinations is basic to our society. Access to such information should not
be thwarted by shrouding it with the cloak of secrecy or confidétial

These regulations provide information concerning the procedures by which records may be
obtained from an agency as defined by Public Officers Law Section 86(3). No District
regulations shall be more restrictive than Public Officers Law Article 6.

The District Records Access Officer shall furnish to the public the information and records
required by the Freedom of Information Law, as well as records otherwise available by other
applicable law.

Any conflicts among laws governing public aceés records shall be construed in favor of the
widest possible availability of public records.

The District shall amend existing regulations or adopt new regulations to implement the Freedom
of Information Law in conformity with any amendments to this.

Designation of Records Access Officer

1)

2)

The Board of Education shall be responsible for insuring compliance with the regulations herein,
and shall designate one person as Records Access Officer by name or by specific job title and
business addreswho shall have the duty of District response to public requests for access to
records.

The Records Access Officer is responsible to:

a.  Assist the requester in identifying requested records, if necessary;

Upon locating the records, take onelo# following actions:

(1) Make records available for inspection; or

(2) Deny access to the records in whole or in part and explain in writing the reasons
therefore;

(Continued)
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SUBJECT: PUBLIC ACCESS TO RECORDS (Contd.)
c. Upon payment of, or offer to pay, the established fee (if applicqiote)ide copies of
records;
d. Upon request, certify that a record is a true copy;
e.  Upon failure to locate records, certify that:
(1) The District is not theuwstodian for such records, or
(2) The records cannot be found after diligent search.
Requests for Public Access to Records

The Board of Education designates the Central Office as the location where records shall be
available for public inspection andmpong.

The District shall accept requests for public access to records and produce records during all
hours it is regularly open for business.

1) The District requires that a request be made in writing.
2) A request shall reasonably describe the recsrdecords sought. Whenever possible a person

requesting records should supply information regarding dates, file designations or other
information that may help to describe the records sought.

(Continued)
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SUBJECT: PUBLIC ACCESS TO RECORDS (Contd.)

Requests for Public Access to Records via-Ball

If the District has the capability to retrieve electronic recordgaust provide such records
electronically upon request.

The District shall ecept requests for records submitted in the form of electronic mail and
respond to such requests by electronic mail using the forms supplied by the District. This information
shall be posted on the District &4 site, clearly designating thenwil addressfor purposes of
receiving requests for records via this format.

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

(Note: For sample-mail request and response forms, sesb\dites:
http://www.dos.state.ny.us/coog/emailrequestlidm
http://www.dos.state.ny.us/coog/emailresponsdhtm

Response to Requests for Access to Redsr

1) The District will, in accordance with its published rules, make available for public inspection and
copying all records, except that such agency may deny access to records or portions thereof that:

a. Are specifically exempted from disclosure bgtstor federal statute;

b. If disclosed would constitute an unwarranted invasion of personal privacy under the
provisions of Public Officers Law Section 89(2);

An unwarranted invasion of personal privacy includes, but shall not be limited to:

(1) Disclosure of employment, medical or credit histories or personal references of
applicants for employment;

(2) Disclosure of items involving the medical or personal records of a client or patient in
a medical facility;

(3) Sale or release of lists of names addresses if such lists would be used for
solicitation or fund raising purposes;

(Continued)
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PUBLIC ACCESS TO RECORDS (Contd.)

Disclosure of information of a personal nature when disclosweld result in
economic or personal hardship to the subject party, and such information is not
relevant to the work of the agency requesting or maintaining it; or

Disclosure of information of a personal nature reported in confidence to the District
and not relevant to the ordinary work of the District;

Unless otherwise provided by the Freedom of Information Law, disclosure shall not be

construed to constitute an unwarranted invasion of personal privacy:

(1)
(2)
3)

When identifying details are deleted;
When the person to whom a record pertains consents in writing to disclosure;

When upon presenting reasonable proof of identity, a person seeks access to records
pertaining to himself/herself;

c. If disclosed would impair present or imminent contraatards or collective bargaining
negotiations;

d. Are compiled for law enforcement purposes and which, if disclosed would:

(1)
(2)
3)

(4)

Interfere with law enforcement investigation or judicial proceedings;
Deprive a person of a right to a fair trial or imjg@radjudication;

Identify a confidential source or disclose confidential information relating to a
criminal investigation; or

Reveal criminal investigative techniques or procedures, except routine techniques and
procedures;

e. If disclosed wold endanger the life or safety of any person;

f.  Are interagency or intraagency materials which are not:

(1)
(2)
3)

Statistical or factual tabulations or data;
Instructions to staff that affect the public;
Final agency policy or determinations; or

(Continued)
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(4) External audits, including but not limited to audits performed by the comptroller and
the federal government;

g. Are examination questions or answeisich are requested prior to the final administration
of such questions

h.  Are computer access codes.

2) The District shall, within five (5) business days of receipt of a written request for records(s)
reasonably described, make the record(s) availablthe person requesting them, deny the
request in writing or furnish a written acknowledgment of receipt of the request and a statement
of the approximate date when such request will be granted or denied.

3) The District will provide to the person rectimg the record(s) a written statement indicating: (1)
the reason for the District's inability to grant the request within twenty (20) days; and (2) a date
certain within a reasonable period, depending upon the circumstances, when the request will be
grarted in whole or in part.

4) Denial of access shall state the reason for the denial and advise the person denied access o
his/her right to appeal to the person or body established to hear appeals. That person or body
shall be identified by name, title, fimess address and business telephone number. The Records
Access Officer shall not be the appeals officer.

Fulfilling FOIL (Freedom of Information Law) Reguests

The District shall provide copies of records in the format and on the medium requested by th
person filing the FOIL request if the District can reasonably do so. The District may not enter into a
contract for the creation or maintenance of records if such a contract impairs the right of the public to
inspect or copy the Distristrecords.

The District cannot use the excuse that the FOIL request is voluminous, burdensome or it lacks
the staff to copy the documents as it may recover any costs in complying with the request including
having an outside entity provide copying, programming or c@eisices needed.

Should the District have the ability to do so with reasonable effort, it must retrieve or extract
requested records or data maintained in its computer storage system. Moreover, the District must
retrieve or extract records or data elentcally when doing so would take less employee time than
manual retrieval or redaction of nahectronic records. Programming necessary to retrieve computer
records and teither transfer them into theedium requested or to allow them to be read otgxtirs

(Continued)
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SUBJECT: PUBLIC ACCESS TO RECORDS (Contd.)

not deemed to constitute preparation or creation of a new record. Records provided in computer format
may not be encrypted.

The public mayand can only be charged an amount equal to the hourly salary attributed to the
employee or employees required to produce a copy of the record, the actual cost of the storage device
or media provided in complying with the FOIL request, and the actuala@tst District of engaging
an outside professional service to produce a copy of the record or records should the District need to
engage an outside entity in order to comply with the FOIL request. The District may not enter into or
renew contracts with ositde entities for the creation or maintenance of records that impair the'public
right to inspect or copy District records.

Situations Constituting Denial

A failure to comply with the time limitations described herein shall constitute a denial of a
request that may be appealed. Such failure shall include situations in which the District:

1) Fails to grant access to the records sought, deny access in writing or acknowledge the
receipt of a request within five (5) business days of the receipt of astequ

2) Acknowledges the receipt of a request within five (5) business days but fails to furnish an
approximate date when it will grant or deny a request in whole or in part;

3) Furnishes an acknowledgment of the receipt of a request within five (S)ebasiays with
an approximate date for granting or denying access in whole or in part that is unreasonable
under the circumstances of the request;

4) Fails to respond to a request within a reasonable time after the approximate date given or
within twenty(20) days after the date of its acknowledgment of the receipt of a request;

5) Determines to grant a request in whole or in part within twenty (20) business days of its
acknowledgment of the receipt of a request, but fails to do so, unless the Distridepr
the reason for its inability to do so in writing and a date certain within which the request
will be granted in whole or in part;

6) Does not grant a request in whole or in part within twenty (20) business days of its
acknowledgment of the receipf a request and fails to provide the reason in writing
explaining its inability to do so and a date certain by which the request will be granted in
whole or in part; or

(Continued)
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SUBJECT: PUBLIC ACCESS TO RECORDS (Contd.)

7) Responds to a request, stating that more than twenty (20) business days is needed to grant
or deny the request in whole or in part and provides a date certain within which it will do
so, but such date is unreasonable under thensgtances of the request.

Appeals

1) Any person denied access to records may appeal within thirty (30) days of a denial.

2) Denial of access shall be in writing stating the reason for denial and advising the person denied
access of his/her right to appea the person or body designated to determine appeals. Such
person or body shall be identified by name, title, business address and business phone number.
The District Records Access Officer shall not be the appeals officer.

3) The Superintendent shdaflear appeals or shall designate a person or body to hear appeals
regarding denial of access to records under the Freedom of Information Law.

4) The time for deciding an appeal by the individual or body designated to hear appeals shall
commence upon regeiof written appeal identifying:

a. The date and location of the request for records;
b. The records that were denied; and
c. The name and return address of the appellant.

5) A failure to determine an appeal within ten (10) business days of its rbgagpanting access to
the records sought or fully explaining the reasons for further denial in writing shall constitute
denial of the appeal.

6) The District shall transmit to the Committee on Open Government copies of all appeals upon
receipt. Such cops shall be addressed to:

Committee on Open Government
Department of State
162 Washington Avenue
Albany, New York 12231
7) The person or body designated to hear appeals shall inform the appellant and the Committee on

Open Government of its determinationwriting within ten (10) business days of receipt of an
appeal.

(Continued)
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8)

Fees

1)

2)

3)

Further denial of access by the Superintendent/Appeals Officer to a requestedstedbbe
subject to court review in accordance with Civil Practice Law and Rules Article 78.

There shall be no fee charged for the following:

a. Inspection of records;

b.  Search for records;

c. Certification of documents;

d. Copies of docments which have been printed or reproduced for distribution to the public.

The District may charge a fee for copies of records provided that the fee for copies of records
shall not exceed twerdijve cents (25¢) per photocopy not exceeding 9 by lhesaxcept

when a different fee is otherwise prescribed by statute.

The fee for copies of records not covered by subparagraph 2) of this section shall not exceed the
actual reproduction cost. When determining the actual reproduction cost the Diafrictalude
only the following factors:

a. An amount equal to the hourly salary of the lowest paid employee with the skills necessary
to prepare a copy of the requested reaondtiplied by the number of employee hours
required for the preparation of sucbpy;

b. The actual cost of the storage device or media provided to the person making the FOIL
request in complying with such request; and

c. The actual cost to the District of hiring an outside professional service to prepare a copy of
a record, bubnly when the Distri¢s technology equipment is inadequate to prepare the
copy if such service is used to prepare the copy.

Excluded from determining the actual reproduction cost is search time or administrative costs
and no fee shall be charged unlas$east two (2) hours of District employee time is needed to
prepare a copy of the requested record. A person requesting a record shall be informed of the
estimated cost of preparing a copy of the record if nbes two (2) hours of a District
employeéstime is needed, or if an outside professional service will be retained to prepare a copy
of the record.

(Continued)
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APPLICATION FOR PUBLIC ACCESS TO RECORDS

TO: Records Access Officer
Auburn Enlarged City School Disttic
78 Thornton Avenue
Auburn, NY 13021
(315) 2558850

In accordance with Chapters 578, 579 and 58 of the Laws of 1974, and the policy of the Auburn Enlarged City
School District, | would like to inspect and/or copy the following records. | unddrtanthis inspection will

be in the presence of the Records Access Officer of the Auburn Enlarged City School District or his/her
designee. | understand that any copies of records made for me by the Auburn Enlarged City School District
will be at the cet of twentyfive cents ($.25) per copy.

Recordgesired

Date of Inspection Time of Inspection
Name

Address

Teleghone number Signature

FOR DISTRICT USE ONLY

kkkkkkkkkkkkkkkkkkkhkkkkkkkkkhkhkkkkkkkhkhkkhkkkkhkkkkkkkkkhkkhkkkkkkkkhkkkkkkkkkhkkkkkkkkkkkx *kkkkkk

[ ] Approved Inspection
[ ] Denied (for thereason(s) checked below

[ ] Confidential Disclosure

[ ] Part of Investigatory Files

[ ] Unwarranted Invasion of Personal Privacy

[ 1 Record of which this agency is legal custodian cannot be found
[ ] Record is not maintained by this aggn

[ ] Exempted by statute other than the Freedom of Information Act
[ ] Other (Specify)

Received by Signature, Records Access Officer Date

NOTICE:  You have a right to appeal a denial of this application to the Superintendent of Schools, who shall
fully explain reasons for such denial in writing withien (10) business days of receipt of an
appeal.

JeffreyEvener Assistant Superintendent for Personnel
78 Thornton Ave., Auburn, NY 13021
I hereby appeal:

Signature Date
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION

The development of centralized computer banks of educational data gives rise to the question of
the maintenance of confidentiality of such data while stittforming to the New York State Freedom
of Information Law. The safeguarding of confidential data from inappropriate use is essential to the
success of the District's operation. Access to confidential computerized data shall be limited only to
authorizel personnel of the School District.

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

However, if the computerized information sought is available under the Freedom of Information

Law and can be retrieved by means of existing computer programs, the District is required to disclose
such information.

Pubic Officers Law Sections 8% 90 et seq.

Adopted: 11/26/2002
Amended:2/27/2007
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*Required Policy
SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY

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

For purposes of this policy, and the implemented Code of Conduct, school property means in or
within any building, structure, athletic playing field, playground, parkingtdand contained within
the real property boundary line of the District's elementary or secondary schools, or in or on a school
bus; and a school function shall mean a scspohsored extracurricular event or activity regardless
of where such event activity takes place, including those that take place in another state.

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

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

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

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

1. Has or would have the effect of unreasonably and substantially interfering with a
student's educational performance, opportunities or benefits, or mental, emotional
and/or physical welbeing; or

2. Reasonably causes or would reasonably be expected to causkert stufear for
his/her physical safety.

Such conduct shall include, but is not limited to, threats, intimidation, or abuse based on a
person's actual or perceived race, color, weight, national origin, ethnic group, religion,
religious practices, disaliiy, sexual orientation, gender as defined in Education Law

Section 11(6), or sex; provided that nothing in this subdivision shall be construed to
prohibit a denial of admission into, or exclusion from, a course of instruction based on a

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

9)

h)

j)

K)

person's gender that would be permissible under Education Law Sections 32201
2854(2) (a) and Title IX of the Education Amendments of 1972 (20 US@oB®81, et

seq.), or to prohibit, as discrimination based on disability, actions that would be permissible
under 504 of the Rehabilitation Act of 1973;

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

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

Provisions prescribing the period for which a disruptive student may be removed from the
classroom foreach incident, provided that no such student shall return to the classroom
until the Principal (or his/her designated School District administrator) makes a final
determination pursuant to Education Law Section 3283(® or the period of removal
expires whichever is less;

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

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

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

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

Provisions ensuring the Code of Conduct and its enforcement are in compliance with state
and federal laws relating to studentshndlisabilities;

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

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

)

m)

P)

Q)

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

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

Circumstances under and procedures by whidkrnad to appropriate human service
agencies shall be made;

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

A minimum suspension period for acts that would qualify the studebé tdefined as a
violent student pursuant to Education Law Section 324)(&). However, the suspending
authority may reduce the suspension period on alogsase basis consistent with any
other state and federal law;

A Bill of Rights and Responsiliies of Students which focuses upon positive student
behavior and a safe and supportive school climate, which shall be written iR plain
language, publicized and explained in an-agpropriate manner to all students on an
annual basis; and

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

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

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

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

The Board of Education shall ensure community awareness of its Code of Conduct by:

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

b) Providing copies of a summary of the Code of Conduct to all students in-ap@@ggpriate
version, written in plain language, at a school assembly to be held at the beginning of each
schoolyear;

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

d) Providing each existinggacher with a copy of the complete Code of Conduct and a copy of
any amendments to the Code as soon as practicable following initial adoption or
amendment of the Code. New teachers shall be provided a complete copy of the current
Code upon their employmerand

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

(Continued)



SUBJECT:

Privacy Rights

As part of any investigation, the District has the right to search all school property and
equipment including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided
by the District for the use of staff and students, but the users do not have exclusive use of these
locations or equipment and should not expect that materials stored therein will be private.

Education Law Sections 8&1, 2801 and 3214
Family Court Act Aticles 3 and 7

Vehicle and Traffic Law Section 142

8 NYCRR Section 100.2(1)(2)

2002

Community Relations

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

NOTE: Refer also tdistrict Code of Conduct on School Property
#7310 School Conduct and Discipline
#73801 Bullying: Peer Abuse in the Schools
Adopted: 11/26/2002
Amended: 1/26/2010
Amended: 6/12/2012
YEAR DATE Revisionrr Y/N
2010 1/26/10 Yes
2012 6/12/2012 Yes
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SUBJECT: PROHIBITION OF WEAPONS ON SCHOOL GROUNDS

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

Unlawful possessionf@ weapon upon school grounds may be a violation of the New York State
Penal Law, and is a violation of School District policy and the Student Discipline Code of Conduct.

Penal Law Sections 265.255.06, 265.20

NOTE: Refer also to Policies #381- Code of Conduct on School Property
#7313-- Suspension of Students
#7360-- Weapons in School and the GEree Schools Act

Adopted: 11/26/2002
Amended:5/13/2014
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SUBJECT: THREATS OF VIOLENCE | N SCHOOL

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

Any acts and/or threats of violence, including bomb threats, whether made orally, in writing, or
by email, shall be subject to appropriate discipline in accordance with applicable law, District policies
and regulations, as well as t@ede of Conduct for the Maintenance of Order on School Propedy
collective bargaining agreements, as may be sacgs

While acknowledging an individual's constitutional rights, including applicable due process
rights, the District refuses to condone acts and/or threats of violence which threaten the safety and well
being of staff, students and the school envirammeEmployees and students shall refrain from
engaging threats or physical actions which create a safety hazard for others.

All staff who are made aware of physical acts and/or threats of violence directed to students or
staff are to report such incidesrto the building principal/designee, who shall report such occurrences
to the Superintendent. Additionally, the building principal/designee will also report occurrences of
violence, whether involving an actual confrontation or threat of potential e®|eto the school
psychologist and/or Director of Special Education if applicable. Local law enforcement agencies may
be called as necessary upon the determination of the Superintendent/designee.

Students are to report all acts and/or threats of vieleimcluding threats of suicide, of which
they are aware by reporting such incidents to the school hotline, a faculty member, or the building
principal.

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

This policy will be enforced in accordance with applicable laws and regulations, as well as
collective bargaimg agreements and tti@de of Conducas may be necessary. Additionally, this
policy will be disseminated, as appropriate, to students, staff, and parents and will be available to the
general public upon request.

Regulations will be developed to addresafety concerns in the schools, and appropriate
sanctions for violations of this policy by students will be addressed @dde of Conduct

Adopted: 11/26/02
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*Required Policy

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

The Board of Education affirms its commitment to suhecrimination and recognizes its
responsibility to provide an environment that is free of harassment anddetion as required by
Federal and state law. Harassment is a violation of law and stands in direct opposition to District
policy. Therefore, the Board prohibits and condemns all forms of discrimination and harassment on
the basis of race, color, cree®)igion, national origin, political affiliation, sex, sexual orientation,
age, marital status, military status, veteran status, disahibty of a recognized guide dog, hearing
dog or service dog, or domestic violence victim stayemployees, schoeblunteers, students, and
non-employees such as contractors and vendors dsaweny third parties who are participating in,
observing, or otherwise engaging in activities subject to the supervision and control of the District.

Sexual orientation is efined as heterosexuality, homosexuality, bisexuality, or asexuality,
whether actual or perceived.

The Board also prohibits harassment based on an individual's opposition to discrimination or
participation in a related investigation or complaint proasgdinder the antliscrimination statutes.
This policy of nondiscrimination and astarassment will be enforced on School District premises and
in school buildings; and at all schespponsored events, programs and activities, including those that
take plae at locations off school premises and in another state.

It is intended that this policy apply to the dealings between or among employees with employees;
employees with students; students with students; employees/students with vendors/contractors and
others who do business with the School District, as well as school volunteers, visitors, guests and other
third parties. All of these persons are hereinafter referred to collectively as "the named group.”

For purposes of this policy, harassment shall neanmunication (verbal, written or graphic)
and/or physical conduct based on an individual's actual or perceived race, color, creed, religion,
national origin, political affiliation, sex, sexual orientation, age, marital status, military status, veteran
staus, disability use of a recognized guide dog, hearing dog or serviceodapmestic violence
victim status that:

a) Has the purpose or effect of substantially or unreasonably interfering with an individual's
work performance or is used as a basisdmployment decisions (including terms and
conditions of employment) affecting such individual; and/or creates an intimidating, hostile
or offensive work environment;

b) Has the purpose or effect of substantially or unreasonably interfering with a Sudent
academic performance or participation in an educational or extracurricular activity, or
creates an intimidating, hostile or offensive learning environment; and/or effectively bars
the student's access to an educational opportunity or benefit;

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

c) Otherwise adversely affects the employment and/or educational opportunitiesnafits be
provided by the District.

Complaints and Grievances by Employ@dsved from Policy #6122)

In accordance with the provisions of General Municipal Law and the collective bargaining
agreements, all District personnel shall have the opportunityesept their complaints or grievances
free from interference, coercion, restraint, discrimination or reprisal.

Complaints or grievances not covered under employee contracts shall be handled and resolved,
whenever possible, as close to their origin as iplessThe Superintendent is responsible for
implementing regulations for the redress of complaints or grievances through proper administrative
channels.

Complaints and Grievances by StudgMsved from Policy #7550)

While students have the responsikilib abide by the policies and regulations of the District,
they shall also be afforded opportunity to present complaints and grievances free from interference,
coercion, restraint, discrimination or reprisal.

Administration shall be responsible for d#tshing rules and regulations for the redress of
complaints or grievances through proper administration channels. In addition, the administration shall
be responsible for developing an appeals process, ensuring that students have full understanding anc
aacess to these regulations and procedure, and providing prompt, thorough and equitable consideration
and determination of student complaints and grievances.

Investigation of Complaints and Grievances

The School District will act to promptly investigatd eaomplaints, either verbal or written,
formal or informal, of allegations of harassment based on any of the characteristics described above;
and will promptly take appropriate action to protect individuals from further harassment. The District
will designate, at a minimum, two (2) Compliance Officers, one of each gender.

In order for the Board to enforce this policy, and to take corrective measures as may be
necessary, it is essential that any employee, student, or other member of the above nanveldogroup
believes he/she has been a victim of harassment in the school environment and/or at programs,
activities and events under the control and supervision of the District, as well as any individual who is
aware of and/or who has knowledge of, or witnesseg @ossible occurrence of harassment,
immediately report such alleged harassment; such report shall be directed to or forwarded to the
District's designated Compliance Officer(s) through informal and/or formal complaint procedures as

(Continued)



2002 3420
30of6

Community Relations

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

developed by the District. Such complaints are recommended to be in writing, although verbal
complaints of alleged harassment will also be promptly investigated in accordance with the terms of
this policy. In the event that the Compliance Officer is the alleged offender, the report will be directed
to the next level of supervisory authority.

Upon receipt of an informal/formal complaint (even an anonymous complaint), the District will
conduct a prompt, equitable and thorough investigation of the charges. However, even in the absence
of an informal/formal complaint, if the District has knowledgeanf/ occurrence of harassment, the
District will investigate such conduct promptly and thoroughly. To the extent possible, within legal
constraints, all complaints will be treated as confidentially and privately as possible. However,
disclosure may be nessary to complete a thorough investigation of the charges and/or to notify law
enforcement officials as warranted, and any disclosure will be provided on a "need to know" basis.
The Superintendent will inform the Board of Education of investigations imgplfindings of
discrimination or harassment.

Based upon the results of this investigation, if the District determines that an employee and/or
student has violated the terms of this policy and/or accompanying regulations, immediate corrective
action will be taken as warranted. Should the offending individual be a student, appropriate
disciplinary measures will be applied, up to and including suspension, in accordance with applicable
laws and/or regulations, District policy and regulation, and the Diglode of Conduct. Should the
offending individual be a school employee, appropriate disciplinary measures will be applied, up to
and including termination of the offender's employment, in accordance with legal guidelines, District
policy and regulation, ahthe applicable collective bargaining agreement(s). Third parties (such as
school volunteers, vendors, etc.) who are found to have violated this policy and/or accompanying
regulations and/or the Code of Conduct, will be subject to appropriate sanctiasrasted and in
compliance with law. The application of such disciplinary measures by the District does not preclude
the filing of civil and/or criminal charges as may be warranted.

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

The Board prohibits any retaliatory behavior directed against complainants, victims, witnesses
and/or any other individualesho participated in the investigation of a complaint of harassment.
Follow-up inquiries shall be made to ensure thatassment has not resumed and that all those
involved in the investigation of the harassment complaint have not suffered retaliation.

Finding That Harassment Did Not Occur

At any level/stage of investigation of alleged harassment, if a determinatiomade that
harassment did not occur, tB®mplianceOfficer will so notify the complainant, the alleged offender
and the Superintendent of this determination. Such a finding does not preclude the complainant from
filing an appeal pursuant to District lpry or regulation and/or pursuing other legal avenues of
recourse.

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

However, even if a determination is made that harassment did not occur, the
Superintendent/designee reserves the right to initiate staff awareness and training, as applicable, to
help ensure that the school community is not conducive to fostering harassmentonkisiace.

In all cases, the Superintendent will inform the Board of Education of the results of each
investigation involving a finding that harassment did not occur.

Knowingly Makes False Accusations

Employees and/or students wkimowinglymake fdse accusations against another individual as
to allegations of discrimination or harassment may also face appropriate disciplinary action.

Privacy Rights

As part of any investigation, the District has the right to search all school property and
equipnent including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided
by the District for the use of staff and students, but the users do not have exclusive use of these
locations or equipment and should not expect that matst@isd therein will be private.

Civil Rights Compliance Officer (Title IX/Section 504/ADA Compliance Officer)

The Civil Rights Compliance Officer is the Assistant Superintendent for PersdimeeCivil
Rights Compliance Officer shall be appointed bg Board and shall be responsible for providing
information, including complaint procedures, and for handling complaints relative to civil rights (e.qg.,
Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the
Americans with Disabilities Act of 1990) for any student, parent, employee or employment applicant.

Prior to the beginning of each school year, the District shall issue an appropriate public
announcement which advises students, parents/guardian, emplogeéseageneral public of the
District®s established grievance procedures for resolving complaints of discrimination based on sex or
disability. Included in such announcement will be the name, address and telephone number of the
Civil Rights Compliance Offier.

The Civil Rights Compliance Officer shall also be responsible for handling complaints and
grievances regarding discrimination based on race, color, creed, religion, national origin, political
affiliation, sexual orientation, age, military status, vatestatus, marital status, predisposing genetic
characteristics, use of a recognized guide dog, hearing dog or service dog, or domestic violence victim
status.

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

Development and Dissemination of Administrative Regulations

Regulations will be developed for reporting, investigating, and remedying allegations of
harassment basea the characteristics described above. An appeal procedure will also be provided to
address any unresolved complainasd/or unsatisfactory prior determinations by the applicable
Compliance Officer(s). Such regulations will be developed in accordancéedéhal and state law as
well as any applicable collective bargaining agreement(s).

The Superintendent/designee(s) will affirmatively discuss the topic of harassment with all
employees and students, express the District's condemnation of such conduetpiain the
sanctions for such harassment. Appropriate training and/or "awareness" programs will be established
for staff and students to help ensure knowledge of and familiarity with the issues pertaining to
harassment in the schools, and to dissemipigeentative measures to help reduce such incidents of
prohibited conduct. Furthermore, special training will be provided for designated supervisors and
managerial employees, as may be necessary, for the investigation of harassment complaints.

A copy ofthis policy and its accompanying regulations will be available upon request and may
be posted at various locations in each school building. The District's policy and regulations on anti
harassment will be published in appropriate school publicationsesutdacher/employee handbooks,
student handbooks, and/or school calendars.

This policy should not be read to abrogate other District policies and/or regulations or the
District Code of Conduct prohibiting other forms of unlawful discrimination, inap@t@pbehavior,
and/or hate crimes within this District. It is the intent of the District that all such policies and/or
regulations be read consistently to provide the highest level of protection from unlawful discrimination
in the provision of employmentecational services and opportunities. However, different treatment
of any member of the above named group which has a legitimate, legal and nondiscriminatory reason
shall not be considered a violation of District policy.

Age Discrimination in Employmermfct, 29 United States Code (USC) Section 621

Americans With Disabilities Act, 42 United States Code (USC) Section 12101 et seq.
Prohibits discrimination on the basis of disability.

Section 504 of the Rehabilitation Act of 1973, 29 United States Codg)(Bé&ction 794 et seq.
Prohibits discrimination on the basis of disability.

Title VI of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000d et seq.
Prohibits discrimination on the basis of race, color or national origin.

Title VIl of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000e et seq.
Prohibits discrimination on the basis of race, color, religion, sex or national origin.

Title IX of the Education Amendments of 1972, 20 United States Code (USC) Se@ibetifeq.
Prohibits discrimination on the basis of sex.

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

Civil Rights Law Sction 40c
Prohibits discrimination on the basis of race, creed, color, national origin, sex, sexual orientation, marital
status or disability.

Civil Service Law Section 78

Education Law Section 2801(1)

Executive Law Section 290 et seq.
Prohibitsdiscrimination on the basis of age, race, creed, color, national origin, sex, sexual orientation,
disability, military status, marital status, use of a recognized guide dog, hearing dog or service dog, or
domestic violence victim status.

Military Law Sections 242 and 243

NOTE: Refer also to Policies 230-- Public Complaints
#6121 -- Sexual Harassment of District Personnel
#7551 -- Sexual Harassment of Students

Adopted: 11/26/2002
Amended: 6/26/2012



2002 3420P
1of2

Community Relations

Auburn Enlarged City School District
COMPLAINT / RESPONSE PROCEDURE

Students, Parents, or Community members shall have the opportunity to present their concerns free
from intef er enc e, coercion, restraint, di scri minat
Procedureo exists for the purpose of bringing
for some reason.

Complaints by citizens regarding any facet of tleho®l operation often can be handled more
satisfactorily by the administrator in charge of the building and closest to the source of the complaint.
If the complaint and related concerns are not resolved at this level to the satisfaction of the
complainant the complaint may then be carried to the District Clerk who will forward it to the
Superintendent and/or one of his/her assistants. If the complaint and related concerns are not resolvec
at the Superintendent level to the satisfaction of the complai@ntomplaint may be then carried to

the Board of Education.

For a matter to be considered, all aspects of this report should be completed. The sender can expec
acknowledgment of the issue within five (5) school days and a decision withitOjeschool days. If
more time is needed, the school will provide a specific date to meet the concern.

Date of Request: Name:

Request Given To: Phone #:
District Clerk

Description of the circumstance, problem, or complaint:

Signature
Response to the circumstance, problem, or complaint:

Signature
Date of Response: Matter Resolved: Yes
Copy to Supervisor: No

Copy to: Parent/ Student/ Community Member
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¢
wuburn Enlarged City School District

comalaine [ 12sHunse Procaturs

The Complaint/Response Procedure is one attempt by the District to ensure a positive
school environment which demonstrates respectfulness and ensures safety for all of its
children and adults. Individumlho feel that a circumstance exists which detracts from the

Districtdos or the buildingbds integrity shot

1) Fill out the AComplaint / Responseo for
sections.

2) Make a copy of the Digtt Complaint Form (or formal complaint letter in writing)

and leave the original with tHa&istrict Clerk, 78 Thornton Avenue, Auburn, NY
13021.(See the second paragraph on the first page).

3) Expect a response of recefpam the District Clerkwithin five (5) school days
and a response from the Superintendent outlining steps which will be taken
regarding the particulars o the complaint within ten (10) school days.

For convenient reference the building administrators are:

Casey Park Em. School Genesee Elementary School Herman Ave. Elem. School

Ronald Gorney Stacey Cummings Cynthia Lattimore
2558764 2558644 2558684
Owasco Elementary School Seward Elementary School
Miguelina Cuevas$ost Robert Montgomery
2558724 2558604
Auburn High School Auburn Junior High School Superintendent of Schools
Brian Morgan David Oliver Constance D. Evelyn
2558305 2558484 28835

Revisedl2/12014
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SUBJECT: STATEWIDE UNIFORM VI OLENT INCIDENT REPORTING SYSTEM
(UVIRS)

In compliance with the Uniform Violent Incident Reporting System, the District will record
each violent or disruptive incident that occurs on school property or at a school function. On or before
September 30 ofaeh year (commencing 2002), the District will submit an annual report of violent or
disruptive incidents to the Commissioner in the manner prescribed.

The District will establish local procedures for the reporting of violent or disruptive incidents
by eah building and/or program under its jurisdiction. Copies of such incident reports will be
retained for the time prescribed by the Commissioner in the applicable records retention schedule.
These reports will be available for inspection by the StatedfduncDepartment upon request.

All personally identifiable information included in a violent or disruptive incident report will
be confidential and will not be disclosed to any person for any purpose other than that specified in
Section 2802 of the Eduitan Law, except as otherwise authorized by law.

Beginning with the 2002003 school year, the District will include a summary of the District's
annual violent or disruptive incident report in its School District Report Card in the format prescribed
by the Commissioner.

Education Law Section 2802
8 New York Code of Rules and Regulations
(NYCRR) Section 100.2(gg)

Adopted: 11/26/02
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SUBJECT: EMERGENCY CLOSINGS

In the event it is necessary ttoge school for the day due to inclement weather or other
emergency reasons, announcement thereof shall be made via local media designated by the Board o
Education.

When school is closed, all related activities, including athletic events and studatiescwill
ordinarily be suspended for that day and evening.

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

Adopted: 11/26/02
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Administration

SUBJECT: ADMINISTRATIVE PERSONNEL

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

These employees shall meet all certification and/or Civil Service requirements as outlined in
New York State Civil Service Law, and the Rules and Regulations promulgated by the Commissioner
of Education of New York State. The administrative and supervisory staff must be eligible to meet
these requirements at the time of employment.

8 New YorkCode of Rules and Regulations
(NYCRR) Subparts 8a, 802 and 863
Education Law Section 1709

Adopted: 1/7/03
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Administration

SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION

The basic principles of Adinistrative Organization and Operation are:

a)

9)

The working relationships shall involve two types of officers: line and staff. Line
organization involves a direct flow of authority upward and downward from chief school
officer to building principal. A lie officer has authority over subordinates.
The Board of Education shall formulate and legislate educational policy.

Administrative regulations shall be developed by the chief school officer in cooperation
with affected or interested staff members orgaysons.

The central office staff shall provide overall leadership and assistance in planning and
research.

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

Areas of respnsibility for each individual shall be clearly defined.

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

Adopted: 1/07/2003
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Administration

SUBJECT: LINE RESPONSIBILITY

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

The lines of responsibility/reporting shall be as depicted on the organizational chart.

Adopted: 1/7/03



2003

4212
Administration
SUBJECT: ORGANIZATIONAL CHART
Auburn Enlarged City School District
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Administration

SUBJECT: ABOLISHING AN ADMINIS TRATIVE POSITION

Existing administrative positions shall not be abolished by the Board of Education without previous
written notification of the impending abolition. Such written notification is to be served to the individual
currently holding that patson. In all cases the individual currently holding the position should receive as
much advance notice as possible.

Education Law Section 3012

Adopted: 1/7/03
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Administration

SUBJECT: ADMINIS TRATIVE AUTHORITY DURING ABSENCE OF THE
SUPERINTENDENT OF SCHOOLS

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

Adopted: 1/7/03
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Administration

SUBJECT: ADMINISTRATIVE LATITUDE IN THE ABSENCE OF BOARD POLICY

From time to time problems and new questions arise for which no sppclfay has been
prepared. Members of the administrative staff shall act in a manner consistent with the existing
policies of the School District and shall alert the Superintendent of Schools to the possible need for
additional policy development.

Adopted: 1/7/03
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Administration

SUBJECT: USE OF COMMITTEES

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

Adopted: 1/7/03
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Administration

SUBJECT: EVALUATION OF THE SUP ERINTENDENT AND OTHER
ADMINISTRATIVE STAFF

Superintendent

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

The formal performance procedures shall include written criteria, a description of the review
procedures, provisions for pesbnferencing, and methods ustedrecord results of the evaluation.
The Superintendent shall be granted the opportunity to respond to the evaluation in writing.
Evaluation of Administrative Staff

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

The purposes of this evaluation are:

a) To determine the adequacy of administrative staffing;

b) To improve administrative effectiveness;

c) To encourage and promote selfaluation by administrative personnel;

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

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

8 New York Code of Rules and Regulations
(NYCRR) Sections 801.1 and 100.2(0)(2)

Adopted: 1/7/03
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SUBJECT: SUPERINTENDENT OF SCHOOLS

a)

f)

9)

h)

As chief executive officer of the Board of Education, he/she shall attend all regular, special, and
work meetings of the Board except that the Superintendent may be excluded when his/her
employment cotmact or performance is discussed in executive session.

He/she shall administer all policies and enforce all rules and regulations of the Board.

He/she shall constantly review the local school situation and recommend to the Board areas in
which new polcies seem to be needed.

He/she shall be responsible for organizing, administering, evaluating, and supervising the
programs and personnel of all school departments, instructional andstarctional.

He/she shall recommend to the Board the appoirtifead! instructional and support personnel.

He/she shall be responsible for the preparation and recommendation to the Board of the annual
School District budget in accordance with the format and development plan specified by the
Board.

He/she shall ayuaint the public with the activities and needs of the schools through his/her
written and spoken statements, and shall be responsible for all news releases emanating from the
local schools.

He/she shall be responsible for the construction of all satzales and for the administration of

the salary plan approved by the Board. Some of these salary scales will be developed within staff
contracts negotiated under the provisions of the Taylor Law.

He/she shall determine the need and make plans for plpamgion and renovation.

He/she shall be responsible for recommending for hire, evaluating, promoting, and dismissing all
professional and neprofessional staff personnel.

He/she shall prepare or supervise the preparation of the teacher's handiibbi|lstias, and
all other Districtwide staff materials.

He/she shall plan and coordinate the recruitment of teachers and other staff to assure the District
of the best available personnel.

He/she shall plan and conduct a program of supervision offitea staff that will have as its
goal the improvement of instruction, and, at the same time, will assure that only the teachers
found to be of a high degree of competence will be recommended for tenure.

(Continued)
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SUBJECT: SUPERINTENDENT OF SCHOOLS (Cont'd.)

n) He/she shall continually strive to distinguish for all concerned between the areas of policy
decisions appropriate to the Board and management decisions appropriate to the District's
administrative pesonnel.

0) He/she shall, when necessary and/or desirable, transfer such personnel as he/she anticipates wil
function more effectively in other positions. These transfers shall be made within the guidelines
of state laws, District policies and negotiatedtcacts.

p) He/she shall submit the data from the School Report Card and/or other such reports of
student/District performance as prescribed by and in accordance with requirements of the
Commissioner of Education.

Education Law Sections 1711 and 3003
8 New York Code of Rules and Regulations
(NYCRR) Section 100.2(m)

Adopted: 1/7/03
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Administration

SUBJECT: SUPERINTENDENT - BOARD OF EDUCATION RELATIONS

The Board of Education is accountable for all pursuitejeaements and duties of the School
District. The Board's specific role is to deliberate and to establish policies for the organization. The
Board delegates the necessary authority to the Superintendent who, acting as chief executive officer, is
held accantable to the Board for compliance with its policies.

a)

b)

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

Generally, the Superintendent will be empowered to assign and use resources; to employ,
promote, discipline and deploy staff; to translate policies of the Board into action; to speak
as agent of the Boardp organize and delegate administrative responsibilities; and to
exercise such other powers as are customary for chief executives.

The Superintendent may not perform, cause, or allow to be performed any act that is
unlawful, in violation of commonly aepted business and professional ethics; in violation

of any contract into which the Board has entered; or, in violation of policies adopted by the
Board that limit the Superintendent's authority.

Should the Superintendent or his/her designee considawise or impractical to comply
with an explicit Board policy, the Superintendent will inform the Board of that
determination. The Board will decide whether such judgment was warranted.

When law or other authority calls for Board approval of decisioas tine Board has

delegated to the Superintendent, Board approval will be routinely given if those decisions
have been made within the limits of Board policies.

Education Law Section 1711

Adopted: 1/7/03
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SUBJECT: ADMINISTRATIVE STAFF

School Business Executive

The School Business Executive shall be responsible for all phases of the District's business
activity, as set forth in Section 5000 of the Policy Manual, and shall report directly to the
Superintedent of Schools or his/her designee.
Building Principals

The building principals are the educational executives of the school centers. They have the
responsibility for executing Board of Education policies in the schools. They are directly responsible
to the Superintendent of Schools or his/her designee.
Assistant Principals

Assistant principals shall be employed in the middle schools and high schools. The assistant
principal is responsible for all duties assigned to him/her by the building @irema shall report
directly to the principal.
Subject Coordinators

Coordinators are staff officers who shall have various ranges of responsibilities as indicated by
their respective titles and job descriptions.

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

Adopted: 1/7/03
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Administration

SUBJECT: PROFESSIONAL DEVELOPMENT OPPORTUNITIES

The Board of Education shall encourage administrators to keep themselves informed of current
educational theoryand practice by study, by visiting other school systems, by attendance at
educational conferences, and by such other means as are appropriate.

The approval of the Superintendent shall be required for any conference attendance or visitations
requested bypdministrators.

Participation shall be limited by available resources and reimbursement guidelines.

General Municipal Law Section #Y

Adopted: 1/7/03
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Administration

SUBJECT: COMPENSATION AND RELAT ED BENEFITS

The salaries and related benefits of administrators shall be set annually by the Board of
Education or by negotiated agreement upon the recommendation of the Superintendent.

Adopted: 1/7/03
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Non-Instructional/Business

Operations
Auburn Enlarged City School District
NUMBER
BUDGET
1.1 Budget Planning and DeVelOPMEeNL.........ccccuuiiiiiiiieeeiiiiiiieiee e 5110
1.2 School District Budget Hearing.............ccccouiiuiimmmniiiiiieee e 5120
1.3 BUAQEL AQOPLION......eiiiiiiieieeeeiee et enenanes 5130
1.4 Administration of the BUdget...........cccuuiiiiiiiiiieeeiiiiiie e 5140
1.5 ContiNgeNCY BUAQET.......ooviiiiiiiiiiei e e 5150
1.6 ADSENtEE BallOLS.....coiiiiiiiieiieie e e 5160
INCOME
2.1 REVENUES ... ..ot enen s 5210
2.2 DIiSHCE INVESTMENTS ...ttt ree et e e e e s eeeer e e e e e e e e e e e e e e e e e e e e s eanee 5220
2.3 Acceptance of Gifts, Grants and Bequests to the School District................. 5230
2.4 School Tax Assessment and CollectiQn..............ooooiiiiicce e 5240
2.4.1 Property TaExemption for Senior CitiZeNS.............evvvvveieiiiieeeiieieeeeeeenn. 5241
2.5 Sale and Disposal of School District Property............cocccvvivimmmrniniiiiiiiinnenee. 5250
EXPENDITURES
3.1 Bonding of Employees and School Board Members...........cccovvvvvieeeeeeeenneeee. 5310
3.2 Expenditures of SChool DiStriCt FUNS..............uuviiiiiiiieeciiiiiiiiiieeeece e 5320
3.2.1 Meal Expenses Incurred Duringdirict Meetings.............eeeeveeeiiieiiienee. 5321
3.2.2 DIsStriCt Cell PRONES......cooiiiiii e 8322
3.2.3 DiStriCt Credit CardS........cccuuuuriiiiiiiiiiieeeiiiiiiiiee e eeee e e e e 5323
3.3 BUAQET TTraANSTEES....eeiiiiiiiiiiiiieee et eeenaees 5330

3.4 BOrroOWING Of FUNGS.......ooiiiiiiiiiiiiiieieeei ittt s e e e e e e e e e e e e e e e e e e e s s annee 5340



2005 5000

Non-Instructional/Business

Operations
NUMBER
PURCHASING
4.1 ProCuremMeEnt POIICY........uueiiiiiiiiieeeii et 5410
FISCAL ACCOUNTING AND REPORTING
5.1 ACCOUNEING Of FUNGS.......uuuiiiiiiiiiiiiiiii e 5510
5.1.1 RESEIVE FUNMS.. ...ttt ettt e e e e e e e e e e e e e e 5511
5.2 Extraclassroom ACHVItIES FUNAS..........ooooiiiiiiiiiiie e 5520
5.3 Petty Cash Funds and Cash in School Buildings................ccevvieemiiiiiieieeennnnn. 5530
54 Publication of Districdt.0.s...,Annual...B54hanci al
5.5 Maintenance of FiSCal EffOrL..........oiiiiiiiiiiie e 5550
5.6 Use of District Funds for Partisan Political ACtiVILy............cceuvvviiiiieenciiiiinnee. 5560
5.7 Financial ACCOUNTADIITY..........uuuiiiiiiiiiiiiii e 5570
5.7.2 Financial Accountability: Allegations of Fraud................cccooiiieeeniis 5572
5.7.4 Medicaid Compliance Program............cccuuuuuurimrimmmriiiiiiiieeeeeeeeeeeeeeseeenees 5574

NON-INSTRUCTIONAL OPERATIONS

6.1
6.2

6.3

6.4

6.5
6.6

INSUTBINCE. ... .o et e e e e e e e e e e nnes 5610
10177 01 (0] 4= PP PSP P TP PP TTUPPPTRP 5620
6.2.1 Accounting Of FIXed ASSEIS.........cccciuuiiiiiiiiiremiii e 5621
Facilities: Inspection, Operation and Maintenance...............cccccceeeeeeeeeeeenns 5630

6.3.1 Hazardous Waste and Handling of Toxic Substances by Employees5631

SMOKING/TODACCO USE......uuiiiiiiiiiiiiiiii ettt 5640
Energy/Water Conservation and Recycling of Solid Waste................c.ceveeee. 5650
School Food Service Program (Lunch and Breakfast).............cccccvvimmmnniinnne 5660
6.6.2 Agreements for Commercial PUIPOSES..........cevviiiiiiiiiieeniiiiiiiiieeeeeeen 5662

6.6.3 Other FOod Choices at SChOOL.......c.oiiie e venaans 5663
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Non-Instructional/Business
Operations

NUMBER
NON-l NSTRUCTI ONAL OPERATI ONS (Cont 6d. )

6.7 ReCOrds ManageMENL.........coviiiiiiiiiie i 5670

6.7.2 Information Security Breach and Notification................cccccccveeeeeinnnns 5672

6.7.3 Employee Personal Identifying Informatian................ccccvvvmmmnniiiinnnns 5673

6.8 Safetyand SECUNLY........cccuuiiiiiiiiiiii ettt e e e 5680

6.8.1 School Safety PIans..........cccciiiiiiiiiiieeeiiieie e 5681

6.8.2 Crisis Response (Post Incident RESPONSE)...........uuvvviiiiiieemiiiiiiineeeee 5682

6.8.5 Use of Automatic External Defibrillators (AEDS)............cccvvvviiiriieennnes 5685

6.9 EXposure Control Program..........cccccuuuiiiiiiimeeiiiiiiiiieee e eeeee e a e e e e e 5690

6.9.1 CommuUuNICADIE DISEASES.......uuuiiiiiiiiiiiiii ettt 5691

6.9.2 Humanlmmunodeficiency Virus (HIV) Related llinesses.................... 5692

TRANSPORTATION

7.1 TransSportation PrOgraml............ e it e e 5710

7.2 Scheduling and ROULING.........uuiiiiiiiiiiiii et 5720

7.3 Transportation Of STUAENTS........ooooiiiiiiiiii e 5730

7.4 School Bus Safety Prograll..............eeeiiiiiiiieeeiieiieiieeeae e e 5740

7.5 Qualifications Of BUS DIIVEIS.........ccoeiiiiiiiiiieiteeee et 5750
7.5.1 Drug and Alcohol Testing for School Bus Drivers and Other

SafetySensitive EMPIOYEES.......coooviiiiiiiiiiii e 5751

7.6 Idling School Buses 0n SChool Grounds...........oooeeviiiiiiieeeee e eeeeeeeeeeeeeeeees 5760
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Non-Instructional/Business
Operations

SUBJECT: BUDGET PLANNING AND DEVELOPMENT

Budgetplanning and development for the Distnigtan integral part of program planning so that
the annual operating budget may effectively express and implement programs and activities of the
District. Budget planningis a yeafround process involving parti@pgon of Districtlevel
administratorsprincipals,directors,coordinators, teachers, and other personnel. The process of budget
planning and developmenmtill allow for community input and opportunities for public information
and feedback.

The Superintetienthasoverall responsibility for budget preparation, including the construction
of and adherence to a budget calendar. Program managers will develop and submit budget requests fo
their particular areas of responsibility after seeking the advice agestigns 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 tharincipal'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 colunteisg,
and District objectives and priorities.

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

All budget documents for distwtion to the publiavill be in plain language and organized in a
manner which best promotes public comprehension of the contents. Docwillebts complete, and
accurate, and contain sufficient detail to adequately inform the public regardirgudass estimated
revenues, proposed expenditures, transfers to other funds, fund balance information, and changes in
thisinformation from the prior year's submitted budget.

In accordance with Commissionerfgegulations, 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 whicwill include, but ned 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 expnses;

b) A capital component whicWill include, but need not be limited to, all transportation capital,
debt service, and lease expenditures; costs resulting from judgments aaditaari
proceedings or the payment of awards from court judgmentsnedrativeorders 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 obnstruction, acquisition, reconstruction, rehabilitation or
improvemenof schoolbuildings, provided that such budgetl include a rental

(Continued)
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Non-Instructional/Business
Operations

SUBJECT: BUDGET PLANNING AND DEVELOPME NT (Cont'd.)

operations, and maintenance section that includes base rent costs, total rent costs, operation anc
maintenance charges, cost per square foot for each facility leased by the District, and any and all
expenditures associated with custodiadsak and benefits, service contracts, supplies, utilities,

and maintenance and repairs of school facilities; and

c) An administrative component whichill include, but need not be limited to, office and central
administrative expenses, traveling expersesall 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 cdlective 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 serviedspeograms, planning, and all
other administrative activities.

Additionally, the Boardvill 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 oiAssociate Superintendent in the ensuing school year, including a delineation of
the salary, annualized cost of benefits and aslgnd or other form of remuneration;

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

c) A School District Report Card, prepared pursuant to Commissiomggations, which
includes measures of the academic performance of the District, on a school by school basis,
and measures of the fiscal performance of the Distseé subheading School District
Report Card)

d) A Property Tax Report Card prepared in accordance with dadd 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 Boardwill ensurethat unexpended surplus funds (i.e., operating fundsxaess 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 Bwyplus funds meanany operating
funds in excess of four percent.

(Continwed)
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Operations

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

The proposed budget for the ensuing school yahrbe reviewed by the Board and publicly
disseminated, in accordance with law, prioitsssubmission to District voters for approval.

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

School District Report Card

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

a) Accountability and Overview Reportshows Districtor school profile data, accountability
statuses, data on accountability measures such as ELA, Math, and Science scores, and
graduaton rates.

b) Comprehensive Information Report shows noraccountability data such as annual
Regents examination results and pgistduate plans of students completing high school.

c) Fiscal Accountability Supplementshows expenditures per pupil andrsoinformation
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 Boardill prepare a Property Tax Report Card, pursuan€Commissioner's
regulations, andwvill 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 distributio at the Annual Meeting, and otherwise disseminating it as required
by the Commissioner.

The Property Tax Report Cawdll include:

a) The amount of total spending and total estimated school tax levy that would result from

adoption of the proposed budgand the percentage increase or decrease in total spending
and total school tax levy from the District budget for the preceding school year; and

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

b)

c)

d)

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

The percentage increase in the average of the Consumer Price Indexesnfunany dirst of
the prior school year to January first of the current school year as defined in Education
Law; and

The projected amount of tregljusted unrestrictefind balance that will be retained if the
proposed budget is adopted; the projectedwarnof theadjusted restrictetund balance;

the projected amount of thassignedappropriated fund balance; the percentage of the
proposed budget that tlaeljusted unrestrictedind balance represents; the actadjusted
unrestrictedund balance retaimkin the District budget for the preceding school ydae;
percentage of the District budget for the preceding school year that the adjusted
unrestrictedund balance represents schedule of reserve funds setting forth the name of
each reserve hd, 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

The District's school tax levynit calculation. The District will submit its school tax levy
limit calculation to the Office of the State Comptroller, SED, and the Office of Taxation
and Finance by March 1 annually. If a voter override of the tax levy limit is necessary, the
budget vo¢ must be approved by 6086the District's qualified voters present and voting.

A copy of the Property Tax Report Card prepared for the Annual District Meefihgoe
submitted toSED in the manner prescribed by the Department by the end of the usiagsext
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).

The SEDwill compile such data for all school districts whose budgets ajeciuo a vote of the
qualified voters, anavill makethis compilation available electronically at least ten days prior to the
statewide uniform voting day.inks to each school year's Property Tax Report Card can be éound
the SED's official website.

Tax Exemption Report

A Tax Exemption Reporwill be annexed to any tentative or preliminary budget \aiid
become part of the final budget. This repwit be on the form as prescribed by the State Board of
Real Property Services amdll show the folbwing:

a)

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

(Continued)
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont'd.)
b) Every type of exemption granted as identified by statutory authority;

c) The cumulative impact of each type of exemption expressed either as a dollar amount of
asessed 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 reporwvill be included in any notice of the preparation of the budget required by
law andwill be posted on any bulletin board maintained by theribigor public notices as well as on
any website maintained by the District.

Education Law88 1608(3}(7), 1716(3)(7), 2022(2a),2023a,2601-a(3), and 2601a(7)
General Municipal Law § 36

Real Property Tax La®8495 and 1318()

8 NYCRR88170.8, 1D.9 and 170.11

State Education Department Handbook No. 3 on Budget

Adopted: 3/11/2003
Amended: 6/12/2012
Amended: 3/11/2014
Amended: 4/11/2017
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SUBJECT: SCHOOL DISTRICT BUDG ET HEARING

The Board of Education will hold an Annual Budget Hearing, in accordance with law, so as to
inform and present to District residents a detailed written statement regarding the District's estimated
expenditures and revenue for the upcoming schear prior to the budget vote which is taken at the
Annual District Meeting and Election.

The Budget Hearing will be held not less than seven (7) nor more than fourteen (14) days prior
to the Annual District Meeting and Election or Special District Meeat which the budget vote will
occur. The proposed budget will be completed at least seven (7) days prior to the budget hearing at
which it is to be presented.

Notice of the date, time and place of the annual budget hearing will be included in tdeeafoti
the Annual Meeting and Election and/or Special District Meeting as required by law.

All School District budgets which are submitted for voter approval shall be presented in three (3)
components: a program component, an administrative componerat,campital component; and each
component will be separately delineated in accordance with law and/or regulation.

The Board of Education will also prepare and append to copies of the proposed budget a School
District Report Card, pursuant to the Regulatiasf the Commissioner of Education, referencing
measures of academic and fiscal performance. Additionally, the Board of Education shall also append
to copies of the proposed budget a detailed statement of the total compensation to be paid to various
adminstrators as enumerated in law and/or regulation, and a Property Tax Report Card prepared in
accordance with law and Commissioner's Regulations.

All budget documents for distribution to the public will be written in plain language and
organized in a manne&vhich best promotes public comprehension of the contésv York School
District Report Cards and Property Tax Report Cards are also available online form the State
Education Department.

Dissemination of Budget Information

Copies of the proposed araluoperating budget for the succeeding yaad all required
attachments may be obtained by any District resident. Requests for copiespbposed budget
should be made at least seven (7) days before the budget hearing. Copies shall be prepak and ma
available at the school district office, public or associate libraries within the district and on the district
website, if one exists. Copies will be available to district residents during the fourteen (14) day period
immediately preceding the Annual Bléng and Election or Special District Meeting at which the
budget vote will occur. Additionally, the Board will include notice of the availability of copies of the
budget at least once during the school year in any Distrag mailing.

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

The School District Clerk shall mail a School Budget Notice to all qualified voters of the School
District after the date dhe Budget Hearing, but no later than six (6) days prior to the Annual Meeting
and Election or Special District Meeting at which a school budget vote will occur. The School Budget
Notice shall compare the percentage increase or decrease in total spemendghe proposed budget
over total spending under the School District budget adopted for the current school year, with the
percentage increase or decrease in the Consumer Price Index from January first of the prior school
year to January first of the cent school year.

Beginning with the budget notice for the 202@13 proposed budget, the District will also include in
the notice:

a) The school tax levy limit;

b) The proposed school year tax levy (without permissible exclusions to the schoolytax lev
limit);

c) The total permissible exclusions; and

d) The proposed school year tax levy (including permissible exclusions to the school tax levy
limit).

The Notice shall also include, in a manner and format prescribed by the Commissioner of
Education a comparison of the tax savings under the basic school tax relief (STAR) exemption and
the increase or decrease in school taxes from the prior year, and the resulting net taxpayer savings fol
a hypothetical home within the District with a full value ofechundred thousand dollars ($100,000)
under the existing School District budget as compared with such savings under the proposed budget.

The Notice shall also set forth the date, time and place of the school budget vote in the same
manner as in the Na# of the Annual Meeting. The School Budget Notice shall be in a form
prescribed by the Commissioner of Education.

Notice of Budget Hearing/Availability of Budget Statement:
Education Law Sections 1608(2), 1716(2), 2003(1), 2004(1);ac28 260%8(2)
Election and Budget Vote:
Education Law Sections 1804(4), 1906(1), 2002(1), 2017(5), 2017(6), 2022(13a 20232604(2)
Budget Development and Attachments:
Education Law Sections 1608(3), 1608(4), 1608(5), 1608(6), 1608(7), 1716(3), 1716(4), 1711 E),
1716(7), 2022(za), 2023a and 260%8(3)
8 New York Code of Rules and Regulations (NYCRR) Sections 100.2(bb), 170.8 and 170.9

Adopted: 3/112003
Amended: 6/12/2012
Amended: 3/11/2014
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Nonr-Instructional/Business
Operations

SUBJECT: BUDGET ADOPTION

The Boardwill review the recommended budget of the Superintendent and seek public input and
feedback regarding the recommended budget including, but not limited to, holdingia hudget
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 v@t&inal authorization of the proposed budget is
dependent upon voter approval unless a contingency budget is adopted by the Board.

In the event the original proposed budget is not approved at the Annual District Meeting and
Election, the Board may resuiit 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 submitiadigat proposition(spr
if the Board elects not to put the proposed budget to a public vote a secornti¢iBeardnustadopt
a contingency budgetith a tax levy that is no greater than the prior year's.levy

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

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

Education Lawg8§ 1608, 1716, 1804(4), 1906(1), 2002(1), 2003(1), 200207@)(b),2022, 2023
202343, and 2601a
8 NYCRR88§100.2(bb), 170.8and 170.9

Adopted: 3/11/2003
Amended: 6/12/2012
Amended: 4/11/2017
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Non-Instructional/Business
Operations

SUBJECT: ADMINISTRATION OF THE BUDGET

The Superintendent of Schools, working in conjunction with the administrative staff, is
responsible to the Board for the administration of the budget.

a) He/she shall acquaint District employees with the final provisionsefptogram budget
and guide them in planning to operate efficiently and economically within these provisions.

b)  Under his/her direction the District shall maintain such records of accounting control as are
required by the New York State Uniform System afcéunts for School Districts, the
Board of Education, and such other procedures as are deemed necessary and shall keep the
various operational units informed through periodic reports as to the status of their
individual budgets.

c) Board approval is requideprior to the expenditure of District funds.

Adopted: 3/11/03
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Non-Instructional/Business
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SUBJECT: CONTINGENCY BUDGET

The School District budget for any school year or any part of such budgaty @roposition
involving the expenditure of money for such school year, shall not be submitted for a vote of the
qualified voters of the District more than twice in any school year.

If the original proposed budget is not approved by District voterseahtimual District
Meeting and Election, the Board has the option of either resubmitting the original or revised
budget for voter approval at a special meeting held at a later date; or the Board may, at that
point, adopt a contingency budget. If the Boaatides to submit either the original or a
revised budget to the voters for a second time, and the voters do not approve the second
budget submittal, the Board must adopt a contingency budget and the tax levy cannot exceed
the total tax levy of the prior ye (0% levy growth).

The administrative component of the contingency budget shall not comprise a greater
percentage of the contingency budget exclusive of the capital component than the lesser of:

a) The percentage the administrative component hadpaeed in the prior year
budget exclusive of the capital component; or

b) The percentage the administrative component had comprised in the last proposed
defeated budget exclusive of the capital component.

Education Law Sections 2002, 2023, 2a23024 and 260k

Adopted: 3/11/2003
Amended:6/12/2012
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SUBJECT: ABSENTEE BALLOTS

The Board of Education authorizes the District Clerk or a Board designee (thefdytérthe
District doesnot provide for the personal registration of voters) to provide absentee ballots to qualified
District voters. Absentee ballots shall be used for the election of School Board members, and the
adoption of the annual budget anderehda.

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

Pursuant to the provisions of Education Law, a qualified District voter is eligible to vote by
absentee ballot if he/she is unable to appear to vote in person on the day of the School District
election/vote because:

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

b) He/she has duties, occupation or business responsibilities, or studies which reaqugjre bei
outside of the county or city of residence on the day of the School District election/vote;

c) He/she will be on vacation outside of the county or city of residence on the day of such
District election/vote;

d) He/she will be absent from the voting residerue to detention in jail awaiting action by a
grand jury or awaiting trial, or is confined in prison after conviction for an offense other
than a felony; or

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

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

An absentee ballot must reach the office of the District Clerk or Board designee not later than
5:00 p.m. on the day of the election/vote in order that his/her vote may be canvassed.

(Continued)
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SUBJECT: ABSENTEE BALLOTS (Cont'd.)

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

Education Law Sections 2014, 26482018b,
and 2613

Adopted: 3/11/03
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Non-Instructional/Business
Operatons

SUBJECT: REVENUES

The School District treasurer will have custody of all District funds in accordance with the
provisions of state law. The treasurer will be authorized and directed by the Board to invest the
balances available in various Dist funds in accordance with regulations set forth in state law.

Education Law Sections 1604(a) and 1723(a)

Adopted: 3/11/03
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Non-Instructional/Business
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*Required Policy

SUBJECT: DISTRICT INVESTMENTS
Scope

This investment policy applies to all moneys and other financial resources available for
investment by the Auburn Enlarged City School District (the "District") on its own behalf or on behalf
of any other entity or individual.

Objectives

The primary objectives of the District's investment activities are, in priority order:

a) To conform with all applicable federal, state and other legal requirements;

b) To adequately safeguard principal;

c) To provide sufficient liquidity to meet all operating and cash flow requirements; and

d) To obtain a reasonable rate of return on moneys invested.

Delegationof Authority

The Board of Education's responsibility for administration of the investment program is
delegated to the School Business Executive Official who shall establish written procedures for the
operation of the investment program consistent wittse investment guidelines. Such procedures
shall include adequate internal controls, employee accountability and documentation of transactions.

The Board of Education specifically delegates to the Treasurer or the Deputy Treasurer in
consultation wit the School Business Executive Official the authority to sign security and/or custodial
agreements with the designated banks and to make th-day investment decisions within the
guidelines and limitations of this policy.

The above individuals arauthorized to utilize the advisory services of municipal consulting
firms, with prior approval from the Board of Education, in planning the timing, amount, maturity,
bidding, placement, and reporting on any investments made hereunder.

Prudence
All participants in the investment process shall seek to act responsibly as custodians of the public

trust and shall avoid any transaction that might impair public confidence in the District to govern
effectively.

(Continued)
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Non-Instructional/Bisiness
Operations

SUBJECT: DISTRICT INVESTMENTS (Cont'd.)

Investments shall be made with judgment and care, under circumstances then prevailing, which
persons of prudence, discretion and intelligence exercise in the management of theilaognnatf
for speculation, but for investment, considering the safety of the principal as well as the probable
income to be derived.

All participants involved in the investment process shall refrain from personal business activity
that could conflict wih proper execution of the investment program, or which could impair their
ability to make impartial investment decisions.

Diversification

It is the policy of the District to diversify its deposits and investments by financial institution, by
investmat, instrument, and by maturity scheduling.

Internal Controls

The School Business Executive Official is responsible for establishing and maintaining an
internal control structure to provide reasonable, but not absolute, assurance that deposits and
investments are safeguarded against loss from unauthorized use or disposition, that transactions are
executed in accordance with management's authorization and recorded properly, and that investments
are managed in compliance with applicable laws and regotati

It is the policy of the District for all moneys collected by any officer or employee of the District
to transfer those funds to the District's Business Office for deposit within one business day, or within
the time period specified in law, whichevs shorter.

Designation of Depositories

At the District's annual reorganization meeting and at such other times as may be appropriate,
the Board of Education will designate those commercial banks and trust companies (not savings banks
or associatiog) authorized for the deposit of moneys and specify the maximum amount to be kept on
deposit with each depository. The Board of Education specifically prohibits using private brokerage
or investment firms. See Appendix A for the current year's deposigsignations.

Collateralizing of Deposits
In accordance with legal requirements, all deposits of the District, including certificates of

deposit and special time deposits, in excess of the amount insured under the provisions of the Federal
Deposit Insirance Act shall be secured by one of the following:

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

a) A pledge of "eligible securities" as specified in Appendix B of this poliayirflg an
aggregate market value equal to the aggregate amount of moneys on deposit.

b) An eligible irrevocable letter of credit issued by a qualified bank other than the bank with the
deposits in favor of the District for a term not to exceed 90 days witiggregate value
equal to 140% of the aggregate amount of deposits and the agreed upon interest, if any. A
qgualified bank is one whose commercial paper and other unsecureeteshortebt
obligations are rated in one of the three highest rating catsdwoyiat least onaationally
recognized statistical rating organization.

c) An eligible surety bond payable to the District for an amount at least equal to 100% of the
aggregate amount of deposits and the agreed upon interest, if any, executed by areinsuran
company authorized to do business in New York State, and whose-gaymng ability is
rated in the highest rating category by at least two nationally recognized statistical rating
organizations.

Safekeeping and Collateralization

Eligible securites used for collateralizing deposits in excess of FDIC insurance limits shall be
held by the depository or a third party bank or trust company subject to appropriate security and
custodial agreements.

The security agreement shall provide that eligitdeusities are being pledged to secure local
government deposits together with agreed upon interest, if any, and any costs or expenses arising ou
of the collection of such deposits upon default. It shall also provide the conditions under which the
securites may be sold, presented for payment, substituted or released and the events that will enable
the local government to exercise its rights against the pledged securities. In the event that the securities
are not registered or inscribed in the name of theal District, such securities shall be delivered in a
form suitable for transfer or with an assignment in blank to the Auburn Enlarged City School District
or its custodial bank.

The custodial agreement shall provide that securities held by the btmiktocompany as agent
of and custodian for the District to be kept separate and apart from the general assets of the custodial
bank or trust company and will not, in any circumstances, be commingled with or become part of the
backing for any other deposor other liabilities. The agreement should also describe how the
custodian will confirm the receipt, substitution, or release of the securities. The agreement shall
provide for the frequency of revaluation of pledged securities and for the substibiitsecurities
when a change in the rating of a security may cause ineligibility. Such agreement shall include all
provisions necessary to provide the local government a perfected interest in the securities.

(Continued)
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SUBJECT: DI STRI CT I NVESTMENTS (Cont 6d.)

Deposit Placement Program

n accordance with an amendment to GML, Sections 10 and 11, the Board authorizes the
trictdos designated depasigeofprbahnhlesfioedepos
ds for the account of the district, i n one

Under this program, an FD}Bsured bank or trust company divides a local government deposits
into multiple deposits, all under the%0,000 FDIC limit, and then deposits in that amount are made
into other FDICinsured banking institutions, thereby increasing the available FDIC coverage.

At the same time, each bank that received a piece of the original deposit then makes a
Arecigpempmaexilt o into the bank or trust company h

The deposit placement program shall meet the following conditions:

* The | ocal di strictbs depositary bank or t
for the redeposited funds.

* The districtds funds held in the depositart
coverage, pending redeposit, with be properly secured in accordance with the GML.

* The full amount of the redeposited funds, plug accrued interest, will be covered by
the FDIC.

ame i me of the redeposit, the di s
an ount at | ease equal to the :

(Continued)
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Permitted Investments

The Board of Education permits the District to invest moneys not required for immediate
expenditure for terms not to exceed its projected cash flow needs inlthearfg types of investments
authorized under General Municipal Law Section 11:

a) Interest bearing transaction accounts, including savings, money market and NOW accounts;
b) Special time deposit accounts;

c) Certificates of deposit;

d) Obligations of the Unite&tates of America;

e) Obligations guaranteed by agencies of the United States of America where the payment of
principal and interest are guaranteed by the United States of America; and

f) Obligations of the State of New York.

All investment obligations sl be payable or redeemable at the option of the District within
such times as the proceeds will be needed to meet expenditures for purposes for which the moneys
were provided and, in the case of obligations purchased with the proceeds of bonds shalbtes,
payable or redeemable at the option of the District within two years of the date of purchase.

Authorized Financial Institutions and Dealers

The District shall maintain a list of financial institutions and dealers approved for investment
purpcses and establish appropriate limits to the amount of investments that can be made with each
financial institution or dealer. All financial institutions with which the District conducts business must
be credit worthy. Banks shall provide their most rédeéansolidated Report of Condition at the
request of the District. Security dealers not affiliated with a bank shall be required to be classified as
reporting dealers affiliated with the New York Federal Reserve Bank, as primary dealers. The School
Business Executive Official is responsible for evaluating the financial position and maintaining a
listing of proposed depositories, trading partners and custodians. Such listing shall be evaluated at
least annually.

(Continued)
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SUBJECT: DISTRICT INVESTMENTS (Cont'd.)
Purchase of Investments

The Treasurer or Deputy Treasurer in consultation with the School Business Executive Official
is authorized to contract for the purchaseeéstments:

a) Directly, including through a repurchase agreement, from an authorized trading partner;

b) By participation in a cooperative investment program with another authorized governmental
entity pursuant to Article 5G of the General Municipal LaWwene such program meets all
the requirements set forth in the Office of the State Comptroller Opinion Ng6,88d the
specific program has been authorized by the Board of Education; or

c) By utilizing an ongoing investment program with an authorizedrigagartner pursuant to a
contract authorized by the Board of Education.

All purchased obligations, unless registered or inscribed in the name of the District, shall be
purchased through, delivered to and held in the custody of a bank or trust cor@hyobligations
shall be purchased, sold or presented for redemption or payment by such bank or trust company only
in accordance with prior written authorization from the officer authorized to make the investment. All
such transactions shall be confirmedwriting to the District by the bank or trust company. Any
obligation held in the custody of a bank or trust company shall be held pursuant to a written custodial
agreement.

The custodial agreement shall provide that securities held by the banktarampany as agent
of and custodian for the District will be kept separate and apart from the general assets of the custodial
bank or trust company and will not, in any circumstances, be commingled with or become part of the
backing for any other depdsir other liabilities. The agreement shall also describe how the custodian
will confirm the receipt and release of the securities. The agreement shall include all provisions
necessary to provide the local government a perfected interest in the securitie
Repurchase Agreements

Repurchase agreements are authorized subject to the following restrictions:

a) All repurchase agreements must be entered into subject to a Master Repurchase Agreement;

b) Trading partners are limited to banks or trust camgsauthorized to do business in New
York State and primary reporting dealers;

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

c) Obligations shall be limited to obligations bktUnited States of America and obligations of
agencies of the United States of America where principal and interest are guaranteed by the
United States of America;

d) No substitution of securities will be allowed; and

e) The custodian shall be a partyet than the trading partner.

Appendix A
(2008, 2009, 20162011 Approved Financial Institutions)

Depository Name Maximum Amount

First Niagara Commercial Bank Total Annual General Fund Budget

3333333

Tompkins Trust Company Total Annual General Fund Bget
M&T Bank Total Annual General Fund Budget
Alliance Bank $15 million in savings, money
Bank of America $15 million in savings, money
Citizens Bank $15 million in savings, money
Five Star Bank $15 million in savings, money
HSBC Bank $15 million in savings, money
JP Morgan Chase $15 million in savings, money
Key Bank $15 million in savings, money
Chemung Canal Trust Company $15mi I | i on i n savings, money mar
Authorized Financial Institutions/
Dealers for Investment Purchases
Name InvestmentLimits
First Niagara Commercial Bank Subject to repurchase agreement limitations
M&T Bank Subject to repurchase agment limitations

(Continued)
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SUBJECT: DISTRICT INVESTMENTS (Cont'd.)
Appendix B
Schedule of Eligible Securities for Collateral

a) Obligations issued, or fully insured or gaateed as to the payment of principal and interest, by
the United States of America, an agency thereof or a United States government sponsored
corporation.

b) Obligations issued or fully guaranteed by the International Bank for Reconstruction and
Development the InterAmerican Development Bank, the Asian Development Bank, and the
African Development Bank.

c) Obligations partially insured or guaranteed by any agency of the United States of America, at a
proportion of the Market Value of the obligation that esmnts the amount of the insurance or
guaranty.

d) Obligations issued or fully insured or guaranteed by the State of New York, obligations issued
by a municipal corporation, school district or district corporation of such State or obligations of
any public kenefit corporation which under a specific State statute may be accepted as security
for deposit of public moneys.

e) Obligations issued by states (other than the State of New York) of the United States rated in one
of the three highest rating categories liyleast one nationally recognized statistical rating
organization.

f) Obligations of Puerto Rico rated in one of the three highest rating categories by at least one
nationally recognized statistical rating organization.

g) Obligations of counties, cities anther governmental entities of a state other than the State of
New York having the power to levy taxes that are backed by the full faith and credit of such
governmental entity and rated in one of the three highest rating categories by at least one
nationally recognized statistical rating organization.

h) Obligations of domestic corporations rated in one of the two highest rating categories by at least
one nationally recognized statistical rating organization.

1) Any mortgage related securities, as defined inSkeurities Exchange Act of 1934, as amended,
which may be purchased by banks under the limitations established by bank regulatory agencies.

j)) Commercial paper and bankers' acceptances issued by a bank, other than the Bankiheated
highest short term ¢egory by at least one nationally recognized statistical rating organization
and having maturities of not longer than 60 days from the date they are pledged.

k) Zero coupon obligations of the United States government marketed as "Treasury strips."”

Adopted:  3/11/2003
Amended: 3/27/2007
Amended: 8/24/2010
Amended: 8/25/2015
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SUBJECT: ACCEPTANCE OF GIFTS AND BEQUESTS TO THE SCHOOL DISTRICT

The Board may accepfifts, donationsand/or bequests of money, real or personal property, as
well as other merchandise which, in the view of the Bpadd to the overall welfare of the School
District, provided that such acceptance is in accordance with existing laws and regulations. Donations
to the school are fully tax deductible so long as the gift is used exclusively for public purposes in
accordace with USC Section 170(c). However, the Board is not required to accept any gift or bequest
and does so at its discretion, basing its judgment on the best interests of the District. Furthermore, the
Board will not accept any gift or bequettat constitues a conflict of interest and/or gives an
appearance of impropriety. At the same time, the Board will safeguard the District, the staff and
students from commercial exploitation, from special interest groups, and the like.

The Board will not accept anyiftg thatwill 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 maintecard=
funds to carry out such maintenance for the foreseeable life of the donation.

The Board of Education will not formally consider the acceptance of gifts until and unless it
receives the offer in writing from the donor or their attornewtfficial @visor. Any such giftglonated
to the Board and accepted on behalf of the School District must be by official action and resolution
passed by Board majority. The Board would prefer the gift to be a general offer rather than a specific
one. Consequently, énBoard would suggest thidne donowork first with the school administrators in
determining the nature of the gift prior to formal consideration for acceptance by the Board. However,
the Board, in its discretion, may direct the Superintendent of Sctwafsply such gift for the benefit
of a specific school or school program.

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

Gifts of money to the Districshall be annually accounted fiorthe General Fundccount in the
bank designated by the Board of Education.

All gifts and/or bequests shall become School District property. A letter of appreciation, signed
by the President of the Board and the Supenidént, will be sent to a donor in recognition of his/her
contribution to the School 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.

(Continued)
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SUBJECT: ACCEPTANCE OF GIFTS AND BEQUESTS TO THE SCHOOL
DISTRICT

Gift Giving

The Board of Education recognizes that gift giving, especially dahiedpoliday season, may be
a common practice for many District employees. While the giving or exchanging of gifts may be
acceptable among staff members, the Board strongly encourages District employees and students tc
show appreciation through written neter greeting cards.

*Additionally, all business contacts will be informed that gifts exceeding sevmetyollars
($75) to District employees will be returned or donated to charity.

New York State Constitution Article 8, Section 1
Education Law Semins 1709(12), 1709(%2) and 1718(2)
General Municipal Law Section 8Gf1)

Adopted: 3/11/2003
Amended: 5/08/2012
Amended: 10/14/2014
Amended: 10/10/2017
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SUBJECT: SCHOOL TAX ASSESSMENT AND COLLECTION

A tax collection plan giving dates of warrant and other pertinent data shall be prepared annually
and submitted for review and consideration by the School Business Executive to the Board of
Education. Tax collectio shall occur by mail or by direct payment to the place designated by the
Board of Education.

Delinquent Tax Collection

The Board of Education of the Enlarged City School District of Auburn hereafter and until such
action is rescinded by the Board ofuUgdtion of the Enlarged City School District of Auburn, New
York, that delinquent school taxes on property located in the City of Auburn, New York, shall be paid
to the City Treasurer of the City of Auburn; and that delinquent school taxes on propesy iadhe
towns of Fleming, Owasco, Sennett, and Aurelius within the Auburn Enlarged City School District
shall be paid to the county Treasurer of the County of Cayuga.

The provisions of Section 1326, Subdivision 3 of the Real Property Tax Law irometatihe
rates of interest payable on School District taxes remaining unpaid on the respective installment dates
are hereby suspended so that the rates of interest payable on unpaid city taxes in the City of Auburn,
New York, according to law, shall beetlates of interest payable on School District taxes remaining
unpaid on the respective installment dates.

Real Property Tax Law Sections 130842
Education Law Section 2130

Adopted: 3/11/03
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SUBJECT: PROPERTY TAX EXEMPTION FOR SENIOR CITIZENS

Unless specifically exempted by law, real property used exclusively for residential purposes and
owned by one or more persons, each of whom is -é#yyears of age or over, or realoperty
owned by husband and wife or by siblings, one of whom is-éim¢yyears of age or over, shall be
exempt from taxation to the extent of percentum of the assessed valuation determined by the Board if
the owners meet the criteria established anpigiithe Board.

The real property tax exemption of real property owned by husband and wife, when one of them
is sixty-five (65) years of age or over, once granted, shall not be rescinded solely because of the death
of the older spouse so long as thevaiiing spouse is at least sixtywo (62) years of age.

Real Property Tax Law Section 467

Adopted: 3/11/03
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SUBJECT: SALE OR DISPOSAL OF SCHOOL DISTRICT PROPERTY
Sale or Disposal of School Property

No school property (i.epersonal property) with an estimated resale value greater than one
thousand five hundred dollars ($1,500) shall be disposed of without being surplused through formal
resolution of the Board of Education. The Superintendent approves the sale or dispmsai of
property valued at $1,500 or less. However the responsibility for such sales may be delegated. The net
proceeds from the sale of school property will be deposited in the General Fund.

Equipment

District equipment that is obsoletsurplus, orunusble by the Districtwill be disposedof in
sucha manner that iadvantageous tine District

The Superintendent will be responsible for selling the equipment way so as to maximize the net
proceeds of sale which may include a bona fide public saleqeeéd®y adequate public notiedf it
is determined that reasonable attempts to dispose of the equipment have beandtraxde &empts
have not produced an adequate return, the Superintendent or his/her designee may dispose of the
equipment in any maner which he/she deems appropriate

Textbooks
Textbooks may lose their value to the educational program because of changesiiridhkim,
or they contairoutdated materiand/or poor condition. If textbooks are no longer useful or usable,

the pocedures for disposal shall adhere to the following order of preference:

a) Sale of textbooks. If reasonable attempts to dispose of surplus textbooks fail to produce
monetary return to the School District; then

b) Donation to charitable organizations; or

c) Made available to students upon recommendation of the building principal; or

d) Disposal as trash.
Sale of School Real Property

No buildings or land of the District may be sold without prior approval of the Board of
Education and the voters. The Boardlstletermine the method of sale.

Education Law Section 2511

General Municipal Law Section 800 et seq.
Adopted: 3/11/03
Amended: 6/13/2017



2003 5310

Non-Instructional/Business
Operations

SUBJECT: BONDING OF EMPLOYEES AND SCHOOL BOARD MEMB ERS

In accordance with New York State Education Law and the Commissioner's Regulations, the
Board of Education directs that the Treasurer of the Board of Education, the tax collector and the
internal claims auditor be bonded prior to assuming theirgslUfiech bonds shall be in the amounts as
determined and approved by the Board of Education.

Other school personnel and members of the Board of Education authorized or required to handle
School District revenues may be covered by a blanket undertakinglguaoly the District in such
amounts as approved by the Board of Education based upon the recommendations of the
Superintendent or his/her designee.

Education Law Sections 170920,

1720, 2130(5), 2526, and 2527

Public Officers Law Section 11(2)

8 NewYork Code of Rules and Regulations
(NYCRR) Section 170.2(d)

Adopted: 03/11/2003
Amended:11/18/2008
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SUBJECT: EXPENDITURES OF SCHOOL DISTRICT FUNDS

The Board of Educain authorizes the Purchasing Agent to expend school funds as appropriated
by approved operational and capital budgets, and by the adoption of special resolutions. He/she will
make expenditures in accordance with applicable law and in a manner thahvweleathe maximum
benefit from each dollar expended.

All claims shall be properly confirmed and verified before payment.

Complete records of all expenditures shall be maintained for future analysis and reporting within
the time frame required by the €&eds Disposition Law or regulation.

Education Law Section 1720

Adopted: 3/11/03
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SUBJECT: MEAL EXPENSES INCURRED DURING DISTRICT MEETINGS

In general, the provision of meaht a District meeting will not be considered as an ordinary and
necessary expense eligible for reimbursement or payment by the District.

Meals may be considered a proper municipal expense where the School District is faced with business
of animmedatenature between two or more people, and the meetings are required to be held at meal
times due to staff schedules.

1 The topic(s) of the meeting must be of an immediate nature, or there must be a pressing
need to complete the business at hand,

1 Schediling prevents the meeting from being held at a different time;

1 The meal must be provided during the meeting, not at the beginning or end

Before meal expenses for meetings can be reimbursed or paid, the following information must
accompany the invogcor claim form:

Date of the meeting

Time of the meeting

Purpose of the meeting

Attendees

Reason that meal had to be served during the meeting

—( = — —C —(

The Board of Education recognizes that on occasion the District will provide meals and/or
refreshmerd at District meetings. Examples of authorized expenditures include refreshments for staff
at opening and closing day gatherings, Superin
by parents and/or students (curriculum night, parent confesgagentation programs).

Adopted: 6/28/2005
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SUBJECT: DISTRICT CELL PHONES

Purpose

District cell phones are provided to authorized employees for the purpose of conducting- District
relatedl work activities in a manner that enhances productivity and safety and improves the cost
effectiveness of District operations.

Authorization

Only authorized District employees may use District cell phones and/or District contracted cellular
services. Athorization for use and/or assignment of cellular service is required from both an
immediate supervisor and the Superintendent or his designee. Typically, cell phones will be assigned
to employees who are arall and/or responsible for multiple sitesfedg and security personnel, and
building administrators.

Personal Use/Reimbursement

District cell phones are to be used only for business related purposes. The Business Office will
monitor monthly phone bills for personal and/or excessive usage.ex¥pgnses incurred for personal
use must be reimbursed by the user to the District at the cost incurred.

The District may enter into an agreement with an employee to allow them to utilize the-district
provided cell phone for personal usage with an agreetoeeimburse the District 50% of the cost.

Safe Use of Cell Phones

Employees whose job responsibilities include regular or occasional driving are expected to refrain
from using their phone while driving. Employees whose job responsibilities inchgaéar driving

and accepting of business calls will be provided hdrets equipment to facilitate the provisions of

this policy. Regardless of the circumstances, employees are strongly encouraged to pull off to the side
of the road and safely stop thehnwae before placing or accepting a call. Employees who are charged
with traffic violations resulting from the use of their phone while driving will be solely responsible for

all liabilities that result from such actions.

Adopted: 6/28/2005
Amended 6/26/2012
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SUBJECT: DISTRICT CREDIT CARDS

The School District may obtain a credit card or cards in its name for the use of its officers and
designated employees for authorized, reimbursaggdkpol business related expenses. Only those
officers and District personnel designated by the Board of Education shall be authorized for the use of
a District credit card.

Credit card purchases will be limited to: faeproved reimbursable travel expenses, sischotel
accommodations and meals; the purchase of items in an emergency or crisis situation; the purchase of
items where it is impractical to issue a purchase order.

Expenses incurred on each credit card shall be paid in such a manner as to aesiccimeges.

The credit card(s) shall be locked in a secure place in the Business Eflice.authorized user will
sign a receipt for any card placed in his/her custody and will take necessary precautions to ensure the
safeguard of the card.

Adopted: 6/28/2005
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SUBJECT: BUDGET TRANSFERS

Within monetary limits as established by the Board, the Superintendent is authorized to transfer
funds within the budget foordinary contingent expense®/henever changes are made, they are to be
incorporated in the next Board agenda for information only.

8 New York Code of Rules and Regulations
(NYCRR) Section 170.2(1)
Education Law Section 1718

Adopted: 3/11/2003
Amended:2/2/7/2007
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SUBJECT: BORROWING OF FUNDS

The School District may borrow money only by means of serial bonds, bond anticipation notes,
capital noés, tax anticipation notes, revenue anticipation notes and budget notes as excerpted below
from Policy #5220 District Investments.

New York State Local Finance Law Section 20
Borrowing Policy

Borrowing Purposes and Debt Instruments

a) The local Finane Law authorized OPERATING BORROWING to cover cash flow shortfalls
including Revenue Anticipation Notes, Tax Anticipation Notes, or Budget Notes. These types of
borrowings must be authorized by the Board of Education through the adoption of a formal
borrowing resolution.

b) CAPITAL BORROWINGS may include Bond Anticipation Notes, Statutory Installment Bonds,
and Serial Bonds. These borrowings are only authorized for items for which a Period of
Probable Usefulness has been established by the New Yoridtage through Section 11.00 of
the Local Finance Law. These borrowings, generally, may only be undertaken after a positive
majority vote at the annual or special district meeting. The Board of Education must formalize
the authority for the indebtednelsg adopting a legally complete form BOND RESOLUTION
prior to any borrowing. The text of the Bond Resolution, vote, and legal notices should be
prepared by a recognized bond counsel. The Board of Education hereby delegates its authority
to set the termand conditions of any borrowing to the President of the Board of Education as
Chief Fiscal Officer of the District.

Borrowing Procedures

The Superintendent, assisted by his staff and the district financial consultant, shall make
recommendations to theoBrd of Education on the timing, bidding, terms and conditions, placement,
and reporting of any borrowing. Operating borrowing recommendations shall be supported by a
monthly cash flow estimate covering the time thereof and establishing the amount bbswoeting.

The Superintendent is authorized to solicit and use the services of a financial consultant and bond
counsel in planning and completing any borrowing to optimize the number of potential bids and obtain
lower market interest rates.

(Continued)
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SUBJECT: BORROWING OF FUNDS (Cont'd.)

Written Reports

All borrowing shall be documented in written reports outlining the details of each borrowing and
the interest rate bidgceived thereon. The written report shall first be presented to the Superintendent
who shall report thereon at the next regularly scheduled board meeting.

Legal Opinion

The use of a recognized bond counsel is hereby approved to draft the legal, mesioRition,
borrowing instruments, and render his/her approving legal opinion on the legality and tax status of the
debt instrument.

General Municipal Law Section 39
Education Law Sections 16@dand 1723(a)
Local Finance Law Section 165

Adopted: 3/11/03
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*Required Policy

SUBJECT: PURCHASING (PROCUREMENT)

The District's purchasing activities will be part of the responsibilities of the Business Office,
under thegeneral supervision of the Purchasing Agent designated by the Board of Education. The
purchasing process should enhance school operations and educational programs through the
procurement of goods and services deemed necessary to meet District needs.

Compstitive Bids and Quotations

As required by law, the Superintendent will follow normal bidding procedures in all cases where
needed quantities of like items will total the maximum level allowed by law during the fiscal year,
(similarly for public workscongruction, repair, etc.) and in such other cases that seem to be to the
financial advantage of the School District.

A bid bond may be required if considered advisable.

No bid for supplies shall be accepted that does not conform to specifications fimargass
specifications are waived by Board action. Contracts shall be awarded to the lowest responsible bidder
who meets specifications. However, the Board may choose to reject any bid.

‘Rules shall be developed by the administration for the competitivehgsing of goods and
services.

The Superintendent may authorize purchases within the approved budget without bidding if
required by emergencies and are legally permitted.

The Superintendent is authorized to enter into cooperative bidding for varieds oé the
School District.

Request for Proposal Process for the Independent Auditor

In accordance with law, no audit engagement shall be for a term longer than five (5) consecutive
years. The District may, however, permit an independent auditor engaded an existing contract
for such services to submit a proposal for such services in response to a request for competitive
proposals or be awarded a contract to provide such services under a request for proposal process.
Procurement of Goods and Servies

The Board of Education recognizes its responsibility to ensure the development of procedures for
the procurement of goods and services not required by law to be made pursuant to competitive bidding
requirements. These goods and services must be pddousenanner so as to:

a) Assure the prudent and economical use of public moneys in the best interest of the
taxpayer;

(Continued)
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SUBJECT: PURCHASING (PROCUREMENT) (Cont'd.)

b)

C)

Facilitatethe acquisition of goods and services of maximum quality at the lowest possible
cost under the circumstances; and

Guard against favoritism, improvidence, extravagance, fraud and corruption.

These procedures shall contain, at a minimum, provisiofghwh

a)

b)

9)

Prescribe a process for determining whether a procurement of goods and services is subject
to competitive bidding and if it is not, documenting the basis for such determination;

With certain exceptions (purchases pursuant to General Muhi@apa Article 5-A; State
Finance Law, Section 162; State Correction Law, Section 184; or those circumstances or
types of procurements set forth in (f) of this section), provide that alternative proposals or
guotations for goods and services shall be setby use of written request for proposals,
written quotations, verbal quotations or any other method of procurement which furthers
the purposes of General Municipal Law Section-bf4

Set forth when each method of procurement will be utilized;
Require adequate documentation of actions taken with each method of procurement;

Require justification and documentation of any contract awarded to other than the lowest
responsible dollar offer, stating the reasons;

Set forth any circumstances @it or the types of procurement for which, the solicitation of
alternative proposals or quotations will not be in the best interest of the District; and

Identify the individual or individuals responsible for purchasing and their respective titles.
Sud information shall be updated biennially.

Any unintentional failure to fully comply with these provisions shall not be grounds to void
action taken or give rise to a cause of action against the District or any District employee.

The Board of Educatiorhall solicit comments concerning the District's policies and procedures
from those employees involved in the procurement process. All policies and procedures regarding the
procurement of goods and services shall be reviewed annually by the Board.

Best Value

Effective January 27, 2012, General Municipal Law (GML) Section 103 was amended to permit a
school district or BOCES to award purchase contracts in excess of twenty thousand dollars ($20,000)
on the basis of "best value”, rather than on the basiseofotluest responsible bid. The Board of
Education must adopt a resolution at a public meeting authorizing the award of bids based on "best

(Continued)
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value." A Best Value Award is one that optimizes quality, cost and efficiency, typically applies to
complex services and technology contracts and is quantifiable whenever possible.

"Piggybacking” Law Exception to Competitive Bidding

On August 12012, General Municipal Law (GML) Section 103 was amended to allow school
districts to purchase certain goods and services (apparatus, materials, equipment and supplies) througt
the use of contracts let by the United States or any agency thereof, tenwaistaany county, political
subdivision or district of any state. The amendment authorizes school districts and BOCES to
"piggyback” on contracts let by outside governmental agencies in a manner that constitutes
competitive bidding "consistent with stdaev."

This "piggybacking” is permitted on contracts issued by other governmental entities, provided
that the original contract:

a) Has been let by the United States or any agency thereof, any state (including New York
State) or any other political sulvéiion or district therein;

b) Was made available for use by other governmental entities and agreeable with the contract
holder; and

c) Was let in a manner that constitutes competitive bidding consistent with New York State
law and is not in conflict wit other New York State laws.

The "piggybacking” amendment and the "best value" amendment may not be combined to
authorize a municipality to "piggyback" onto a cooperative contract which was awarded on the basis
of "best value." In other words, while ahsol district or BOCES may authorize the award of contracts
on the basis of "best value”, it may not "piggyback” onto a purchasing contract awarded by another
agency on the basis of "best value."

Alternative Formats for Instructional Materials

Preferene in the purchase of instructional materials will be given to vendors who agree to
provide materials in a usable alternative format (i.e., any medium or format, other than a traditional
print textbook, for presentation of instructional materials thatesiee& as an accommodation for each
student with a disability, including students requiring Section 504 Accommodation Plans, enrolled in
the School District). Alternative formats include, but are not limited to, Braille, large print, open and
closed captiond audio, or an electronic file in an approved format as defined in Commissioner's
Regulations.

As required by federal law and New York State Regulations, the District has adopted the
National Instructional Materials Accessibility Standard (NIMAS) toueeghat curriculum materials

(Continued)
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are available in a usable alternative format for students with disabilities. Each school luhstrilce

option of participating in the National Instructional Materials Access Center (NIMAC). Whether a
district does or does not participate in NIMAC, the district will be responsible to ensure that each
student who requires instructional materials inaétarnate format will receive it in a timely manner

and in a format that meets NIMAS standards. The New York State Education Department (NYSED)
recommends that school districts choose to participate in NIMAC, because this national effort to
centralize thedistribution of instructional materials in alternate formats will help guarantee timely
provision of such materials to students.

For school districts, Boards of Cooperative Educational Services (BOCES);of¢tatded
schools, Statsupported schools drapproved private schools that choose to participate in NIMAC,
contracts with publishers executed on and after December 3, 200& textbooks and other printed
core materialsnustinclude a provision that requires the publisher to produce NIMAS filessand
them to the NIMAC (this will not add any cost to the contract).

For more information regarding NIMAC including model contract language, Steps for
Coordinating with  NIMAC and an IDEA Part B Assurances Application, see website:
http://lwww.vesid.nysedov/specialed/publications/persprep/NIMAS.pdf

Geographic Preference in Procuring Local Agricultural Products

Schools participating in Child Nutrition Programs such as the National School Lunch Program,
School Breakfast Program and/or Special Milk Prograre encouraged to purchase unprocessed
locally grown and locally raised agricultural products. A School District may apply an optional
geographic preference in the procurement of such products by defining the local area where this option
will be applied.The intent of this preference is to supply wholesome unprocessed agricultural products
that are fresh and delivered close to the source.

A geographic preference established for a specific area adds additional points or credits to bids
received in respa@e to a solicitation, but does not provide aasatle for bidders located in a specific
area, nor does it preclude a bidder from outside a specified geographic area from competing for and
possibly being awarded a specific contract.
Computer Software Purdhases

Software programs designated for use by students in conjunction with computers of the District
shall meet the following criteria:

a) A computer program which a student is required to use as a learning aid in a particular
class; and

(Continued)
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b) Any contentbased instructional materials in an electronic format that are aligned with State
Standards which are accessed or deliverszlithh the internet and based on a subscription
model. Such electronic format materials may include a variety of media assets and learning
tools including video, audio, images, teacher guides, and student access capabilities as such
terms are defined in Camissioner's Regulations.

Environmentally Sensitive Cleaning and Maintenance Products

In accordance with Commissioner's Regulations, State Finance Law and Education Law,
effective with the 2002007 school year, the District shall follow guidelines, #mations and
sample lists when purchasing cleaning and maintenance products for use in its facilities. Such facilities
include any building or facility used for instructional purposes and the surrounding grounds or other
sites used for playgrounds, atiids or other instruction.

Environmentally sensitive cleaning and maintenance products are those which minimize adverse
impacts on health and the environment. Such products reduce as much as possible exposures o
children and school staff to potentialharmful chemicals and substances used in the cleaning and
maintenance of school facilities. The District shall identify and procure environmentally sensitive
cleaning and maintenance products which are available in the form, function and utility generally
used. Coordinated procurement of such products as specified by the Office of General Services (OGS)
may be done through central state purchasing contracts to ensure that the District can procure these
products on a competitive basis.

The District shall otify their personnel of the availability of such guidelines, specifications and
sample product lists.

*Apparel and Sports Equipment Purchases
Competitive Bidding Purchases

The Board of Education will only accept bids from "responsible bidders." Andigigtion that a
bidder on a contract for the purchase of apparsports equipmenis not a "responsible bidder" shall
be based upon either or both of the following considerations:

a) The labor standards applicable to the manufacture of the appasgods equipment
including, but not limited to, employee compensation, working conditions, employee rights
to form unions, and the use of child labor; or

b) The bidder's failure to provide information sufficient for the Board of Education to

determinethe labor standards applicable to the manufacture of the apparel or sports
equipment.

(Continued)



2003 5410
6 of 8

Non-Instructional/ Business
Operations

SUBJECT: PURCHASING (PROCUREMENT) (Cont'd.)
Non-Competitive Bidding Prichases

The Board's internal policies and procedures governing procurement of appasporty
equipment where such procurement is not required to be made pursuant to competitive bidding
requirements, shall prohibit the purchase of appgarsports egipment,from any vendor based upon
either or both of the following considerations:

a) The labor standards applicable to the manufacture of the apmasglorts equipment
including, but not limited to, employee compensation, working conditions, empligyd¢e
to form unions, and the use of child labor; or

b) The bidder's failure to provide information sufficient for the Board of Education to
determine the labor standards applicable to the manufacture of the apparel or sports
equipment.

Contracts for Goods, Servicesind Public Works

No contracts for goods and services shall be made by individuals or organizations in the school
that involve expenditures without first securing approval for such contract from the Purchasing Agent.

No Board member or enfgyee of the School District shall have an interest in any contract
entered into by the Board or the School District.

Per General Municipal Law Section 103(5), upon the adoption of a resolution by a vote of at
least thredifths (3/5) of all Board memberstating that for reasons of efficiency or economy there is
need for standardization, purchase contracts for a particular type or kind of equipment, materials or
supplies of more than twenty thousand ($20,000) dollars may be awarded by the Boardweshe lo
responsible bidder furnishing the required security after advertisement for sealed bids in the manner
provided in law. In addition, the Board is required to award all contracts for public works in excess of
thirty-five thousand dollars ($35,000) toetllowest responsible bidder after advertising for public
sealed bids.

7 CFR 210.21, 215.14(a) and 220.16

20 USC Section 1474(e)(3)(B)

Education Law Sections 305(14), 40901, 751(2)(b), 1604, 1709, 1950, 2503, 2554 and 3602
General Municipal Law Arties 5A, 18 and Section 103

State Finance Law Sections 162 and-b63

8 NYCRR Sections 155, 170.2, 200.2(b)(10), 200.2(c)(2) and 200.2(i)

NOTE: Refer also to Policy #5660 School Food Service Program (Lunch and Breakfast)

(Continued)
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Appendix A
Procurement Decision Matrix

Competitive | Verbal Quotes | Written Quotes | RFP Other
Type of Purchase Bid 0 3 3 >3

EPurchase Contract
Above $20,000 * X

EPublic Work Contract
Above $35,000 ** X

Exempt Procurements
E Agencies for Blind/ (@)

Handicapped (@)

ECorrectional Institutions @
EState Contract

ECounty Contract @)

Purchase Contract <$20,000
Z Under £,500 X
F $2,500%$4,999 X

F $5,000$7,499 X

E $7,500$19,999 X

Public Work Contract <$35,000

5128080 A X

A G900 Tt X

A -L$9'J9ﬁ9r[ Tt X

Z
Z
3
3

A p8BH 99T TT X

Emergencies (b)

Insurance (c)

Professional Services >$0,000 X

Secondhand Equipment from (e)
Other Governments

Certain Food & Milk Purchases )]

Sole Source (9)

* Change in NYS Limit effective 6/22/2010
** Change in NYS Limit Effective 11/12/2009
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Footnotes to Procurement Matrix:

(@)

(b)

()

(d)

(€)

(f)

(9)

Although these purchases are exempted by law from the requirement of written or
guotations or proposals, the Purchasing Agent shall daduthe use of the exception a
verify that the source is in the best interest of the District. Where appropriate, compari
prices to catalogs or other market price comparisons will be conducted.

The emergency situation must arise out of an acciderdther unforeseen occurrence
condition and require immediate action that cannot await competitive bidding. At a min
documentation will include a telephone log of verbal quotes.

While insurance coverage is not subject to competitive biddind)istact will pursue written
guotations through a bidding process or RFP. Documentation will include copies of

guotations.

verbal
nd
sons of

or
mum,

written

Requests for Proposal (RFP) will be required for the initial selection of professional services

and subsequently utilized #ne discretion of the Board of Education.

There is a statutory exception to competitive bidding requirements for purchases of second

hand supplies, materials or equipment from Federal or NYS government e
Documentation will include market pricemparisons (written or verbal quotes) and the n
of the government.

ntities.
Ame

Subject to regulatory requirements, the District may separately purchase certain food and milk

products without competitive bidding. Documentation should be consistent with
Educaion Department Regulations.

State

Competitive bidding may not be required if the District determines that a particular item is

required in the public interest and it is further determined that such item is available on

y from

one source so that no possibility@mpetition exists. Documentation will include evidence

of the unique benefits of the item as compared to other items available in the market,

that no

other item provides substantially equivalent or similar benefits, and considering the henefits
receivedthe cost of the item is reasonable. In addition, the documentation will evidence that

there is no possibility of competition for the procurement.

Adopted 10/09/2001; Radopted 03/11/2003
Amended:03/27/2007
Amended: 09/22/2009
Amended: 08/24/2010
Amended: 09/27/2011
Amended: 04/09/2013
Amended:05/13/2014
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SUBJECT: ACCOUNTING OF FUNDS

Accounting and reporting procedures shall be developed to facilitate analyssadundtion of
the District's financial status and fixed assets. The District will use the Uniform System of Accounts
for School Districts.

Books and records of the District shall be maintained in accordance with statutory requirements.

Provision shall b made for the adequate storage, security, and disposition of all financial and
inventory records.

Financi al reports wild/l be provided to the B
170.2.

Online Banking

The Board has entered into a writtegreement with designated banks and trust companies for
online banking and electronic or wire transfers, which includes the implementation of a security
procedure for all transactions. Nooutine online transactions must be authorized by the District's
Bugness Official. The District Treasurer, with a separate established user name and password, will
have the authority to process online banking transactions. The Deputy Treasurer, with a separate
established user name and password, will be responsible lioe danking transactions in the event
the District Treasurer is not available, or as a job responsibility delegated to him/her by the District
Treasurer. All online banking activity will be reviewed by the Business Official in conjunction with
the monthy review of bank statements. Online banking will only take place on secure District
computers located inside the Business Office.

Electronic Transactions and Wire Transfers

Procedures will be implemented specifying who is authorized to initiate, appransmit,
record, review and reconcile electronic transactions. At least two individuals will be involved in each
transaction. Authorization and transmitting functions will be segregated and, whenever possible, the
recording function will be delegated aahird individual.

The District will enter into written wire transfer security agreements for District bank accounts
which will include established procedures for authenticating wire transfer orders.

All wire transfers must be authorized by the Destireasurer or his/her designee. Dual approval
controls will be established for all wire transfer orders.

The Internal Auditor will periodically confirm that wire transfers have appropriate signatures,
verification and authorization of proper personnel

Education Law Section 2116
General Municipal Law Article 2 Section 585 5b, 99b
N.Y. UCC Section 4A-201



Adopted: 3/11/2003
Amended: 4/22/2009
Amended: 8/24/2010
Amended: 1/25/2011
Amended 11/13/2012
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SUBJECT: RESERVE FUNDS

Reserve funds (essentially a legally authorized savings account designated for a specific
purpose) are an important component in the District's financial planning for future projects,
acquisitions, and other lawful purges. The District may establish and maintain reserve funds in
accordance with New York Stataws Commissioner'segulations, and the rules or opinions issued
by the Office of the New York State Comptroller. The Distmatl comply with the reporting
requirements of Article 3 of the General Municipal Law of the State of New York and the
Governmental Accounting Standards Board (GASB) issued GASB Statement NumbEuns¥,
Balance Reporting and Governmental Fund Type Definitions.

Any and all District resere fundswill be properly established and maintained to promote the
goals of creating an open, transparent, and accountable use of publicThmdXstrict will authorize
all payments or transfers into a reserve fund by express resol(tien.District nay engage
independent experts and professionals, including, but not limited to, auditors, accountants, and other
financial and legal counsel to monitor all reserve fund activity and prepare any and all reports that the
Board may require.

Periodic Review and Annual Report

The Board will periodically review all reserve funds. The District will also prepare and submit
an annual report of all reserve funds to the Board. The annual ngplorinclude the following
information for each reserve fund:

a) Thetype and description of the reserve fund;

b) The date the reserve fund was established and the amount of each sum paid into the fund;

c) The interest earned by the reserve fund,;

d) Capital gains or losses resulting from the sale of investments ofstrwedund;

e) The total amount and date of each withdrawal from the reserve fund;

f)  The total assets of the reserve fund showing cash balance and a schedule of investments;
and

g) An analysis of the projected needs for the reserve fund in the upgdisdal year and a
recommendation regarding funding those projected needs.
The Boardwill utilize the information in the annual report to make necessary decisions to
adequately maintain and manage the District's reserve fund balances while mindfulotd @sd
responsibility as a fiduciary of public funds.
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Adopted: 6/28/2011
Amended: 4/11/2017
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SUBJECT: EXTRA-CLASSROOM ACTIVITIES FUND

An Extraclassroom activity fund shall be established for activities conducted by students whose
financial support is raised other than by taxation or through charges of the Board of Education. All
funds in the Extralassroom activities fund shall be kept accogdio standards of good financial
management witlproper and adequate methods for receiving and expending extra classroom activity
funds and abiding by NYS sales tax lawBroper books will be keptkéeping separate and distinct
the authority to expend mey from the custody of the funds), two separate and independent sets of
records of receipts and disbursements shall be maintained, one by the central treasurer and one by th
student activity treasureand all moneys deposited in appropriate accounseiasp by the Board of
Education. These activities accounts shall be subject to both internal and external audits.

The Board of Education shall appoint, on the recommendation of the Superintendent, persons to
fill the following positions:

1 Central Treaswar (Appointed for each building)

1 Faculty Auditor (Reports financial condition to Board of Education)

1 Chief Faculty Counselor (Appointed for each building, usually the building principal)
1 Faculty Advisor (Recommended by Chief Faculty Counselor)

At the endof the school year, it shall be the duty of the Faculty Auditor to assemble the monthly
financial reports and prepare a composite financial report listing the financial condition of each
activity for the full school year for the guidance of the Chief $thofficer and the Board of
Education. At this time a review is done to close any inactive extra classroom activity accounts. An
entry is made to close the account and transfer any unused balance to the general student organizatior
All transactions imolving Extraclassroom funds shall be on a cash basis and no accounts shall remain
unpaid at the end of the school year.

The board of education may establish for each building (not each club), a petty cash fund for
the Extra Classroom Activity Fund authorizing the Central Treasurer to draw a check in an amount
not to exceed $100 payable to the Chief Faculty Counselor who shall administer and be responsible for
such petty cash fund. This falls under the same regulations of the District policy BB80extra
classroom activity petty cash fund must be completely closed out at the end of each year and the extra
classroom activity fund shall be reimbursed by the original amount transferred to the petty cash fund.

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

NYSED Finance Pamphlet 2

NYS Sales Tax Laws publication 850



NY Education Law section 2503; 2554
BOE Policy #5530; #1336

Adopted: 3/11/2003

Amended: 2/27/2007
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS

Petty Cash Funds
Petty Cash Accounts shall be authorized by Board resolution at their annual meeting.

A petty cash fund of not mothan one hundred dollars ($100) shall be maintained in the District
Office and in each school building. The petty cash box should be locked in a secured location in the
school building main office with limited access. The Building Principals will be &stduntable for
this box from the time it is issued to when it is returned. A log shall be maintained in the Business
Office of those in possession of such cash. This money shall be maintained throughout the year and
must be fully returned (no less th&h00) prior to the end of the school year in June.

The Treasurer will report the amount of the petty cash fund on the monthly reconciliation of cash
balances and the periodic Treasurer's report to the Board of Education.

Payments from petty cash fundsay be made for materials, supplies or services only when
payment is required upon delivery. At the time of reimbursement, an itemized statement of
expenditures (claim form), together with substantiating receipts, shall be submitted with proper
approval gnatures. No reimbursement can or will be made for sales tax. The maximum payout
should be for no more than $25.00. There are no prepayments from petty cash, only reimbursements.

Cash in School Buildings

Not more than $250, whether District or Extlassroom funds, shall be held in the vault in the
main office of each District school building. Under no circumstances shall cash be left in classroom
areas or desks. The District will not be responsible for funds left unprotected.

All funds, whethemDistrict or Extraclassroom funds, shall be deposited prior to close of school
each week. Only authorized personnel designated by the building administrator shall be allowed in the
main office vault.

Education Law Section 1709(29)
8 New York Code of Rukand Regulations
(NYCRR) Section 170.4

Adopted: 3/11/2003
Amended: 2/27/2007
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SUBJECT: PUBLICATION OF THE DISTRICT'S ANNUAL FINANCIAL STATEMENT

The Board of Education shall pulilig full and detailed account of all monies received by the
Board or the Treasurer of the district for its account and use, and all of the money expended therefore,
giving the items of expenditure in full.

The account shall be published in the officiabtilct newspaper within three months after the
close of the fiscal year.

Education Law Section 2528
Commissioner's Regulations Section 170.2



Adopted: 3/11/03
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SUBJECT: MAINTENANCE OF FISCAL EFFORT (TITLE | PROGRAMS)

The District, a Local Educational Agency (LEA), may receive its full allocation of Title | funds
if the combined fiscal effort per student or the aggregate expenditures of statea@nilihds with
respect to the provision of free public education in the (LEA) for the preceding fiscal year was not less
than ninety percent (90%) of the combined fiscal effort per student or the aggregate expenditures for
the second preceding fiscal year

In determining an LEA's compliance with the maintenance of effort requirement, the State
Educational Agency (SEA) shall consider the LEA's expenditures from state and local funds for free
public education. These include expenditures for administratimtruction, attendance, heelth
services, student transportation services, plant operation and maintenance, fixed charges, and ne
expenditures to cover deficits for food services and student body activities.

The SEA shall not consider the following erpé@ures in determining an LEA's compliance with
the maintenance of effort requirements:

1) Any expenditures for community services, capital outlay, and debt service;

2) Any expenditures made from funds provided by tlteefal government for which the LEA
is required to account to the federal government directly or through the SEA.

The Board of Education assigns the School Business Official the responsibility of reviewing, as
part of the budgeting process, combined figtfdrt so that expenditures of state and local funds with
respect to the provision of free public education per student and in the aggregate for any fiscal year are
not budgeted at less than ninety percent (90%) of the combined fiscal effort per studeet o
aggregate of expenditures for the preceding fiscal year.

Title | of the Elementary and Secondary
Education Act of 1965, as amended by the

No Child Left Behind Act of 2001

34 Code of Federal Regulations (C.F.R.) Part 200

Adopted: 4/22/2009



2003 5560

Non-Instructional/Business
Operations

SUBJECT: USE OF DISTRICT FUNDS FOR PARTISAN POLITICAL ACTIVITY

The Board of Education prohibits the use of federal funds received by the District, the use of
other District funds, and these of other District property for partisan political purposes of any kind.

In addition, no District employee may use his or her official authority or influence for the
purpose of interfering with or affecting the result of any election or nominatrasfffoe or to directly
or indirectly coerce, attempt to coerce, command, or advise another District employee to pay, lend or
contribute anything of value to a party, committee, organization, lobbyist, agency or person for
partisan political purposes.

Adopted: 3/11/03
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SUBJECT: FINANCIAL ACCOUNTABILITY

The District hasnternal controls in place to ensure that:

a)
b)
c)
d)
e)

f)

The goals and objectives of the District arecaeplished;

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 redble 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-leagarm’'slength are prohibited. Leghanarm'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
Accowntant'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 necessalyéorts including the:

1. Treasurer's cash reports,

2. Budget status reports,

3. Revenue status reports,

4. Monthly extraclassroom activity fund reports, and

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

The District has a lonterm (three to five years) financial plan for both capital projects and

operating expenses.

(Continued)
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f)

9)

h)

)
K)

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

The Board has an audit committee to assist in carrying out its fiscal oversight
responsibilities.

The District's information systems are economical, efficient, current, atwdgie.

All computer files are secured with passwords or other controls, backed up on a regular
basis, and storeat an offsite or in a secure fireprotcation.

The District periodically verifies that its controls are working efficiently.
The District regires all staff to takéeave timeduring which time another staff member

performs the duties of the staff ¢eave. Staff may also schedule transactions and other
responsibilities to occur electronically before taking a leave

Audit Response

Periodicaly, the District receives audit reports from the External (Independent) Auditésrand
the Office of the New York State Comptroller. The Board will review all audit recommendations in
consultation with the Audit Committee and respond appropridtafgpeneént and Comptrollerualit
reports and the accompanying management letters will be made available for public inspletion.
District will also timely post a copy of the annual external audit report or the Comptroller's final audit
report on its website fom period of five yearsNotice of the availability ofindependent and
Comptrolleraudit 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 pubdic places within
the District.

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

Adopted: 5/13/2014
Amended: 4/11/2017
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SUBJECT: EINANCIAL ACCOUNTABILITY: ALLEGATIONS OF FRAUD

Reporting and Investigations of Allegations of Fraud

All Board members and officers, District employees and third party consultants are required to
abide by the District's policies, administrative regulations amteuiures in the conduct of their
duties. Further, all applicable federal and/or state laws and regulations must be adhered to in the
course of District operations and practices. Any individual who has reason to believe that financial
improprieties or wrogful conduct is occurring within the School System is to disclose such
information according to the reporting procedures established by the District. The reporting
procedures will follow the chain of command as established within the department orlaglding
or as enumerated in the District's Organizational Chart. In the event that the allegations of financial
improprieties/fraud and/or wrongful conduct concern the investigating official, the report shall be
made to the next level of supervisorylaurity. If the chain of supervisory command is not sufficient
to ensure impartial, independent investigation, allegations of financial improprieties/fraud and/or
wrongful conduct will be reported as applicable, to the Internal Auditor (if available)heor t
Independent (External) Auditor, or the School Attorney, or the Board of Education. The District's
prohibition of wrongful conduct, including fraud, will be publicized within the District as deemed
appropriate; and written notification will be providedall employees with fiscal accounting/oversight
and/or financial duties including the handling of money.

Upon receipt of an allegation of financial improprieties/fraud and/or wrongful conduct, the
Board or designated employee(s) will conduct a thoraogbstigation of the charges. However, even
in the absence of a report of suspected wrongful conduct, if the District has knowledge of, or reason to
know of, any occurrence of financial improprieties/fraud and/or wrongful conduct, the District will
invedigate such conduct promptly and thoroughly. To the extent possible, within legal constraints, all
reports will be treated as confidentially and privately as possible. However, disclosure may be
necessary to complete a thorough investigation of the ebaagd/or to notify law enforcement
officials as warranted, and any disclosure will be provided on a "need to know" basis. Written records
of the allegation, and resulting investigation and outcome will be maintained in accordance with law.

Based uponhte results of this investigation, if the District determines that a school official has
engaged in financial improprieties/fraudulent and/or wrongful actions, appropriate disciplinary
measures will be applied, up to and including termination of employrmeatcordance with legal
guidelines, District policy and regulation, and any applicable collective bargaining agreement. Third
parties who are found to have engaged in financial improprieties/fraud and/or wrongful conduct will
be subject to appropriatarsctions as warranted and in compliance with [&ue application of such
disciplinary measures by the District does not preclude the filing of civil and/or criminal charges as
may be warranted. Rather, when school officials receive a complaint or rejpalteged financial
improprieties/fraud and/or wrongful conduct that may be criminal in nature, law authorities should be
immediately notified.

(Continued)
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SUBJECT: EINANCIAL ACCOUNTABILITY: ALL EGATIONS OF FRAUD (Cont'd.)

An appeal procedure will also be provided, as applicable, to address any unresolved complaints
and/or unsatisfactory prior determinations by the applicable investigating officer(s).

Protection of School Employees who Reporinformation Regarding lllegal or Inappropriate
Financial Practices

Any employee of the School District who has reasonable cause to believe that the fiscal practices
or actions of an employee or officer of the District violates any local, state, féa@rakr rule and
regulation relating to the financial practices of the district, and who in good faith reports such
i nformati on to an of ficial of t he district,
Compliance Officer, or to the Office of theéa®e Comptroller, the Commissioner of Education, or to
law enforcement authorities, shall have immunity from any civil liability that a may arise from the
making of such report, Further, neither the School District, not employee or officer theredglshall
request, or cause a retaliatory action against any such employee who makes such a report.

The Board prohibits any retaliatory behavior directed against any witnesses and/or any other
individuals who patrticipate in the investigation of an allegatdnllegal or inappropriate fiscal
practices or actions. Folleup inquiries shall be made to ensure that no reprisals or retaliatory
behavior has occurred to those involved in the
investigation. Any act of retaliation is prohibited and subject toaate disciplinary action by the
District.

Knowingly Makes False Accusations

Any individual who knowingly makes false accusations against another individual as to
allegations of financial improprieties/fraud may also face appropriate disciplinasy.acti

Civil Service Law Section #b
Education Law Section 3028

Adopted: 6/28/2005
Amended: 8/24/2010
Amended: 5/13/2014
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SUBJECT: REPORTING AND INVESTIGATIONS OF ALLEGATIONS OF FRAUD

Purpose: To establish reporting procedures chain of command for allegations of fraud.

Discussion:1 n accordance with District Board of Edu
Al l egati onsst adfi ngr aivAdh,yo i ndi vi dual who has reas
or wrongful conduct is occurring within the School System is to disclose such information according
to the reporting procedures established by the District. The reportinglpresewill follow the chain

of command as established within the department or school building or as enumerated in the District's
Organizational Chart. In the event that the allegations of financial improprieties/fraud and/or wrongful
conduct concern thmvestigating official, the report shall be made to the next level of supervisory
authority.o

Procedures:
1 The reporting procedures will follow the chain of command as established within the District's
Organizational Chart.

1 In the event that the aljations of financial improprieties/fraud and/or wrongful conduct concern the
investigating official, the report shall be made to the next level of supervisory authority.

1 All allegations of financial improprieties/fraud and/or wrongful conduct will hgored to the
Internal Auditor. The Internal Auditor will provide guidance as deemed necessary; and will notify
the Audit Committee. Upon direction of the Audit Committee and/or Superintendent, the Internal
Auditor will conduct an investigation and repon any findings.

1 To the extent possible, within legal constraints, all reports will be treated as confidentially and
privately as possible.

1 The Audit Committee and/or Superintendent will notify the Board of Education and the Internal
Auditorwillprovi de an audit report to the Audit Comm
Independent (External) Auditor, or the School Attorney, may need to be notified depending on the
I nternal Auditords Audit Report ntianedparties. as dee

1 As stated in the Board Policy #5570: Based upon the results of this investigation, if the District
determines that a school official has engaged in financial improprieties/fraudulent and/or wrongful
actions, appropriate disciplinary asures will be applied, up to and including termination of
employment, in accordance with legal guidelines, District policy and regulation, and any applicable
collective bargaining agreement. Third parties who are found to have engaged in financial
improgprieties/fraud and/or wrongful conduct will be subject to appropriate sanctions as warranted
and in compliance with lawThe application of such disciplinary measures by the District does not
preclude the filing of civil and/or criminal charges as may leranted. Rather, when school
officials receive a complaint or report of alleged financial improprieties/fraud and/or wrongful
conduct that may be criminal in nature, law authorities should be immediately notified.

2/2008
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SUBJECT: MEDICAID COMPLIANCE PROGRAM POLICY

The School District shall comply with New York State and federal laws and regulations related
to the School Distritd participation as a provider of care, services or sepphder the Medicaid

program.

The School District as a provider receiving or submitting Medicaid claims of at least 500,00
any consecutive twelvemonth period, has established and implemented a Medicaid Compliance
Program designed to detect and prevenid, waste and abuse

As required by the New York State Office of the Medicaid Inspector General (hereinafter
referred to as the OMIG), the School Distadiledicaid Compliance Program is comprised of the
following core elements:

1.

Written policies ad procedures that describe compliance expectations as embodied in a
code of ethics applicable to all School District personnel, including Board merSioets
compliance expectations or standards of conduct shall include provisions designed to:
implement he operation of the Medicaid Compliance Programs; provide guidance to
employees and others on dealing with potential compliance issues; identify how to
communicate compliance issues to appropriate personnel; and describe how issues are
investigated and redved,;

A designated employee who will be responsible for the-tdalay operation of the
Medicaid Compliance Prograrnthis employets job duties may be exclusively related to
Medicaid compliance issues or may be combined with other duties, providech¢hat t
Medicaid compliance portions of the emplogeduties are satisfactorily fulfilledrhe
designated employee shall report directly to the School District Superintendent or the
Superintenderd designee and shall also periodically report directly to tbard of
Education on the School DistrgtMedicaid Compliance Program activities;

Training and education of all affected School District employees and other persons
associated with the School Distt&ctMedicaid Compliance Program, including, but not
limited to, members of the Distrist Board of EducatianSuch training shall occur
periodically and shall be made a part of any required training or orientation for new
employees, Board members, volunteers and/or others on dealing with the SchoolsDistrict
Medicaid Compliance Program;

Communication lines and processes directed to the School Dastlegignated employee
who will be responsible for the dag-day operation of the Medicaid Compliance Program
Such communication lines and processes shall dmesaible to all School District
employees, Board members, volunteers and others associated with the SchoolsDistrict
Medicaid Compliance Progranthe communication lines and processes are designed to
allow employesto report compliance issues, includittge anonymous and confidential
good faith reporting of any practice or procedure related to Medicaid reimbursement of
school or preschool supportive health services, that an employee believes is inappropriate;

(Continued)
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SUBJECT: MEDICAID COMPLIANCE PROGRAM POLICY (Cont'd.)

5. Disciplinary procedures that encourage good faith and fair dealing in the School 'Bistrict
Medicaid Compliance Program by all affected individu&ach disciplinay procedures
shall include procedures that articulate expectations for reporting and assisting with the
resolution of compliance issues and also provide sanctions for the failure to report
suspected problems and participating (either actively or paskivelyhoncompliant
behavior;

6. A system for the routine identification of Medicaid compliance risk areas in the School
Districts Medicaid Compliance Progranselfevaluation of such risk areas may be
accomplished by, but not necessarily limited to, intemaits and external audits, as
appropriate;

7. A system for responding to, investigating, correcting and reporting compliance issues as
they are raised, including the development of procedures and systems to reduce the
potential for recurrence, identifyingnd reporting compliance issues to the OMIG and
refunding overpayments; and

8. A policy of nonintimidation and nosretaliation against any person for the good faith
participation in any aspect of the administration of the School Distridedicaid
Compliance Program including, but not limited to, the reporting of potential issues,
assisting as a witness with any investigation, evaluation, audit, remedial actions or
reporting to appropriate officials as provided in Sections 740 and 741 of the New York
StateLabor Law.

Social Services Law Section 363
18NYCRRPart 521

NOTE: Refer also to Policies # 1350 Audit Committee
# 1351 Internal Audit
#5570Financial Accountability
# 6110 Code of Ethics for Board Members and All District
Personnel
District Medicaid Compliance Program

Adopted: 4/6/2010
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SUBJECT: INSURANCE

The objective of the Board of Education is to obtain the best possible insurance at the lowest
possble cost, and to seek advice from an Insurance Appraisal Service to determine that adequate
coverage is being provided regarding fire, boiler, general liability, bus and student accident insurance.

The Board shall carry insurance to protect the Distrieti§ and personal property against loss or
damage. This property shall include school buildings, the contents of such buildings, school grounds
and automobiles.

The Board may also purchase liability insurance to pay damages assessed against Board
membes and District employees acting in the discharge of their respective duties, within the scope of
their employment and/or under the direction of the Board.

All insurance policies, along with an inventory of the contents of the building, should be kept in
a fireproof depository or with the appropriate insurance agent for safekeeping and referral purposes.
The Superintendent shall review the District's insurance program annually and make recommendations
to the Board if more suitable coverage is required.

Public Officers Law Section 18

General Municipal Law Sectionsréand 52
Education Law Sections 1709(8) and (26) and
(34-b), 3023, 3028, and 3811

Adopted: 3/11/03
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SUBJECT: INVENTORIES

The Superintendent or his/her designee shall be responsible for maintaining a continuous and
accurate inventory of equipment owned by the District in accordance with "The Uniform System of
Accounts for School Districts."”

All supplies and equipent purchased and received by the School District shall be checked,
logged, and stored through an established procedure.

Uniform System of Accounts for School
Districts (Fiscal Section)

Adopted: 3/11/03
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SUBJECT: ACCOUNTING OF FIXED ASSETS

The School Busines®fficial shall be responsible for accounting for general fixed assets
according to the procedures outlined by the Uniform System of Accounts for School Districts. These
accounts will serve to:

a) Maintain a physical inventory of assets;

b) Establish accountality;

c) Determine replacement costs; and

d) Provide appropriate insurance coverage.

All fixed assets carrying a minimum value of $5,0@8cept those in the school lunch fund,
which will have a capitalization threshold of $2,500at have a useful lifef one year or more and
physical characteristics which are not appreciably affected by use or consumption shall be inventoried
and recorded on an annual basis. Fixed assets shall include land, buildings, equipment and materials.

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

a) Date of acquisition;

b) Description;

c) Costor value;

d) Location;

e) Funding source;

f)  Responsible official,

g) Estimated useful life;

h) Date and method of disposition.

The School Business Offidishall arrange for a physical inventory and appraisal of School

District property, equipment and material at least once every tvieatynonths. Any discrepancies
between an inventory and the District's property records on file should be traced amedxpla

(Continued)
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SUBJECT: ACCOUNTING OF FIXED ASSETS

Equipment Acquired Under a Federal Government Grant

The School district shatomply with the U.S. Department of Education regulations governing
the use, management requirements and disposition of any and all equipment acquired through a federa
government grant. These Federal Education Department GeAdministrative Regulations
(collectively known or referred to as EDGAR) comprise parts 74 through 99 of Title 34 of the Code of
Federal Regulations (CFR).

Equipment Purchases with Extraclassroom Funds

Title to all equipment withextraclassroom activitjunds shall reside with the district and be
carried as an insurable asset on its list of insurable values. Such equipment shall be tagged as Distric
property, but is available for exclusive use by the extraclassroom activity club acquiring the item.

34 Code of Federal Regulations (CFR) 80.32

Adopted: 3/11/2003
Amended: 4/22/2009
Amended: 8/24/2010
Amended: 8/25/2015
Amended: 11/13/2018
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE
Operation and Maintenance

The Di strict 6s IS chargediwith e cesgpansibility for administering plant
operations in the most efficient and economical manner possible, while placing high priority on health
and safety of students and conservation of naturaliress.

The Board, through the Superintendent and his/her staff, has the responsibility of protecting the
District investment in plant and facilities through a systematic maintenance program.

It is expected that the program shall include periodic prexemtiaintenance activities, long
range maintenance schedules and emergency repair procedures. It is further expected that all
maintenance work will be carried out in a manner that will cause the least interference with the
educational program.

Construction and Remodeling of School Facilities

All capital projects and maintenance must assure compliance with the requirements of the New
York State Uniform Fire Prevention and Building Code, the Manual of Planning Standards and the
Regulations of the Commissienof Education. All new buildings must be formally submitted no
matter the size or cost. The New York State Education Department Office of Facilities Planning has
provided an Instruction Guide at website: http://www.emsc.nysed.gov/facplan/ProjMgmt.htm

Plans and specifications for the erection, enlargement, repair or remodeling of facilities of the
School District shall be submitted to the Commissioner when the contemplated construction costs of
such work are ten thousand dollars ($10,000) or more, andllfprojects affecting the health and
safety of students.

Plans and specifications submitted to the Commissioner shall bear the signature and seal of an
architect or engineer licensed to practice in the State of New York. The architect or engineer who
sealed the plans and specifications shall also certify that the plans and specifications conform to the
standards set forth in the State Uniform Fire Prevention and Building Code (19 NYCRR Parts 1220
through 1226) and the State Energy Conservation ConstiuCode (19 NYCRR Part 1240).

For remodeling or construction projects costing five thousand dollars ($5,000) or more, the
District shall assure compliance with the requirements of the State Uniform Fire Prevention and
Building Code (19 NYCRR Parts 12208rbugh 1226) and Commissioner's Regulations Part 155, and
shall retain the services of an architect or engiheensed to practice in New York State

For remodeling or construction projects costing less than five thousand dollars ($5,000), the

District shall assure compliance with the requirements of the State Uniform Fire Prevention and
Building Code (19 NYCRR Parts 1220 through 1226) and Commissioner's Regulations Part 155.

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

Pursuant to Labor Lawthe District must collect and maintain sworn to or affirmed as true
payroll records of contractors and subcontractors on district capital projects ansie@osesdr records
for a pay period of five (5) years from the completion of the work on the awarded contract. Districts
must designate in writing a district employee who will be responsible for receiving, collecting and
reviewing payrolls of contractors arsdibcontractors for validity as well as a designee should that
individual be unable to perform such duties for any reason. The names of these individuals and their
designation shall be conspicuously posted at the project site.

Public Works Bidding Requireemts
a) Pursuant to General Municipal Law, competitive bidding requirements now provide that:

1. An apparent low bidder that submits a bid which is 10% or more lower than the next lowest
bid submitted must be presumed to be ineligible to receive thieacbaward. To rebut this
presumption, the District must require, and the apparent low bidder must submit, a signed
statement that meets the requirements set forth in law.

2.  When determining whether a prospective contractor may receive an award,sthet Di
must consider whether the contractor will comply with the requirements of the Labor Law
concerning the payment of prevailing wages and supplements, or any other provision of
law, and require its subcontractors to do the same.

3. Prospective contrtors with a prior violation of the Labor Law within the past five years
must be presumed to not be able to comply with that law during the performance of the
contract. To rebut this presumption, the prospective contractor must submit a signed sworn
statenent that meets the requirements set forth in law. Those requirements are the same
ones applicable to presumptively invalid low bids.

b) Pursuant to Labor Law which requires, in part, that every contract for a public work project
contain a term stating thahe filing of payrolls in a manner consistent with statutory
requirements is a condition precedent to the payment of any sums due and owing to any person
for work done upon the project.

Inspections

The administration of the School System shall coopenath appropriate officials conducting
health, fire, asbestos, bus, and boiler inspections. The administration shall keep the Board of
Education informed of the results of such inspections in a timely fashion.

In accordance with law, local building pectors may not enter District premises at any time
they wish. Only the Fire Safety Inspector conducting the Annual Fire Safety Inspection may enter
District premises for inspections.

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

In addition, per the requirements of the Asbestos Hazard Emergency Response Act (AHERA),
the District will at least once each school year inform all employees and buildingamts (or their
legal guardians) about all asbestos inspections, response actioagsposise action activities, as
well as triennial ranspection activities and surveillance activities that are either planned or in
progress. Written notice will bergvided in the District newsletter and will be filed in the District
asbestos management plan.

Comprehensive Public School Building Safety Program (Rescue)

To ensure that all school facilities are properly maintained and preserved and provide suitable
educational settings, the Board of Education requires that all occupied school facilities which are
owned, operated or leased by the District comply with the provisions of the Comprehensive Public
School Safety Program and the Uniform Code of Public ScBaitling Inspections, Safety Rating
and Monitoring as prescribed in Commissioner's Regulations. For this reason, the School District shall
develop a Comprehensive Public School Building Safety Program in accordance with Commissioner's
Regulations.

The pogram shall be reevaluated and made current at least annually, and shall include the
following:

a) A five (b) year capital facilities plan which will include an appraisal of the following: the
educational philosophy of the District, with resulting adstiaitive organization and
program requirements; present and projected student enrollments; space use aate&tate
student capacity of existing facilities; the allocation of instructional space to meet the
current and future education program and servieeds, and to serve students with
disabilities in settings with nondisabled peers; priority of need of maintenance, repair or
modernization of existing facilities, including consideration of the obsolescence and
retirement of certain facilities; and tpeovision of additional facilities.

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

1. Type of building, age of building, size of building;
2. Rated capacity, current erliment;

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

4.  Summary of triennial Asbestos Inspection reports.
c) Annual Visual Inspections:

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

d)

1. An annual visual inspection of each occupied building and assignment of a safety
rating score. The inggtion committee must include atate certified code
enforcemat official, the District's Facility Director or designee, and a member of the
District's Health and Safety Committee.

2. The Commissioner shall require ainspection of school buildings where a report of
inspection identified violations that, if uncected, would cause the department to
deny an annual Certificate of Occupancy to such school building, and shall require
additional reinspections until it is demonstrated to the satisfaction of the
Commissioner that said violations have been corrected.

A building condition survey shall be conducted for all occupied school buildings once
every five (5) years by a team that includes at least one (1) licensed architect or engineer.

A District-wide monitoring system which includes:
1. Establishinga Health and Safety Committee;
2. Development of detailed plans and a review process of all inspections;

3. Procedures for a response in writing to all inquiries about building health and safety
concerns, a copy of which will be sent to the Distrigigsmalth and Safety Committee
for oversight, and a copy kept on permanent file.

Procedures to ensure the safety of the building occupants while a construction/renovation
project is taking place. These procedures will include:

1. Notification to parert, staff and the community at least two (2) months in advance of
a construction project of teahousand dollars ($10,000f more to be conducted in a
school building while the building is occupied; provided, however, that in the case of
emergency constrtion projects, such notice shall be provided as far in advance of
the start of construction as is practicable;

2. A plan to ensure that all contractors comply with all health and safety issues and
regulations, and wear photo identification badges;

3. An opportunity for the District's Health and Safety Committee to conduct a walk
through inspection of newly renovated or constructed areas to confirm that the area is
ready to be reopened for use; and

4. An emergency plan which will address potential c@ns with the capital project
including, but not limited to, evacuation procedures, fire drills, and structural failures.

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

School Facility Report Cards

The School District shall prepare an annual School Facility Report Card for each occupied
school building, including a description of the activities of the Disridealth and Safety Committee.

The School Facility Report Card for each building shall be reviewed annually by the Board of
Education. The Board shall report in a public meeting on the status of each item set forth in
Commissioner's Regulations for edability located in the District.

Asbestos Inspection:

40 Code of Federal Regulations (CFR) Part 763, Subpart E

Education Law Article A
Bidding Requirements

General Municipal Law Section 103(7)

Labor Law Sections 220(@) and (3)(d)(iy
Fire Inspection:

Education Law Section 864

8 New York Code of Rules and Regulations (NYCRR) Section 155.4
Health and Safety Committee:

8 New York Code of Rules and Regulations (NYCRR) Section 155.6(c)(17)
Health Inspection:

Education Law Section 906
Plans and Specifications:

Education Law Sections 408, 4@8nd 409

Labor Law Sections 220¢8)(a)(iii)) and 220(5)

8 New York Code of Rules and Regulations (NYCRR) Sections 155.1 and 155.2

19 New York Code of Rules and Regulations (NYCRR) Secti@2§ 1240
Structural Safety Inspections:

Education Law Sections 4a8 409e, 3602 and 3641(4)

8 New York Code of Rules and Regulations (NYCRR) Sections 155.1, 155.3, 155.4(b)(1) and 155.6

Adopted: 3/11/2003
Amended: 4/22/2009
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SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY
EMPLOYEES

The Board of Education recognizes the need to protect human health and the environment from
damage resulting from the improper handling ofdndaus wastes.

The management of hazardous waste from its point of generation to the ultimate disposal is
regulated through specific Federal and State laws.

The Board directs the Superintendent to adopt rules to insure District implementation of
applicalbe Federal and State laws pertaining to the identification, transportation, treatment, storage,
and disposal of hazardous wastes.

Environmental Protection Agency

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

Adopted: 3/11/03
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*Required Policy
SUBJECT: SMOKING/TOBACCO USE
School Grounds

Tobacco use will not be permitted and no person will use tobacco on school grounds or within
100 feet of the entrances, exits, or outdoor areas of any public or private elementary or secondary
schools. Howewe this does not apply to smoking in a residence, or within the real property boundary
lines of residential real property. For purposes of this policy, "school grounds"” means any building,
structure, and surrounding outdoor grounds, including entrancesxits, contained within the
District's preschool, nursery school, elementary or secondary school's legally defined property
boundaries as registered in the County Clerk's Office; as well as all District vehicles, including
vehicles used to transport chiégr or school personnel.

"Tobacco" is defined to include any lighted or unlighted cigarette, cigar, cigarillo, pipe, bidi,
clove cigarette, spit/spitless tobacco and any other smoking or tobacco product, (smokeless, dip, chew,
snus and/or snuff) in anyrfm.

The District also prohibits use of electronic cigarettes-oigarettes, and any refill, cartridges
and any other component of an electronic cigarettecigaette (collectively known asagarette) on
school grounds or in District vehicles.

The use of vaporizers or any other products containing nicotine, except for curreat FDA
approved smoking cessation products, are also prohibited.

Off-School Grounds

Tobacco use and-@&garette use is prohibited by students at any school sponsored event or
activity off school grounds.

Posting/Notification of Policy

In compliance with the New York State Clean Indoor Air Act, the District will prominently post
its Smoking/Tobacco Usgolicy and signs prohibiting all forms of tobacco products in District
buildings and other appropriate locations; and will supply a copy upon request to any current or
prospective employee. The District will also designate a school official to tell individuals who smoke
in a norsmoking area that they are in violation of the Néark State Public Health Law, Education
Law, the federal Pr&hildren Act of 1994, and District policy.

The District will also ensure that this policy is communicated to staff, students,
parents/guardians, volunteers, and visitors as deemed approproatier to orient all persons to the
District's "No Smoking" Policy and environment.

Prohibition of Tobacco Promotional Items/Tobacco Advertising
Tobacco promotional items (e.g., brand names, logos, and other identifiers) are prohibited:

(Continued)
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SUBJECT: SMOKING/TOBACCO USE (Cont'd.)
a) On school grounds;
b) In school vehicles;

c) At school sponsored events, including those that take place off school premises and in
another state;

d) In school publications;

e) On clothing, shoes, accessories, gear, and school supplies in accordance with the District
Code of Conduaind applicable collective bargaining agreements.

This prohibition of tobacco promotional items will be enforced in etamace with the District
Code of Conduaind applicable collective bargaining agreements.

In addition, tobacco advertising is also prohibited in all school sponsored publications and at all
school sponsored events. The District will request, whenevesibb®s tobacco free editions of
periodical publications for school libraries and classroom use.

Safe and Drugrree Schools and Communities Act, 20 USC § 7101 et seq.

Pro-Children Act of 2001, 20 USC 88 71184, as amended by the Every Student SucesetdESSA) of
2015

Education Law 8§ 409, 2801(1) and 3620

Public Health Law Article 1, Article 13F, 88 139%a(13), 130

NOTE: Refer also to Policie#3280-- Use of School Facilities, Materials and Equipment
#3410-- Code of Conduct
#7320-- Alcohol, Tobacco, Drugs, and Other Substances
#8210-- Safety Conditions and Prevention Instruction
District Code of Conduct

Adopted: 3/11/2003
Amended: 11/13/2012
Amended: 1/23/2018
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SUBJECT: ENERGY/WATER CONSERVATION AND RECYCLING OF SOLID WASTE

The Board of Education recognizes the importance of energy and water conservation and is
committed to the analysis, development, and initiation of conservation measures throughout the
District for the purpose of reducing energy consumption.

Recycling

The Superintendent will develop a program for the source separation and segregation of
recyclable or reusable materials in the District. This Distnicte recycling plan shall include:

a) A conservation education program to teach students about their social responsibility for
preserving our resources, and involvement of all students and pdrsonna
comprehensive effort to reduce, reuse and recycle waste materials;

b) A concerted effort to purchase recycled items and biodegradable rather than non
biodegradable products;

c) Separation of waste into appropriate categories for the purpose of recycling

d) A cooperative effort with community recycling programs.

General Municipal Law Section 12

Adopted: 3/11/03
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING

't is the Districtdés goal t o - priow-vost dheals sachu d e r
school day and to ensure that a student whose parent/guardian has unpaid meal charges is not sham
or treated differentlyhan 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 Pragrdrno 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 measctramughout
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 and lunch meals only. Charging of items
outside of the reimbursable meadsld 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 bprppaid.

b) Reduced meal benefit eligible students will be allowed to receive a breakfast of their choice for
$0.25 and lunch of their choice for $0.25 each day. The charge meals offered to students will be
reimbursable meals available to all students, gnles he st udent ds parent o
provided written permission to the District to withhold a meal. A la carte items or other similar
items must be paid/prepaid.

c) Ful | pay students wil/ pay f or eeaehaldys Thadhargeh e
meals offered to students wil/ be rei mbursabl
parent or guardian has specifically provided written permission to the District to withhold a meal.

A la carte items or other sitar 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
me a | charges using the State Education Depar:t
program.

b) Staff training includes ongoing eligibility certification for free or reduced price meals.

Continued
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMI NG
Parent Notification
Parents/ guardians wil |l be notified that a s
unpai d meal charges via the districtdos aut oma
account balance is replenished. teet will be mailed monthly to parents/guardians with accrued
unpaid meal charges.
Parent Outreach

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

b) Staff will make two documented attempts to reach out to parents/guardians to complete a meal
application in addition to the application and instructions provided in the beginning of the school
year packet.

c) School staff will contact the parent/guardian to offer e with completion of meal application
to determine if there are other issues within the household causing the child to have insufficient
funds, offering any other assistance that is appropriate.

Minimizing Student Distress

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

b) Students with unpaid meal charges will not be required to wear a wristband or handstamp, or to do
chores or work to pay for mesal

c) Staff wildl not throw away a meal after it ha:
for the meal or because of previous unpaid meal charges.

d) Staff will not take any action directed at a pupil to collect unpaid meal charges.
e) Staff will deal directly with parents/guardians regarding unpaid school meal charges.

Ongoing Eligibility Certification

a) Staff will conduct direct certification through the New York Student Identification System
(NYSSIS) or using SED Roster Upload at least mortthipaximize free eligibility.

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

Continued
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING

c) The District will provide at least two additional free and reduced price applications throughout the
school year to faities identified as owing meal charges.

d The District wildl use i ts administrative prer
judiciously, and only after using exhaustive efforts to obtain a completed application from the
st ud e ntguadiap. arheeDistriat will complete the application using only available
information on family size and income that falls within approvable guidelines.

e) The District will coordinate with the foster, homeless, migrant, runaway coordinators at least
monthly to certify eligible students.

Prepaid Accounts

Students/Parents/Guardians may pay for meals in advance via the wassiteoolbucks.com
or with a check payable tAuburn School Lunch Fund Further details are
website atdistrict.auburn.cnyric.org Funds should be maintained in accounts to minimize the
possibility that a child 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 efund for a withdrawn or graduating student, a written-oraéled request for a

refund of any money remaining in the studenté
Office. Students who are graduating at the end of the year will be givesptio@ to transfer any
remaining money to a siblingbés account through

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

Adopted: 7/2/2018
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* Required Policy

| As Recommend by theDistrict Wellness Committeeon June 5, 2017 |

SUBJECT: DISTRICT WELLNESS POLICY

Given the documented connectioptWeen proper nutrition, adequate physical activity and
educational success, the Board of Education adopts the following goals and authorizes the following
actions to provide district students with a school environment that promotes student healthrarss well
and reduces childhood obesity.

Definitions

For purposes of this policy:

Aschool -all areapaf district property accessible to students during the school day;

i s ¢ h o o-lthe deaiod drom the midnight before to 30 minutes after the endeobfficial school

St S

S
ay,

compet i tallfoed afiddeverages other than meals reimbursed under federal food programs
available for sale to students on the school campus during the school day.

l. Foods and Beverages Available to Students on Schoda@pus During the School Day

The Board recognizes that a nutritious, wellanced, reasonablgortioned diet is essential for
student wellnessTo help students possess the knowledge and skills necessary to make nutritious food
choices for a lifetimethe district shall ensure that all foods and beverages available in school promote
good nutrition, balance, and reasonable portion siZBse district shall ensure thail foods and
beverages available for sale to studemtghe school campus during thehool daymeetor exceedhe
program requirements and nutrition standards found in federal regulations.

To accomplish this, the Board directs that the diss@te healthy and appealing foodsd
beveragesat district schoolsfollowing state and fedal nutrition guidelines, as well as safe food
preparation methods.

A. School Meal$ the district shall:

Include fresh fruits, vegetables, salads, whole grains, and low fat itamkast to the extent
required by federal regulations.

Encourage studhés to try new or unfamiliar items.

Make efforts to ensure that families are aware of +ieed programs for free or redugatte
meals and encourage eligible families to apply.

Consider serving produce and food from local farms and suppliers.

Make free drinking water available at locations where meals are served.

ak wh P

(Continued)
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B.

=

= O W b

Meal Scheduling the district shall:

1. Provide adequate time to eat.
2.
C

Schedule lunchtime between normal luhcurs (10:3G.m.7 1:30p.m.)

. Foods and Beverages Sold Individually (e.q., &dae, vending machines, school storedhe

district shall:

Ensure that all such items meet the nutrition standards set in federal regulations for competitive
foods regarding whole grains, fruits, vegetables, calories, fat, saturated fats, tsansudair,
sodium, and caffeine.

Permit the sale of fresh, frozen or canned fruits and vegetables, if processed pursuant to federa
regulations, as exempt from the nutrition standards.

Work with existing vendors or locate new vendors that will conaptly the nutrition standards

. FundRaising Activities (that take place on school campus during the schobltdayistrict shall:

Ensure that all fundraisers selling food or beverages to students on school campus during the schoc
day meet theompetitive foodsnutrition standards set in federal regulations for whole grains, fruits,
vegetables, calories, fat, saturated fats, trans fats, sugar, sodium, and cktieimgormation
regarding nutrition standards, see
https://www.fns.usda.gov/sites/default/files/tn/USDASmartSnacks.pdf

Promote noffood items to sell, or activities (physical or otherwiselvhich to participate.

Student groups conducting fundraisdrat take place off the school campus or outside the school
dayare encouraged to follothis policy.

Outside organizations (e.g., Parent groups, booster clubs) conducting fundraisers that take place of
the school campus or outside the school dagaceuraged to follow this policy.

School and Class parties and Events where food and beverages are provided, butintiesold
district shall:

This section applies to all school and classroom parties, snacks which have been brought in for the
class o school, celebrations, food provided to learn about cultures or countries, and other events
where food is provided but not sold.

Set guidelines for the frequency and content of classroom and seitl@otelebrations where food

and beverages are provitle

Promote the use of focahd beveragéems which meet the standards for competitive foods and
beveraaes., promote ndood activities,and discourage foods and beverages which do not meet
those standards, at celebrations.

Model the healthy use obbd as a natural part of celebrations.

(Continued)
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SUBJECT: DISTRICT WELLNESS POLICY

F. Marketing of Foods and Beverages

1. Any food or beverage that is marketed on school grounds during the school day must meet at leas
the federal nutrition standards for competitive items.

2. This restriction applies to all schoolilalings (interior and exterior), school grounds, school buses
and other vehicles used to transport students, athletic fields, structures, parking lots, school
publications, and items such as vending machines, equipment, posters, garbage cans, or cups.

3. Marketing includes all advertising and promotions: verbal, written, or graphic, or promotional
items.

4. This restriction does not apply to personal opinions or expression, or items used for educational
purposes.

5. This restriction applies to all purchases and i@mts made after the effective date of this provision.

Il. Physical Activity

Physical activity is an important factor in staying healthy and being ready to [EaenBoard
encouragesvery studento develop the knowledge and skiliecessary tgerfam a variety of
physical activities, taegularly paticipate in physical activity, and tappreciate and enjoy physical
activity asan ongoing part of a healthifestyle. In addition, staff, familiesand communityare
encouragedo participate in and odel physical activity as a valuable part of daily life. The st r i ct
Physical Education program shall adhere to the curricular requirements of the Commissioner of
Education and the New York State Learning Standards.

A. Physical Education

Students shhengage in physical education for at least the minimum number of hours or days per
week under State requirements.

Physical Education classes shall incorporate the appropi¥seLearning Standards.

Promote, teach and provide opportunities to jracictivities that students enjoy and can pursue
throughout their lives (g., yoga, fithess walking, step aerobics

The performancer withholdingof physical activity shall not be used as a form of discipline or
punishment.

H ownh e

B. Physical Activity in tle Classroom

1. Promote the integration of physical activity in the classrobath as activity breaks and as part of
the educational process (e.g. kinesthetic learning)

2. If the district is under severe time or space constraints, consider meeting threcgiaments for
Physical Education through collaborative and integrativeclassroom activity, under the
supervision of a Physical Education teacher.

(Continued)
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C. Extracurricular Opportunities for Physical Activity

1. Promote clubs and activities thaket the various physical activity needs, interests, and abilities of
all students (e.g., walking, hiking and climbing, snowshoeimgjuding before and after school
activities

2. Promote students walking/biking to school (with proper storage of bicysk®) routes to school,
and fAwal kingo school buses.

3. The setting of extracurricular activity eligibility participation requirements does not constitute
withholding opportunities.

. Nutrition Promotion and Education

The Board believes that nutritiggromotion and education is a key component in introducing
and reinforcing healthy behaviors in students. Nutrition promotion and education that teaches the
knowledge, skills, and values needed to adopt healthy eating behaviors shall be integrated into the
curriculum. Nutrition promotion and education information shall be offered throughout the school
campus including, but not limited to, school dining areas and classrdsiaif members who provide
nutrition promotion anckducationshall be appropriatelyecr t i f i ed and trai ned.
Health Education program shall incorporate the approgxiate York State Learning Standards

The Boarddés goals for nutrition promotion a

Include nutrition eduation as part of not only health education classes, but also classroom
instruction in subjects such as math, science, language arts, social sciences and elective subjects.
Include enjoyable, developmentally appropriate, culturally relevant, partigipattvities, such as
contests, promotions, taste testing, farm visits, and school gardens.

Promote fruits, vegetables, whole grain products, low fat dairy products, safe and healthy food
preparation methods, and health enhancing nutrition practices.

Emphasize caloric balance between food intake and energy expenditure.

Teach media literacy with an emphasis on food marketing.

(To enhance educational opportunities, partnerships with outside agencies, such as Cornell
Cooperative Extension, are encaged.)

ok w nNpoE

V. Other SchoolBased Activities

The district may implement other appropriate programs that help create a school environment
that conveys consistent wellness messages and is conducive to healthy eating and physical activity
Such activities maynclude, but are not limited to, health forums or fairs, health newsletters, parent
outreach, employee health and wellness activities, limiting the use of food as a reward, reviewing food
marketing and advertising in school and hosting or promoting coniyawide events.

(Continued)
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V. Implementation

The Board shall designate the BusindSsecutive as theDistrict Wellness Coordinator
responsible for ensuring that the provisions of this policy are carried out throughout the distact.
Board may also designate one person in each building as School Wellness Coordinator to ensure the
thewellness activities and actions are being implemented at the building level.

VI. Monitoring and Review

The Business Executive, &sstrict Wellness Coordinatoshallreportevery three year® the
Board and the publion theimplementation and effé@enessof this policy. Every threeyears the
District Wellness Coordinatorin consultation with appropriate personnel and advisory committees,
shall monitorand reviewt he di stri ct 6s well ness activities
are complying with this policy, how this policy compares to model wellness policies and the progress
made toward attaining the goals of this policy avitether this policy is having a positive effect on
increasing student wellness and decreasing childhoeditghn the district Based on those results,
this policy, and the specific objectives set to meet its goals, may be revised as needed.

Parents, students, food service professionals, physical edudatchers, school health
professionals, school administratofse general publignd the school board shak provided with the
opportunity toparticipate in the development, implementation and periodic review and update of this
wellness policy. To dothis, the district shall establish an advisory committee, and invite participation
via notices in school publications; staff and student announcements, handbooks and memos; the distric
website; and outreach to schadsociated organizations interestentspns and those with valuable
expertise.

The district shallinform and updatehe public (including parents, students and others in the
community) about the content and implementation of this wellness gmlicggosting this policy (and
any updates) onthe district website and in each school lunch area, referencing the policy and its
availability on school publications and notices, and providing information about new and ongoing
wellness policy activities to parents, staff and students via establistmduwrocation channels.

The district shall monitor and review the implementation and effectiveness of this policy by
conducting:

1. Periodic informal surveys ofuiding principals, classroom staff, and school health personnel to
assesshe progress of whiess activities and their effects.

2. Periodic checks of the nutritional content of food offered in the cafeterias for meals and a la carte
items, and sales or consumption figures for such foods.

(Continued)
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3. Periodic checks of the nutritional content of food available indireg machines, and sales or
consumption figures for such foods.

4. Periodic checks of the amount of time students spend in Physical Education classes, and the natur
of those activities.

5. Periodic checks of extracurricular activities of a physical reatun the number of offerings and
rates of participation by students.

6. Periodic checks of student mastery of the nutrition education curriculum.

7. Periodic completion of relevant portions of the CDC School Health Index.

8. Periodic review of data cuméy collected by the district, including:

attendance data, particularly absences due to iliness;

test scores;

rates of suspension, discipline, and violent incidents;

physical education scores on flexibility, endurance, and strengtHitiness test results);

student BMI (Body Mass Index) statistics, as collected in accordance with the State Department

of Health efforts; and
f. revenues generated from vending machines and a la carte food items.

9. Periodic surveys of student/pareptnions of cafeteria offerings and wellness efforts.

10. Periodic review of professional staff development offered which focuses on student wellness.

I1LNYSSBAOGs St ude n menv@indchlist @wewery thraesysatsyeview the effectiveness
of this policy.

Pooop

VIl. Recordkeeping

The district shall keep records as required by federal regulations, including documentation of
the following: this policy; the districtos
the policy is made available the public; the assessments done every three years; how the
public is informed of the assessment results; and when and how the policy is reviewed and
updated.

Ref: P.L. 113296 (TheHealthy, Hungefree Kids Act of 2010), §204 amending 42 USC 81758b
P.L. 108265 (Child Nutrition and WIC Reauthorization Act of 2004), §204
42 USC §81758(f)(1); 1766(a) (Richard B. Russell National School Lunch Act)
42 USC 81779 (Child Nutrition Act)
7 CFR 88210.10; 210.11; 210.12; 210.15; 210.18; 210.30 (National School Lunch Program participation requirantetis standards for
lunch and competitive foods; community involvement; recordkeeping; state review; local wellness policy)
7 CFR 88220.8; 2212 (School Breakfast Program participation requirenientgrition standards for meals and competitive foods)
8 NYCRR Part 135 (Health and Physical Education curricular requirements); 8114.1 (School Breakfast Program Requirements)
Appeal of Phillips37EDR 204 (1997) (dec. no. 13,843) (physical education requirements)
Appeal of Williams32 EDR 621 (1993) (dec. no. 12,934) (physical education requirements)

Adopted: 6/27/2006
Amended: 6/9/2015
Amended: 7/2592017
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SUBJECT: AGREEMENTS FOR COMMERCIAL PURPOSES

The Board recognizes the benefits that may be obtained by entering into agreements with various
private companies fagxclusivepouring and vending rights. Any agreement entenéal by the Board
and an outside company should ensure the following:

a) Any agreement must avoid requirements for exclusivity of services or products in order to
promote fairness and variety.

b) Any agreement entered into by the Board and a privatgaoynshall ensure that students
and school personnel are not being exploited for commercial purposes.

c) School personnel and resources shall be focused on education, not on facilitating private
gain. Therefore, any agreement entered into with a pro@tgany shall also be focused
on education and shall be in agreement with the district goals and objectives.

Solicitation Process

A single district or a group of districts acting as a consortium may solicit private companies for
such proposals. Suchiayip cooperative action is authorized by General Municipal Law Artigle 5
Section 119.

All competitive bidding provisions must be adhered to if the agreement is expected to incur
annual expenditures in excess of the limits set in General MunicipalSeation 103, irrespective of
the length of the contract.

A contract whose duration exceeds the-gear term of each Board of Education violates the
public policy principal that one board may not bind a successor board in areas relating to governmental
matters unless a longer term is expressly provided for in statue. However, a district may enter into a
multi-year agreement as long as there are adequate provisions in the agreement which allow for &
successor Board to terminate the agreement at will.

Adopted: 11/25/03
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SUBJECT: OTHER FOOD CHOICES AT SCHOOL

Nutritious Food Choices

Nutritious and appealing foods shall be available whenever and wherever food is sold or
otherwig offered at school. Schools shall take efforts to encourage students to make nutritious food
choices, coordinated annually by the district's supervisor of the food service program.

Food and beverages sold or served on school grounds or at-spbasbed events shall meet
nutritional standards and other guidelines set by New York State. This includes:

a) A la carte offerings in the food service program;

b) Food and beverage choices in vending machines, snack bars, school stores and concession
stands;

c) Foad and beverages sold as part of schspainsored fundraising activities.
Food Sales

The sale of all foods on school grounds in areas accessible to students shall be under the
District's overall management and oversight of the school food service pragreept foods sold as
part of a fundraising activity. Profits generated from sales of foods or beverages in student accessible
vending machines will accrue only to the food service program or a student organization approved by
the Building Principal an&chool Business Official.

Only student organizations and legally constituted, nonsectarian, nonpartisan organizations
approved by the Building Principal are permitted to engage in fundraising on school grounds at any
time. These organizations are en@gad to raise funds through the sale of items other than food.
Foods sold for fundraising purposes shall not be sold while school food service meals are being
served.

Elementary school students shall not have access to food or beverages sold innaactings.
Commercial Advertising
Partnerships between schools and businesses are encouraged, and business sponsorship «
educational activities and materials shall be duly acknowledged. However, such partnerships shall be

designed to meet identified @chtional needs, not commercial motives, and shall be evaluated for
educational effectiveness by the District on an ongoing basis.

(Continued)
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SUBJECT: OTHER FOOD CHOICES AT SCHOOL (Cont'd.)

Annual Reporting

Reports of vending for the Board of Education shall be provided along with the annual audit of
extraclassroom accounts

Board of Education Approved/Purview

The Board of Education through the Superintendent retains sole ahdéutharity as to the
selection of a vendor and the placement of machines or similar apparatus on school district property.
The District's Business Administrator shall establish appropriate accounting procedures for any
vending machines under control okte-classroom student organizations in accordance with
applicable laws and regulations.

Adopted: 11/25/03
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SUBJECT: RECORDS MANAGEM ENT

The Superintendent will designate a Records Management Officer, subject to Board approval, to
devel op and coordinate the Districtos orderly
aspects, this program includes the legal dispositiorestrakction of obsolete records and the storage
and management of inactive records. The Records Management Officer will work with other District
officials to develop and maintain this program.

The District may create a Records Advisory Board to assisstabkshing and supporting the
records management program. Members of this board may include the District's legal counsel, the
fiscal officer, and the Superintendent or designee.

Retention and Disposition of Records

The Superintendent will retain redsr for such a period and dispose of them in the manner
described in Records Retention and Disposition Scheduld BD as otherwise approved by the
Commissioner of Education.

Replacing Original Records with Microforms or Electronic Images

The District wll follow procedures prescribed by the Commissioner of Education to ensure
accessibility and intelligibility for the life of any microform or electronic records that replace paper
originals or micrographic copies.

Retention and Preservation of ElectronidRecords

The District will ensure that recomtention requirements are incorporated into any program,
plan, or process for design, redesign, or substantial enhancement of an information system that stores
electronic records. The District will also ensuhat electronic records are not rendered unusable
because of changing technology before their retention and preservation requirements expire.

Arts and Cultural Affairs Law § 57.19
8 NYCRR Part 185

Adopted: 3/112003
Amended:3/13/2018
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*Required Policy
SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION

The School District values the protection of private information of individuals in accordance
with appicable laws and regulations. Further, the District is required to notify affected individuals
when there has been or is reasonably believed to have been a compromise of the indlikiichtal's
information in compliance with the Information Security Breaghd Notification Act and Board

policy.

a) "Private informatiofi shall mean *personal informationn combination with any one or more
of the following data elements, when either the personal information or the data element is not
encrypted or encryptedithi an encryption key that has also been acquired:

1. Social security number;

2. Driver's license number or nairiver identification card number; or

3. Account number, credit or debit card number, in combination with any required security
code, acces code, or password which would permit access to an individual's financial
account.

"Private informatiofl does not includeublicly available information that is lawfully made
available to the general public from federal, state or local governmentsecord

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

b) "Breach of the security of the systémshall mean unauthorized acquisiti 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 agertteoDistrict 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.

Determiningif a Breach Has Occurred

In determining whether information hagen 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 possesand control of an unauthorized
person, such as a lost or stolen computer or other device containing information; or

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

(Continued)
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c) Indications thathe 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) For any computerized dawwned or licensedy the School District that includes private
information, the District shall disclose any breach of the security of the system following
discovery or notificatin of the breacto any New York State resident whose private information
was, or is reasonably believed to have been, acquired by a person without valid authorization.
The disclosure to affected individuals shall be made in the most expedient timeepassibl
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 reasonable integrity c
the data system. The District shall consult with the Statec€fthf Technology Serviceso
determine the scope of the breach and restoration measures.

b) For any computerized dataaintainedoy the District that includes private information which the
District does not own, the District shall notify the owner oerisee 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, acquired by a person without valid authorization.

The notification requirement ay be delayed if a law enforcement agency determines that such
notification impedes a criminal investigation. The required notification shall be made after the law
enforcement agency determines that such notification does not compromise the investigation.

Methods of Notification

The required notice shall 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 toeceiving the notice in electronic form; and a log of each such notification is
kept by the District when notifying affected persons in electronic form. However, in no
case shall the District require a person to consent to accepting such notice in electroni
form as a condition of establishing any business relationship or engaging in any
transaction;

(Continued)
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d) Substitute notice, if the District demonstrates to the 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 haveisaf contact information.
Substitute notice shall consistalf of the following:

1. E-mail notice when the District has am®il address for the subject persons;

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

3. Notification to major statewide media.

Regardless of the method by which notice is provided, the notice shall include contact
information for the notifying District and a description of the categories of information thef arer
are reasonably believed to have been, 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, so acquired.

In the event that any New York State residents are to be notified, the District shall notify the
State Attorney GenerdlAG), the New York State Department of Statend the State Office of
Information Technology Serviceas to the timing, content and disution of the notices and
approxima& number of affected personSuch notice shall 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 shall also notify consumer reporting agencies, as defined pursuant to State Technology Law
Section 208, as to the timing, content and distribution of the notices and approximate number of
affected persons. Such notice shall be made without delagiticernto affected New York State
residents. A list of consumer reporting agencies shall be compiled by the State Attorney General and
furnished upon request to school districts required to make a notification in accordance with Section
208(2) of the Stat&echnology Law, regarding notification of breach of security of the system for any
computerized data owned or licensed by the District that includes private information.

StateTechnology Law Sections 202 and 208

Adopted 2/26/2013
Amended 4/09/2013
Amended:12/9/2014
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*Required Policy
SUBJECT: EMPLOYEE PERSONAL IDENTIFYING INFORMATION
In accordancevith Section 2031 of the New York State Labor Law, the District shall restrict the
use and access to employee personal identifying information. As enumerated in law, "personal
identifying information” shall include social security humber, home addresslephone number,
personal electronic mail address, Internet identification name or password, parent's surname prior to
marriage, or driver's license number.
The District shall not unless otherwise required by law:
a) Publicly post or display an emplee's social security number;

b)  Visibly print a social security number on any identification badge or card, including any
time card,

c) Place a social security number in files with unrestricted access; or
d) Communicate an employee's personal ifgng information to the general public.

A social security number shall not be used as an identification number for purposes of any
occupational licensing.

District staff shall have access to this policy, informing them of their rights and resptaasibil
in accordance with Labor Law Section 203District procedures for safeguarding employee "personal
identifying information” shall be evaluated; and employees who have access to such information as
part of their job responsibilities shall be advisedto the restrictions on release of such information in
accordance with law.

Labor Law Section 208

Adopted: 2/26/2013
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SUBJECT: SAFETY AND SECURITY

The Board of Eduation of the Auburn Enlarged City School District hereby declares that it is
the policy of this School District to provide a safe and secure environment to all those persons,
students, staff and visitors, who lawfully enter upon District property or velveltm District vehicles
for the purposes of the District.

It shall be the responsibility of the Superintendent to establish and carry out written regulations
that will:

a) ldentify those staff members who will be responsible for the effective admimsta the
regulations;

b) Provide staff time and other necessary resources for the effective administration of the
regulations;

c) Establish periodic written review of the activities of the staff to insure compliance with
applicable laws and regulations;

d) Provide an orgoing mechanism for the effective review of safety and security concerns of
the staff, students and affected public;

e) Provide for reports to the Board of Education regarding the significant aspects of safety and
security of the District.

Labor Law Section 2@

Student Safety

All staff who are made aware of physical and/or verbal threats to students must immediately
report these threats against students to the next level of supervisory authority for prompt action. The
immediate supervisanust then inform the Superintendent/designee, including any action taken, after
learning of such threats to students.

The District shall disseminate this policy to all employees in order to ensure staff awareness.
Hazard Communication Standard

All personnel shall be provided with applicable training to comply with the New York State
"Right-to-Know" Law and the Hazard Communication Standard.

(Continued)
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SUBJECT: SAFETY AND SECURITY (Cont'd.)

The Superintendent/designee shall maintain a current record of the social security numbers of
every employee who handles toxic substances.

Rules and regulations will be developed to insure District implementation of this policy which
shall irclude awareness information, employee training and record keeping.

New York State Labor Law Section-27

12 New York Code of Rules and Regulations
(NYCRR) Part 820 Article 28

Occupational Safety and Health

Administration (OSHA)

29 Code of Federal Relggions (CFR) 1910.1200

NOTE: Refer also to Policy #5681School Safety Plans

Adopted: 3/11/03
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*Required Policy
SUBJECT: SCHOOL SAFETY PLANS

The District considerthe 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 planfiggDistrict-wide schol safety plan
and the buildingevel emergency responptan will be designed to prevent or minimize the effects of
serious violent incidents and emergencies and to facilitate the coordination of schools and the District
with local and county resourcesthre event otheseincidents or emergencies.

These plans will be reviewed by the appropriate team on at least an annual basis and updated a
needed by September 1. Specifically, the Board will make each Distdet school safety plan
available for pblic comment at least 30 days prior to its adoption. The Distiide school safety
plans 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 edquasies. Additionally, the
District-wide school safety plan will designate the Superintendent or designee as the chief emergency
officer responsible for coordinating communication between school staff and law enforcement and
first responders, and for gmring staff understanding of this plan. Similarly, the Superintendent will be
responsible for ensuring the completion and yearly updating of buileual emergency response
plans.

*Although the District hasa single school building, in accordance lwitelevant law and
regulation, it will develop separate distriwide and buildingevel plans as described above. The
District may appeal to the Commissioner of Education in order to develop a single comprehensive
plan.

District-Wide School Safety Plan

District-wide school safety plan means a comprehensive, 4magtard school safety plan that
covers all school buildings of the District, addressasis intervention, emergency response and
management at the District leyednd has the contents as présed in Education Law and
Commissionés regulations.

The Districtwide school safety plawill be developed by the Distrietide school safety team
appointed by the Board. The Distrwide teamwill include, but not be limited to, representatives of
the Board,** student, teacher, administrator, and parent organizations, school safety persatnel
other school personnel.

The plan will further address, among other items as set forth in Education Law and
Commissioner's regulations, how the Distrigli wespond to implied or direct threats of violence by
students, teachers, other school personnel as well as visitors to the school, including threats by
students against themselves (e.g. suicide).

(Continued)
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SUBJECT: SCHOOL SAFETY PLANS (Cont'd.)
Building-Level Emergency Respons@lan

Building-level emergency responsplan means a plan that addressEssis intervention,
emergency response and management at the buileway and has the contents as prescribed in
Education Law and CommissioreregulationsAs 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 SysterfiCS).

The buildinglevel emergency responganwill be developed by the buildidgvel emergency
responseéeam. The buildindevel emergency respongeamis a buildingspecific team appointed by
the building pincipal, in accordance with regulatioms guidelines prescribed by the Board. The
building-level teamwill include, but not be limited to, representatives of teacher, administrator, and
parent organizations, school safety persommel other school personnel, community membéag;
enforcement officials, fire officials, or other emergency response agencies, and any other
representatives the Board deems appropriate.

Training Requirement

The District will submit certification to the New York State Education Department that all
District and shool staff have received annual training on the emergency response plan, and that this
training included components on violence prevention and mental health. New employees hired after
the start of the school year will receive training within 30 days @, lor as part of the District's
existing new hire training program, whichever is sooner.

Filing/Disclosure Requirements

The Districtwill file a copy of its Districtwide school safety plan and any amendments with the
Commissioner of Education no latdran 30 days afteits adoption. A copy of each buildidgvel
emergency responsplan and any amendmentsill be filed with the appropriate local law
enforcement agency and with the state police within 30 days of its adoption. Bigldegi@mergency
response plansvill be kept confidential andare not subject to disclosure under the Freedom of
Information Law(FOIL) or any other provision of law.

Homeland Security Presidential DirectivddSPD 5, HSPD8
Homeland Security Act of 2002,l86SC§ 101

Education Law88 807,2801-a

Public Officers Law Article 6

8NYCRR§155.17

Adoption Date3/11/2003
Amended 10/11/2016
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SUBJECT: CRISIS RESPONSE (POST INCIDENT RESPONSE)

When a crisis arisesorschool system is immune to the negative, physical or mental effect on its
students, staff and the local community. Immediate, effective and responsible management and
communication can address the crisis and maintain a District's integrity and cseditiidrefore, the
District shall develop and maintain a unified position by:

a) ldentifying a crisis response team to develop a plan and maintain a strong, ongoing
communications program in each school. This is the foundation for long range success.
(See"Safety By Color Plan" developed in 2002.)

b) Identifying a media spokesperson who will be briefed on all details. This spokesperson
shall be the Superintendent or his/her designee. Only this spokesperson shall talk to and
maintain a timely flow of informigon to the media.

The Superintendent/designee shall be responsible for informing staff of the crisis plan that is to
be developed by both administration and the crisis response team.

NOTE: Refer also to Policy #5681School Safety Plans

Adopted: 3/11/03
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*Required Policy
SUBJECT: USE OF AUTOMATIC EXTERNAL DEFIBRILLATORS (AEDSs)

The Auburn Enlarged City School District recognizes the need to make Automatic External
Defibrillators (AEDs) available in its buildings. Early access defibrillation has been recognized as a
significant factor in the survival from incidents of sudden cardiac arrest.

Therefore it is the policy of the Board of Education that the use of AEDs is authamizke
buildings of the Auburn Enlarged City School District in accordance with the Public Access
Defibrillation Law. Individuals authorized to use the AED devices shall have current training and
certification in CPR and the use of the AED from a recgghtraining agency. A physician shall be
appointed to provide medical oversight for the use of the AEDs. The Regional Emergency Services
Counsel and the State Department of Health as well as the local emergency services providers shall be
notified of the location and use of the AEDs within the district

Adopted: 11/26/02
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SUBJECT: EXPOSURE CONTROL PROGRAM

The District shall establish an exposure control prograsigded to prevent and control
exposure to bloodborne pathogens. According to the New York State Department of Labor's Division
of Safety and Health and OSHA standards, the program shall consist of:

a)

b)
c)
d)
e)

f)

9)
h)

Guidelines for maintaining a safe, healthy school emvivent to be followed by staff and
students alike.

Written standard operating procedures for blood/body fluid elgan
Appropriate staff education/training.

Evaluation of training objectives.

Documentation of training and any incident of exposuredodbody fluids.

A program of medical management to prevent or reduce the risk of pathogens, specifically
hepatitis B and HIV.

Written procedures for the disposal of medical waste.

Provision of protective materials and equipment for all employees efiorm jobrelated
tasks involving exposure or potential exposure to blood, body fluids or tissues.

Occupational Safety and Health Administration (OSHA)
29 Code of Federal Regulations (CFR) 1910.10:30

Adopted: 3/11/03
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SUBJECT: COMMUNICABLE DISEASES

Regulations and procedures will be developed for dealing with communicable diseases in ways
that protect the health of both students and staff while minimizing the disruption of thegi@auc
process.

Adopted: 3/11/03
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SUBJECT: HUMAN IMMUNODEFICIENCY VIRUS (HIV) RELATED ILLNESSES

The Board of Education contends that a student shall no¢riedithe right to attend school or
continue his/her education nor shall an employee be denied the right to continue his/her employment
who has been diagnosed or identified as having a positive blood test for the antibodies to the Human
Immunodeficiency Mius (HIV). The Board further contends that under current law and regulations,
the disclosure of confidential HFelated information shall be strictly limited.

Administrative regulations and procedures shall be developed and implemented by the
administraion based on recommendations from the New York State Education Department and from
consultation with appropriate professional and medical staff in the District.

The Superintendent shall also establish protocols for routine sanitary procedures forvdéaling
the cleaning and handling of body fluids in school, with special emphasis placed on staff awareness.

Confidentiality: Public Health Law, Article 2/

Adopted: 3/11/03
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SUBJECT: TRANSPORTATION PROGRAM

It is the intent of the Board of Education to comply with the letter and spirit of the New York
State Education Law; with the regulations of the Department of Motor Vehicles and of the Department
of Transportatiorand with the Commissioner of Education's regulations and decisions pertinent to
student transportation, and these shall govern any questions not covered by specific declaration of
policy herein. This policy also applies to contractor owned and operetedl uses under contract
with the District.

The purposes of the transportation program are to transport students to and from school, to
transport them for extracurricular activities, to transport them on field trips, and to transport those
requiring sgcial services.

The Board of Education recognizes and assumes the responsibility for all aspects of the

transportation of children wherein the health and safety of students are involved, for the Board of
Education has a legal obligation to safeguarditbéare of busriding children.

Education Law Sections 3602(7) and 3635 et seq.

Adopted: 3/11/2003
Amended:5/28/2013
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SUBJECT: SCHEDULING AND ROUTING

Bus limits are athorized by the Board of Education and any requests for a change must be
submitted to the Superintendent or his/her desigfiées policy also applies to contractor owned and
operated school buses under contract with the District.

Transportation serviseshall be provided to meet the needs of the students of the District within
specified limits and areas established by the Board of Education.

Education Law Sections 3621 and 3635

Adopted: 3/11/2003
Amended:5/28/2013
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SUBJECT: Scheduling and Routing

Transportation services shall be provided to meet the needs of the students of the District
within specified limits and areas established by the Board of Education.

The Board of Education shall transport children to the public schools as follows:

a)

b)

c)

d)

f)

All children in grades K6 who live in the District and live one (1) mile or more from
the schoothey attend.

All children in grades -B who live in the District and live one and enalf (11/2)
miles or more from the school they attend.

All children in grades 942 who live in the District and live two (2) miles or more from
the high school.

TheD strict issues bus passes to the chil
location. The Daycare Transportation Request form must be completed and approved
to receive transportation to the |l icense

Astudentcamnl y have a single residence for s
parents are divorced. The District will consider upon availability of seating issuing two
different bus passes for one student when the parentsjdiavghysical custodyf

child. Parents must produce copies of custody papers for review and approval.

The District will also consider the following scenario whereby parents share joint
custody and the person who has the physical custody wishes to have the other
i ndi vi du ad thas shares gointdcestody as the residence for transportation
purposes. The parent/guardian with physical custody would need to qualify for
bussing. They may elect to have an individual who shares joint custody identified as
residence for transportatio as | ong as they reside with
where the student attends. Parents must provide custody papers for review and
approval.

The District may transport students who do not live within the specified limits

established in a, @nd c above. Space must be available on the bus and existing route
where they reside.

1 Requests for measuring distances for transportation must be made in the period
between the date the District issues bus passes and October 1, of each school year

(Continued)
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SUBJECT: Scheduling and Routing

ADMINISTRATIVE PROCEDURE

a) Bus passes ( oses)wilMba issked bneaspace avaialde basis on the route
after the start of school.

b) Children will walk back to the last stop on the regular route.
c) Bus passes will be issued based on age and distance.
Education Law Sections 3621, 3635
Reviewed: 9/204

4/2007
12/2011
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SUBJECT: TRANSPORTATION OF STUDENTS

This policy also applies to contractor owned and operated school buses under contract with the
District.

Requests For Tansportation to and From Non-Public Schools

The parent or guardian of a parochial or private school child residing in the School District who
desires that the child be transported to a parochial or private school outside of the School District
during the next school year should submit a written request to the Board of Education no later than
April 1 of the preceding year, or within thirty (30) days of moving into the District. No late request of
a parent or guardian shall be denied where a reasongdiéanation is provided for the delay.

Transportation of Students With Disabilities

Students with disabilities in the District shall be transported up to fifty (50) miles (one way) from
their home to the appropriate special service or program, unlessothmi€sioner certifies that no
appropriate nonresidential special service or program is available within fifty (50) miles. The
Commissioner may then establish transportation arrangements.

Transportation of Non-Resident Students

The District and the Contcgor shall not extend its bus routes outside of the District to pick up
nonresident students.

Transportation to School Sponsored Events

Where the District has provided transportation to students enrolled in the District to a school
sponsored field tripextracurricular activity or any other similar event, it shall provide transportation
back to either the point of departure or to the appropriate school in the District unless the parent of
legal guardian of a student participating in such event has pabwade Districtwith a written,
consistent with District policy, authorizing an alternative form of return transportation for such student
or unless intervening circumstances make such transportation impractical. The request can be
submitted on the formsaociated with the policy for review and approval. In cases where intervening
circumstances make transportation of a student back to the giaiieparture or to the appropriate
school in the district impractical, a representative of the School Distadit remain with the student
until such student's parent of legal guardian has been contacted and informed of the intervening
circumstances which make such transportation impractical, and the student has been delivered to
his/her parent or legal guardian.

Education Law Sections 1604, 1709, 1804, 1903, 1950,
2503, 2554, 259@, 3635, 4401(4), 4404, and 4405

Adopted: 3/11/2003
Amended:11/13/2012
Amended:5/28/2013
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Auburn Enlarged City School District
PARENT/GUARDIAN PERMISSION COVERING ALTERNATE
TRANSPORTATION FOR SCHOOL SPONSORED EVENTS

, give my son/daughter
Parent/Guardian Student

Permission to ride home with from the
Parent/Guardian of Another Student Date

School Sponsored Event (e.g. Athletic Function)

Parent/Guardian Date
Student Date
| will accept responsibility for transporting home
Student

from the above mentioned function.

Parent/Guardian of Another Student Date

School Administrator / Coach Date
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SUBJECT: SCHOOL BUS SAFETY PROGRAM

The safe transportation of students to and from school is of primary concern in the administration
of the school bus program. All state laws and reguia pertaining to the safe use of school buses
shall be observed by drivers, students and school persoiihes. policy also applies to contractor
owned and operated school buses under contract with the District.

To assure the safety and security afisints boarding or exiting school buses on school property,
it shall be unlawful for a driver of a vehicle to pass a stopped school bus when the red bus signal is in
operation.

Use of Cell Phones and Portable Electronic Devices Prohibited

Use of portableslectronic 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 and students are lounsthe

Personal cell phones are to be placed in the "off" position when in the possession of the school
bus driver while the bus is in operation. Cell phones may be used in case of emergency.

The following terms are defined as:

a) "Portable electronicalice" shall mean any mobile telephone (hand held or "hands free"),
personal digital assistant (PDA), portable device with mobile data access, laptop computer,
pager, broadband personal communication device, electronic game, or portable computing
device.

b) "Using" shall mean holding a portable electronic device while viewing, taking or
transmitting images, playing games, or composing, sending, reading, viewing, accessing,
browsing, transmitting, saving or retrievingrail, text messages, or other elentocodata.

c) "In operation” shall mean that the bus engine is running, whether in motion or not.

The District Transportation Supervisor, in cooperation with the Principals, has the responsibility
of developing and publishing safety rules to be followgditivers 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. There is no substitute for training to develop safe habits in
pedestrian and vehicular traffic.

All buses and other vehicles owned and operated by the School Qistiti€@ontractowill have
frequent safety inspections, and will be serviced regularly. The Transportation Supervisor will
maintain a comprehensive oed of all maintenance performed drstrict owned vehicles. He/she
will verify that the contractor maintains comprehensive records on all contractor owned buses

(Continued)
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SUBJECT: SCHOOL BUS SAFETY PROGRAM

Every bus driver is required to report promptly any school bus accident involving death, injury,
or property damage. All accidents, regardless of damage involved, must be répdinegolice and
then the District Tansporation Supervisoby district drivers and by the vendor(s) contract bus
companies

All buses and other vehicles owned by vendors/contract bus companies with whom the District
contracts will have frequent safety inspections and be serviced regularly TrEnsportation
Supervisor will maintain a comprehensive record of all maintenance performed on each vehicle.

Education Law Section 3623
Vehicle and Traffic Law Sections 5@7), 5091(1-b), 1174(a) and 1174(b)
8 New York Code of Rules and Regitais (NYCRR) Section 156.3

NOTE: Refer also to Policies #5171 - Drug and Alcohol Testing for School Bus Drivers and Other
SafetySensitive Employees

Adopted: 3/11/2003
Amended: 5/08/2012
Amended:5/28/2013
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS

This policy also applies to contractor owned and operated school buses under contract with the

District.

Contractor is responsible for maintaining this data. The District wilfyvéhat this is

maintained.

A person shall be qualified to operate a bus only if such person:

a)

b)

c)

d)

9)

h)

Is at least twentpne years of age;

Has been issued a currently valid driver's license or permit which is valid for the operation
of a bus in New York State

Has passed the annual bus driver physical examination administered pursuant to
Regulations of the Commissioner of Education and the Commissioner of Motor Vehicles.
In no case shall the interval between physical examinations exceeti@ntl2 period;

Is not disqualified to drive a motor vehicle under Sections&@8d 509cc and any other
provisions of Article 19A of the Vehicle and Traffic Law;

Has on file at least three statements from three different persons who are not related to the
driver/appli@ant pertaining to the moral character and to the reliability of such
driver/applicant;

Has completed, or is scheduled to complete, State Education Department safety programs
as required by law;

Is in compliance with federal law and regulations, as wsllDastrict 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 at least once every two (2) yaars and/
following an absence from service of sixty (60) or more consecutive days from his/her
scheduled work duties;

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

Special Requiements For New Bus Drivers

Before employing a new bus driver, the Superintendent or his/her designee shall:

a)

Require such person to pass a physical examination within four (4) weeks prior to the
beginning of service;

(Continued)
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS (Cont'd.)

b)

NOTE:

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 dueipgeceding three
years;

Investigate the person's employment record during the preceding three years;
Require such person to submit to the mandated fingerprinting procedures;
Request the Department of Motor Vehicles to initiate a criminal history gheck

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

Sections 502, 509cc, and Article 19A of the

Vehicle and Traffic Law

Education Law Seain 3624

15 New York Code of Rules and Regulations
(NYCRR) Part 6

8 New York Code of Rules and Regulations (NYCRR)
Section 156.3

Omnibus Transportation Employee Testing Act of 1991
(P. L. 102143)

49 United States Code (USC) Section 521(b)

49 Code of Fedaf Regulations (CFR)

Parts 40, 382, 391, 392, and 395

Refer also to Policy #5751 Drug and Alcohol Testing for School Bus Drivers and Other
SafetySensitive Employees

Adopted: 3/11/2003
Amended:5/28/2013
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS AND
OTHER SAFETY -SENSITIVE EMPLOYEES

In accordance with federal regulations, employees in safgigitive positions who are required
to have and use eommercial driver's license (CDL), are subject to random testing for alcohol,
marijuana, cocaine, amphetamines, opioids, and phencyclidine (PCP). The District will adhere to
federal law and regulations requiring the implementation of a drug and alcotod teogram for
those employees in safesgnsitive positions.

The District and the Contractor shall either establish and manage its own program, by contract,
for the provision of alcohol and drug testing of employees in safatgitive positions. Safet
sensitive employees (SSEs), including school bus drivers and other employees, who drive a vehicle
which is designed to transport 16 or more passengers (including the driver), will be subject to this
requirement.

Federal regulations require that schoas lolrivers and other SSEs be tested for alcohol and drugs
at the following times:

a) Drug testing will be conducted after an offer to hire, but before actually performing-safety
sensitive functions for the first time. This peenployment testing will alsbe required
when employees transfer to a safsénsitive position.

b) SSEs are also subject to a random drug and/or alcohol test on an unannounced basis just
before, during, or just after performance of safysitive functions.

c) In addition, tesng will be ordered if a trained supervisor has a "reasonable suspicion” that
an employee has engaged in prohibited use of drugs and/or alcohol.

d) There will also be posiccident testing conducted after accidents on employees whose
performance coulddve contributed to the accidents.

e) Finally, returnto-duty and followup testing will be conducted when an individual who has
violated the prohibited alcohol or drug conduct standards returns to performing safety
sensitive duties. Followp tests arenannounced and at least six tests must be conducted
in the first 12 months after an employee returns to duty. Falipwesting may be extended
for up to 60 months following retuto-duty.

All employee drug and alcohol testing will be kept confidential @ill only be revealed without

the driver's consent to the employer, a substance abuse professional, drug testing laboratory, medica
review officer, and any other individual designated by law.

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS AND

OTHER SAFETY -SENSITIVE EMPLOYEES (Cont'd.)

The following alcohol and controlled substasretated activities are prohibited by the Federal
Highway Administration's drug us@a alcohol misuse rules for drivers of commercial motor vehicles
(CMV) and other SSEs:

a)

b)

9)

h)

Reporting for duty or remaining on duty to perform safapsitive functions while having

an alcohol concentration of 0.04 or greater. If testing shows an alcohcérdration of

0.02 or greater but less than 0.04, the employee must be removed from performing safety
sensitive activities for 24 hours, but no punitive action will be taken by the employer.

Being on duty or operating a CMV while the driver posseabxshol, unless the alcohol is
manifested and transported as part of a shipment. This includes the possession of medicines
containing alcohol (prescription or ov#re-counter), unless the packaging seal is
unbroken.

Using alcohol while performing setfy-sensitive functions.
New York State law prohibits using alcohol six hours or less before duty.

When required to take a pemtcident alcohol test, using alcohol within eight hours
following the accident or prior to undergoing a pastident atohol test, whichever comes
first.

Refusing to submit to an alcohol or controlled substance test required bgcpmint,
random, reasonable suspicion, or follaw testing requirements.

Reporting for duty or remaining on duty, requiring the periance of safetgensitive
functions, when the SSE uses any controlled substance. This prohibition does not apply
when instructed by a physician who has advised the SSE that the substance does not
adversely affect the SSE's ability to safely operate a CMV

Reporting for duty, remaining on duty, or performing a sasetysitive function, if the SSE
tests positive for controlled substances.

Drivers and other SSEs who are known to have engaged in prohibited behavior with regard to
alcohol misuse or usef @ontrolled substances are subject to disciplinary action and penalties in
accordance with District policyand collective bargaining agreements, as well as the sanctions
provided for in federal law. SSEs who have engaged in prohibited behavior will rmatioed to
perform safetysensitive functions until they are:

(Continued)
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS AND
OTHER SAFETY -SENSITIVE EMPLOYEES (Cont'd.)

a) Evaluated by a substance abuse professional (SAP).
b) Complete any requirements for rehabilitation as set by the District and the SAP.

c) Pass a returto-duty test with the result below 0.02 if the conduct involved alcohol, or a
controlled substance testtivia verified negative result if the conduct involved controlled
substance use.

d) The SSE will also be subject to unannounced follpralcohol and controlled substance
testing. The number and frequency of the folovtesting will be as directed byl AP,
and consist of at least six tests in the first 12 months.

The Superintendent will ensure that each vendor or contract bus company receives a copy of
District policy, educational materials that explain the requirements of the alcohol and dmg test
regulations, and any 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 vendor or contract bus compang,tha vendor or bus company will sign for
receipt of all of the above documents, as well as other appropriate personnel, prior to the start of
alcohol and controlled substance testing as well as at the beginning of each school year or at the time
of hire for anySSEs

The Superintendent or designee can assist vendors/contract bus companies with arrangements fol
training of all supervisors who may be utilized to determine whether "reasonable suspicion” exists to
test a driver for prohibited conduct invakg alcohol or controlled substance use/abuse.

Any significant violation of this policy or District procedureand applicable federal and state
laws by vendors/contract bus companies and other emplaoyile®sult in revocation of their contract
for thetransportation of students.

Omnibus Transportation Employee Testing Act of 1991 (Public Lawl432 49 US(88 31136 and
31306

49 CFR Parts 40, 172, 382, 383, 391, 392 and 395

Vehicle and Traffic Law § 508

Adopted: 3/11/2003
Amended: 5/28/2&
Amended: 5/8/2018
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SUBJECT: IDLING SCHOOL BUSES ON SCHOOL GROUNDS

The Board of Education recognizes the need to promote the health and safety of District students
and staff and terotect the environment from harmful emissions found in bus and vehicle exhaust. In
accordance with Education Law and Commissioner's Regulations, the District will minimize, to the
extent practicable, the idling of all school buses and other vehicles awrledsed by the District
while such bus or vehicle is parked or standing on school grounds or in the front of any school. This
policy also applies to contractor owned and operated school buses under contract with the District.

The District shall ensurghat each driver of a school bus or other vehicle owned, leased or
contracted foby the District turn off the engine of the bus or vehicle while waiting for passengers to
load or off load on school grounds, or while such vehicle is parked or standingam grounds or in
front of or adjacent to any schoolhis expectation will be shared with all drivers no later than five
(5) days after the first day of school. The district will maintain a copy of the communication to the
drivers, and include in th&anspotation files in the district for a period of six (6) years. This
communication shall include content of the policy, the date it was communicated to the drivers, and
cl ear expect at i adlingbebaliorst he dri ver ds ant.

Exceptions

Unless othewise required bystate or local lawthe idling of a school bus or vehicle engine may
be permitted to the extent necessary to achieve the following purposes:

a) For mechanical work; or

b) To maintain an appropriate temperature for passenger comfort; or

c) In emergency evacuations where necessary to operate wheelchair lifts.
Private Vendor Transportation Contracts

All contracts for pupil transportation services between the School District and a private vendor
that are entered into on or after August 2008, shall include a provision requiring such vendor's

compliance with the provisions of reducing idling in accordance with Commissioner's Regulations
Section 156.3(h).

Education Law Section 3637
Vehicle and Traffic Law Section 142
8 NewYork Code of Rules and Regulations (NYCRR) Section 156.3(h)

Adopted: 5/28/2013
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SUBJECT: CODE OF ETHICS FOR BOARD MEMBERS AND ALL DISTRICT
PERSONNEL

General Provisions

Officers and employees of tAaiburn Enlarged Cityschool District hold their positions to serve
and benefit the public, and not to obtain unwarranted personal or private gain iritisesrf their
official powers and duties. The Board of Education recognizes that, in furtherance of this fundamental
principle, there is a need for clear and reasonable standards of ethical conduct. This policy establishes
those standards.

The provisons of this policy are intended to supplement Article 18 of General Municipal Law
Sections and any other law relating to ethical conduct of District officers and employees, and should
not be construed to conflict with those authorities.

Standards of Conduct

The following rules and standards of conduct apply to all officers, including Board members,
and employees of theuburn Enlarged Cityschool District.

Gifts

No person may directly or indirectly solicit, accept, or receive any gift having a ob#i5 or
more under circumstances in which it could reasonably be inferred that the gift was intended or
expected to influence the individual in the performance of his/her official duties or was intended as a
reward for any official action on the part dfe individual. This prohibition applies to any gift,
including money, services, loan, travel, entertainment, hospitality, thing or promise, or any other form.

Confidential Information

No person may disclose confidential information acquired by him¢héne course of his/her
official duties or use this information to further his or her personal interests.

Conflicts of Interest

Except as permitted by law, no person may have an interest in any contract with the District
when he/she, individually, as a member of the Board, has the power or duty to: negotiate, prepare,
authorize, or approve the contract or authorize or approve payment under the contract; audit bills or
claims under the contract; or appoint an officer or employee who has any gboess or duties.

Likewise, unless permitted by law, no chief fiscal officer, treasurer, or his/her deputy or

employee, may have an interest in a bank or trust company designated as a depository, paying agent
registration agent, or for investment ahtils of the District.

(Continued)
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SUBJECT: CODE OF ETHICS FOR BOARD MEMBERS AND ALL DISTRICT
PERSONNEL (Cont'd.)

"Interest," as used in this policy, means a direct or indirect pecuniary or material besrafiigac
to a District officer or employee as the result of a contract with the District. A District officer or
employee will be considered to have an interest in the contract of: his/her spouse, minor children and
dependents, except a contract of employnveith the District; a firm, partnership or association of
which he/she is a member or employee; a corporation of which he/he is an officer, director or
employee; and a corporation any stock of which is owned or controlled directly or indirectly by
him/her.

The provisions of the preceding three paragraphs should not be construed to preclude the
payment of lawful compensation and necessary expenses of any District officer or employee in one or
more positions of public employment, the holding of which ispnohibited by law.

Representing Others in Matters Before the District

No person may receive, or enter into any agreement, express or implied, for compensation for
services rendered in relation to any matter before the District. Likewise, no oneaea rer enter
into any agreement, express or implied, for compensation for services rendered in relation to any
matter before the District, where the individual's compensation is contingent upon any action by the
District with respect to the matter.

Disclosure of Interest in Contracts and Resolutions

Any District officer or employee who has, will have, or later acquires an interest in or whose
spouse has, will have or later acquires an interest in any actual or proposed contract, purchase
agreement, Ese agreement, or other agreement, including oral agreements, with the District must
publicly disclose the nature and extent of that interest in wridm¢ghe Auburn Enlarged City School
District Disclosure of Interest Form associated with this polidge disclosure must be made when the
officer or employee first acquires knowledge of the actual or prospective interest, and must be filed
with the person’'s immediate supervisor and the Board of Educd@isolosure will require any
District Officer or empbyee to recuse themselves from discussion and voting on the contract or matter
for which they have an interestAny written disclosure will be made part of and included in the
official minutes of the relevant Board meeting.

Investments in Conflict with fiicial Duties

No person may invest or hold any investment directly or indirectly in any financial, business,
commercial, or other private transaction, that creates a conflict with his/her official duties, or that
would otherwise impair his/her independe of judgment in the exercise or performance of his/her
official powers or duties.

(continued)
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SUBJECT: CODE OF ETHICS FOR BOARD MEMBERS AND ALL DISTRICT
PERSONNEL (Cont'd.)

Private Employment

No person mayengage in, solicit, negotiate for, or promise to accept private employment or
render services for private interests when that employment or service creates a conflict with or impairs
the proper discharge of his/her official duties.

Future Employment

No person may, after the termination of service or employment with the District, appear before
the District in relation to any case, proceeding, or application in which he/she personally participated
during the period of his/her service or employment octvivas under his or her active consideration.

Notice of Code of Ethics and General Municipal Law SectionsS8830

The Superintendent will ensure that a copy of this code of ethics is distributed to every District
officer and employee, and that a copl General Municipal Law Sections 8@D9 is posted
conspicuously in each District building. The failure to distribute this code of ethics or to post General
Municipal Law Sections 80809 will have no effect on either the duty of District officers and
empbyees to comply with their provisions, or the ability of the District or other relevant authorities to
enforce them.

Education Lawg 410
General Municipal Law Article 18 arg 800-809

Adopted 5/13/2003
Amended 2/9/16
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AUBURN ENLARGED CITY SCHOOL DISTRICT
DISCLOSURE OF INTEREST

TO: Board President and

RE: Disclosure of Interest

As [a Board member/an officer/an employe¢ the Auburn Enlarged City School District, |
have recered a copy of the District's Code of Ethics. Consistent with that Caalm, disclosing my
interestin an actual or prosed contract to which the District is party. Specifically:

[Check all that apply
[ ] I, my spouse, minor children, or dependentsefieior would materially benefit from a contract

with [insert the name of the vendor, contractor, or other entity with whom the District does or
may do businegs

[ 1 1 am or my spouse is a member or employeeindeft the name of the firm, partnership, or
association with whom the District does or may do busjness

[ ] | am or my spousesian officer or employee ofnjsert the name of the firm, partnership, or
association with whom the District does or may do busjness

[ ] 1ormyspouse own or control stork[insert the name of the corporation

[ 1] Other
(Specify:

Additional information regarding the nature and extent of my interest is provided below:

| understand that additional information regarding this matter may be necessary, and will
supplement this lettet ¢he request of the Board.

Name (Printed or Typed) Signature Date
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*Required Policy

SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY

It is the policyof this District to provide, through a positive and effective program, equal
opportunities for employment, retention and advancement of all people regardless of race, color,
creed, religion, national origin, political affiliation, sex, sexual orientaage, marital status, military
status, veteran status, disability, predisposing genetic characteristics, use of a recognized guide dog,
hearing dog or service dog, or domestic violence victim status.

Sexual orientation is defined as heterosexuality, fsmxgality, bisexuality or asexuality,
whether actual or perceived.

The term "military status” means a person's participation in the military service of the United
States or the military service of the state, including but not limited to, the armed dotbesUnited
States, the army national guard, the air national guard, the New York naval militia, the New York
guard, and such additional forces as may be created by the federal or state government as authorize
by law.

Provisions will be provided forhe publication and dissemination, internally and externally of
this policy to ensure its availability to interested citizens and groups.

The Board believes it to be in the interest of both students and the public to have a staff which is
highly qualified and effective in performing the duties assigned to them, and which contains a healthy
diversity of personal backgrounds.

The Superintendent of Schools shall ensure that applicants for open positions in the
administrative, instructional or support staffthe district are actively sought from members of any
minority group, which is undenepresented in that staff.

Additionally, administration shall establish grievance procedures that provide for the prompt and
equitable resolution of complaints allegidiscrimination. Those intending to file a grievance due to
alleged discrimination must follow the grievance procedure as established by the District.

Prohibition of Retaliatory Behavior (Commonly Known as "Whi&lewer" Protection)

The Board prohilts any retaliatory behavior directed against complainants, victims, witnesses,
and/or any other individuals who participated in the investigation of a complaint of discrimination.
Follow-up inquiries shall be made to ensure that discrimination has nohedsand that all those
involved in the investigation of the discrimination complaint have not suffered retaliation.

Posting Requirement of Correction Law Article-23

The District shall post, in a place accessible to employees and in a visually oonspicanner,
a copy of Article 23A of the Correction Law and any regulations promulgated under that statute.
Article 23-A addresses the licensure and employment of persons previously convicted of one or more
criminal offences.

(Continued)
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SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY (Cont'd.)

Civil Penalties in Employment Discrimination Matters

New York StateHuman Rights Lawmposescivil fines and penalties, payable to the State, of up
to $50,000 for unlawful acts of etgyment discrimination, and up to $100,000 for willful, wanton, or
malicious discriminationin accordance withaw, these penalties may be assessed in all cases of
employment discriminatioite.g., whether such a claim is pursued in a more dbuaurt action or
through an administrative proceeding before the New York State Division of Human Rig/ndg).
the legislation, an employer with fewer than fifty (50) employees may be allowed to pay the civil fines
and penalties in installments.

The rew civil fines do not replace or limit other relief under New Y8tlkteHuman Rights Law
that may be awarded to a prevailing complainargn administrative proceedirvghich includes, but
is not limited to, affirmative relief from the employes.¢, anorder that the individual be hired,
promoted or reinstated by the employer), bpalg and other compensatory damageg,(emotional
distress damageshhe New York Stat®ivision of Human Rightsannot award punitive damages or
attorney's fees to a pralrag complainant in an administrative proceeding. HoweeeNew York
State Courtmay award a prevailing plaintiff in a court action various relief, including, but not limited
to, punitive damages and attorney's fees. (An administrative proceeding thefddew York State
Division of Human Rightand an action commenced itNew York State Courépresent two different
ways to seek redress for acts of alleged employment discrimination.).

Age Discrimination in Employment Act, 29 United States Code (USC)i& 621

Americans With Disabilities Act, 42 United States Code (USC) Section 12101 et seq.

Prohibits discrimination on the basis of disability.

Genetic Information Nondiscrimination Act of 2008 (GINA) Public Law -PB3
Prohibits discrimination in #anworkplace based upon genetic information.

Section 504 of the Rehabilitation Act of 1973, 29 United States Code (USC) Section 794 et seq.

Title VI of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000d et seq.
Prohibits discriminatiomn the basis of race, color or national origin.

Title VIl of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000e et seq.
Prohibits discrimination on the basis of race, color, religion, sex or national origin.

Title IX of the EducatiorAmendments of 1972, 20 United States Code (USC) Section 1681 et seq.
Prohibits discrimination on the basis of sex.

Civil Rights Law Section 4@
Prohibits discrimination on the basis of race, creed, color, national origin, sex, sexual orientatiah, mar
status or disability.

Civil Service Law Section 7B

Executive Law Section 290 et seq.
Prohibits discrimination on the basis of age, race, creed, color, national origin, sex, sexual orientation,
disability, military status, predisposing genetittaracteristics, marital status, use of a recognized guide
dog, hearing dog or service dog, or domestic violence victim status.

Labor Law Section 204

Military Law Sections 242 and 243

Adopted: 5/13/2003
Amended: 5/8/2012
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE

The District is committed to maintaining a discriminatioge work environment. Sexual
harassment is onerfo of workplace discrimination. Thisgticy addresses sexual harassment in the
workplace and is one component of the Disgiatommitment to a discriminatidree work
environment.The District will provide this policy to akmployees in writingThe District will post
this policy prominentlyhroughout the District to the extent practicable.

Sexual harassment is a form of employee miscondactviolation of District policy, and
unlawful. Employees of every level who engage in sexual harassment, including supygreisannel
who engage irsexual harassmenwvho knowingly allow such behavior to continuer fail to report
suspected sexual harassmeiit be subject to remedial and/or disciplinary action by the District.
Sexual harassmentay also subjectthe Districtto liability for harm totargets of sexual harassment.
Harassers may also be individually subject to liability

This policy applies to all instances of sexual harassment perpetrated agamatrad persqgh
regardless of immigration statusy anyone in the workplace, inciad a ceworker, supervisor, or
third-party such as a neemployee, paid or unpaid intern, vendor, building security, visitor, volunteer,
parent, or student. For purposes of this pokcicovered persdnincludes:

a) Employees;
b) Applicants for emplognent;
c) Paid or unpaid interns; and

d) Nonemployees, whichinclude anyone who is (or is employed by} contractor,
subcontractor, vendor, consultant, or other person providing services pursuant to a contract
in the workplace.

Sexual harassment the workplace can occur between any individuals, regardless of their sex or
genderUnlawful sexual harassment is not limited to the physical workplace iB®thial harassment
can occuron school groundsschool buses or District vehicleand at schoolsponsored events,
programs, or activities, including those that take place at locations off school preincsasalso
occur while emplgees are traveling for District busine§zalls, texts, emails, and social media usage
can constitute unlawful workpta harassmengven if they occur away from school grounds
personal device®r during norwork hours.

What Constitutes Sexual Harassment
Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and
(where applicable)dcal law. Sexual harassment includes harassment on the basis of sex, sexual

orientation, seHdentified or perceived sex, gender expression, gender ideanitythe status of being
transgender.

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont'd.)

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is
directed at an individual because of that individuséx when:

a) Such conduct has the purposeefiect of unreasonably interfering with an individsal
work performance or creating an intimidating, hostile or offensive work environment, even
if the reporting individual is not the intended target of the sexual harassment;

b) Such conduct is made eghexplicitly or implicitly a term or condition of employment; or

c) Submission to or rejection of such conduct is used as the basis for employment decisions
affecting an individua employment.

A sexually harassing hostile work environment includeg, ibwnot limited to, words, signs,
jokes, pranks, intimidation or physical violence which are of a sexual nature, or which are directed at
an individual because of that individisasex. Sexual harassment also consists of any unwanted verbal
or physical adances, sexually explicit derogatory statements or sexually discriminatory remarks made
by someone which are offensive or objectionable to the recipient, which cause the recipient discomfort
or humiliation, which interfere with the recipiénjob performace.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual
favors. This can include hiring, promotion, continued employment or any other terms, conditions or
privileges of employment. This is also callepiid proqud’ harassment.

Any covered persowho feels harassed should repibie conducto that any violation of this
policy can be corrected promptly. Any harassing conduct, even a single incident, can be addressed
under this policy.

Examples of 8xualHarassment

The following describes sometionsthat mayconstituteunlawful sexual harassment and that
are strictly prohibited:

a) Physical acts of a sexual nature, such as:

1. Touching, pinching, patting, kissing, hugging, grabbing, brushing against another
persors body ompoking another perstbody;and

2. Rape, sexual battery, molestation or attempts to commit these assaults.

b) Unwanted sexual advances or propositionshsas:

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont'd.)

1. Requests for sexual favors accompanied by implied or overt threats concerning the
targets job performance evaluation, a promotion or other job benefits or detriments;
and

2. Subtle or obvious pressure for unwelcome sexual activities.

Sexually oriented gestures, noises, remarks or jokes, or comments about &s person
sexuality or sexuabgerience, which create a hostile work environment.

Sex stereotyping which occurs when conduct or personality traits are considered
inappropriate simply because they may not conform to other pedgéas or perceptions
about how individuals of a pagular sex should act or look.

Sexual or discriminatory displays or publications whgre in the workplace, such as
pictures, posters, calendars, graffiti, objects, promotional material, reading matarials
other materials that are sexually demeaning or pornographic. This includes such sexual
displays on workplace computers or cell phones and sharing such displays while in the
workplace.

Hostile actions taken against an individual because of thavidodls sex, sexual
orientation, gender identitand the status of being transgender, such as:

1. Interfering with, destroying or damaging a persamorkstation, tools or equipment,
or otherwise interfering with the individislability to perform thégob;

2. Sabotaging an individualwork;and

3. Bullying, yelling, or namecalling.

Prohibition of Retaliatory Behavior (Whistle-Blower Protection)

Unlawful retaliation can be angcion that could discourage a covered perfom coming
forward to nake or support a sexual harassment claim. Adverse action need notélateth or occur
in the workplace to constitute unlawful retaliation (e.g., threats of physical violence outside of work

hours).

The District prohibits any retaliatory behavior dited against complainants, victims, witnesses,
and/or any dter individuals who participat@e the investigation of a complaint of sexual harassment.
Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State
Human Rights Law protects any individual who has engagéprotected activity. Protected activity
occurs when a person has:

a)

Made a complaint of sexual harassment, either internally or with arygliaatimination
agency;

(Continued)
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SUBJECT: SEXUAL HARASSMENT IN THE WORKPLACE (Cont'd.)

b) Testified or assisted in a proceeding involving sexual harassment under the Human Rights
Law or other antdiscrimination law;

c) Opposed sexual harassmentrhgking a verbal or informal complaiof harassmento a
supervisoy building principal, other administrator, or the Civil Rights Compliance Officer
(CRCO)

d) Reported that another employee has been sexually harassed; or
e) Encouraged a fellomployee to report harassment.

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the
individual is protected from retaliation if the person had a good faith belief that the practices were
unlawful. However, theeataliation provision is not intended to protect persons making intentionally
false charges of harassment.

Reporting Sexual Harassment

Preventing sexual harassméneveryonts responsibility. The Districtannot prevent or remedy
sexual harassment unées knows about it. Angovered persowho has been subjected to behavior
that may constitute sexual harassment is encouraged to report such behavior to a sunelsisgr,
principal other administratorpr the CRCO Anyone who witnesses or becomesaeavof potential
instances of sexual harassment should report such behavior

Reports of sexual harassment may be made verbally or in writing. A form for submission of a
written complaint igposted on the District websjtand all covered persomase encaraged to use this
complaint form.Personsvho are reporting sexual tessment on behalf of another perstiould use
the complaint form and note that itieing submitte@n anothepersors behalf.

Any persorwho believe they have been a target of sexual harassment may also seek assistance
in other available forums, as explained below in the section on Legal Protections.

Supervisory Responsibilities

All supervisors, building principals, and other administrators who receive a complaint or
information about suspected sexual harassment, observe what may be sexually harassing behavior o
for any reason suspect that sexual harassment is occurring, aredequeport such suspected sexual
harassment to the CRCO. the event th€RCOis the alleged harasser, the report will be directed to
anotherCRCQ if the District has designated another individual to serve in that capacity, or to the
Superintendent.*
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In addition to being subject to discipline if they engaged in sexually harassing conduct
themselves, supervisorsuilding principals, and other administratovsl be subject to discipline for
failing to report suspected sexual harassment or otherwise knowingly allowing sexual harassment to
continue.

Supervisors, building principals, and other administratahs also be subject to discipline for
engaging in any retaliation.

Investigating Complaints

All complaints or information about sexual harassment will be investigated, whether that
information was reported in verbal or written form. Investigations will bedacted in a timely
manner, and will be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual harassment
will be prompt and thorough, commenced immediately and completed as soon as pdssble.
investigation will bekept confdential to the extent possibBisclosure may, however, be necessary to
complete a thorough investigation of the charges and/or notify law enforcement offidiglsrsons
involved, ircluding complainants, witnessemd alleged harassers will be accorded due process, as
outlined below,and in accordance with any applicable collective bargaining agreemoeptstect
their rights to a fair and impartial investigation.

The Districtwill not tolerate retaliation againsihyonewho files complaints, suppostanothels
complaint or participatsin an investigation regarding a violation of this policy.

While the process may vary from case to case, investigations should be donedaramzwvith
the following steps:

a) Upon receipt ofa complaint, the CRCOwill conduct an immediate review of the
allegations, and take any interim actions (e.g., instructing the respondent to refrain from
communications with the complainant), as appprin the event that the CRCO is the
allegedharasserthe complaintwill be directed to another CRC@ District designedor
investigation.

b) If a complaint is verbal, encourage the individual to completedhglaintform, which is
available on théistrict website, in writing.flhe or she refuses, prepareamplaintform
based on the verbal reporting.

c) If documents, emails, or phone records are relevant to the investigation, take steps to obtain
and preserve them.

d) Request and review aklevant documents, including all electronic communications.

(Continued)
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e)

9)

h)

Interview all parties involved, including any relevant witnesffesstudent is involved, the
District will follow all applicable District policies and procedures regarding questioning
students

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

1. A list of all documents reviewed, along with a detailed summary of relevant
documents;

2. A list of names of those interviewed, along with a detailed summary of their
statements;

3. Atimeline of events;
4. A summary of prior relevant incidents, reported orgported; and

5. The basis for the decision and final resolution of the complaint, together with any
corrective action(s).

Keep the written documentation and associated documents in a secure and confidential
location.

Promptly notify the individal who reported and the individual(s) about whom the
complaint was made of the final determination and implement any corrective actions
identified in the written document.

Inform the individual who reported of the right to file a complaint or chargerexily as
outlined in the next section.

If an investigation reveals that discrimination or harassment has occurred, the District will take
immediate corrective action as warranted. This action will be taken in accordance with applicable laws
and reguléions, as well as any and all relevant codes of conduct, District policies and administrative
regulations, collective bargaining agreements, and/or-gi@rty contracts.

Annual Training

The District will provide asexual harassment prevention trainipgpgram to all employeeso
an annual b&is. The training will be interactive and will include:

a)

b)

An explanation of sexual harassment consistent with guidance issued by the Department of
Labor in consultation with the Division of Human Rights

Exanmples of conduct that would constitute unlawful sexual harassment

(Continued)
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c) Information concerning the federal and state statutory provistem&erning sexual
harassment and remedies available to victims of sexual harassment

d Informati on concerning empl oyeesod rights
adjudicating complaintsand

e) Information addressing conduct by supervisors aydaaditional responsibilities for such
supervisors

Legal Protections and External Remedies

Sexual harassent is not only prohibited by the Distriout is also prohibited by state, federal,
and, where applicable, local law.

Aside from theD i s t mternat pposessndividualsmay also choose to pursue legal remedies
with the following governmental entities. While a private attorney is not required to file a complaint
with a governmental agencgn individualmay seek the legal advice of an attgrne

In addition to those outlined belowmdividualsmay have additional legal protections

State Human Rights Law (HRL)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to
all employers in New York State with regard to sexual harassment, and pueeted persons
regardless of immigration status. A complaint alleging violabbnthe Human Rights Law may be
filed either with the Division of Human Rights (DHR) or in New York State Supreme Court.

Complaints with DHR may be filed any time within one year of the harassmant.intdividual
did not file with DHR, they can sue dirlg in state court under the HRL, within three years of the
alleged sexual harassment. An individual may not file with DHR if they have already filed a HRL
complaint in state court.

Complaining internally to the Districdoes not extend your time to fileith DHR or in court.
The one year or three years is counted ftoadate of the most recent incident of harassment.

Individualsdo not need an attorney to file a complaint with DHR, and there is no cost to file with
DHR.

DHR will investigate your compint and determine whether there is probable cause to believe
that sexual harassment has occurred. Probable cause cases are forwarded to a public hearing before ¢
administrative law judge. If sexual harassment is found after a hearing, DHR has thegaward
relief, which varies but may include requiring your employer to take action to stop the harassment, or
redress the damage caused, including paying of monetary damages, ‘attegsegnd civil fines.

(Continued)
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DHR's main office contact information is: NYS Division of Human Rights, One Fordham Plaza,
Fourth Hoor, Bronx, New York 10458. Individualsmay call (718) 748400 or Vvisit:
www.dhr.nygov.

Contact DHR at (888) 392644 or visit dhr.ny.gov/complaint for more information about filing
a complaint. The website has a complaint form that can be downloaded, filled out, notarized and
mailed to DHR. The website also contains contact informd@pDHR's regional offices across New
York State.

Civil Rights Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti
discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified as 42 USC §
2000e et seq.). An individual can file a complaint with the EEOCirmpytvithin 300 days from the
harassment. There is no cost to file a complaint with the EEOC. The EEOC will investigate the
complaint, and determine whether there is reasonable cause to believe that discrimination has
occurred, at which point the EEOC witisue a Right to Sue letter permitting the individual to file a
complaint in federal court.

The EEOC does not hold hearings or award relief, but may take other action including pursuing
cases in federal court on behalf of complaining parties. Federalscmay award remedies if
discrimination is found to have occurred. In general, private employers must have at least 15
employees to come within the jurisdiction of the EEOC.

An individual alleging discrimination at work can file"&€harge of Discriminatin." The EEOC
has district, area, and field offices where complaints can be filed. Contact the EEOC by €8flihg 1
6694000 (TTY: 18006696820), visiting their website at www.eeoc.gov or via email at
info@eeoc.gov.

If an individual filed an administteve complaint with DHR, DHR will file the complaint with
the EEOC to preserve the right to proceed in federal court.

Title IX

Title IX of the Education Amendments of 19@@bhibitsdiscriminationon the basis of sex in
any federally funded education gram or activityT he U. S. Depart mentor of E
Civil Rights (OCR) enforcegitle IX of the Education Amendments of 1972

For more information aboutow to file a complaint contact OCRat 800421-3481 TDD 800
877-8339 or visit https://www2.ed.gov/about/offices/list/ocr/docs/howto.htirthe websitecontains
information about filing the complaint online, by mail, or by email.
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Local Protections

Many localities enforce laws protecting individuals from sexual harassment and discrimination.
An individual should contact the county, city or town in which they live to find out if such a law
exists.

Local Police Department

If the harassment involvesywanted physical touching, coerced physical confinement or coerced
sex acts, the conduct may constitute a crime. Contact the local police department.

Title VII of the Civil Rights Act of 1964, 42 USC § 2000e et seq.
Title IX of the Education Amendmentg 1972, 20 USC § 1681 et seq.
29 CFR §1604.11(a)

34 CFR Subtitle B, Chapter |

Civil Service Law § 7B

Executive Law Article 15

Labor Law § 204g

NOTE: Refer also to Policies #3420Non-Discriminationand AntiHarassment in the District
#6122-- Employee Grievances
#7551-- Sexual Harassment of Students

Adopted: 5/13/2018
Amended: 10/14/2014
Amended:11/13/2018
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The Auburn Enlarged City School Distric committed to creating and maintaining a working
and learning environment which is free of discrimination and intimidation. Based uponirtipler
that every employee and student is entitled to be treated with dignity and respect, and a recognition
that sexual harassment is a violation of law and District policy, the District strictly prohibits conduct
which constitutes sexual harassment my gorm. Since sexual violence is a form of sexual
harassment, the term "sexual harassment” in this regulation will implicitly include sexual violence
even if it is not explicitly stated.

Anyone who is in violation of District policy and/or regulationvaié subject to sanctions and/or
disciplinary action as warranted. Should the offending individual be a student, appropriate disciplinary
measures will be applied, up to and including suspension, in accordance with District policy and
regulation, the Codef Conduct, and applicable laws and/or regulations. Should the offending
individual be a school employee, appropriate disciplinary measures will be applied, up to and
including termination of the offendsremployment, in accordance with legal guidelinestrict
policy and regulation, and the applicable collective bargaining agreement(s). Third parties (such as
school volunteers, vendors, etc.) who are found to have violated District policy and/or accompanying
regulations will be subject to appropriat&stons as warranted and in compliance with law.

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

Retaliation against any individual for filing a sexual harassment charge or making a sexual
harassment complaint is illag and prohibited. Similarly, retaliation against any person who
participates in an investigation or proceeding and/or hearing of a sexual harassment complaint is also
prohibited. Any employee or student who retaliates against another shall be subjescipicnalry
action, as warranted, in accordance with legal guidelines and applicable contractual mandates.

The District strictly prohibits all forms of sexual harassment on school grounds and at all school
sponsored programs, activities and events inofythose which take place off school premises and in
another state.

Definitions/Examples of Prohibited Conduct

Sexual harassment consistsuovanted and unwelconsexual or gendelbased behavior which
has the purpose or effect of:

1) Substantially or oreasonably interfering with a studsntacademic performance or
participation in an educational or extracurricular activity;

2) Creating an intimidating, hostile or offensive learning environment;

(Continued)
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3) Effectively barring the studertaccess to an educational opportunity or benefit; and/or

4) Substantially or unreasonably interfering with an emplyability to work, professional
performance, productivity, physitsecurity, career opportunities, services or other benefits
of employment.

Sexual harassment includes, but is not limited to, overt or implicit bribes, requests for sexual
favors, and other verbal or physical conduct or communication of a sexual oathet is based on
sexual/gender stereotypes. Sexual harassment does not depend on the "voluntary" nature of the
behavior or activity, but instead focuses on whether the alleged advances or behavior were
unwelcome Sexual violence, a form of sexual harassit, as defined by New York Penal Law
constitutes physical sexual acts perpetrated against a person's will or where a person is incapable of
giving consentThis definitionincludes but is not limited to acts suchrape, sexual assautiexual
battery ad sexual coercion. A person may be unable to give consent to a sexual act due to his/her age,
use of drugs or alcohol or due to intellectual or other disability.

Sexual harassment can originate from a person of either sex against a person of thearspposite
same sex, and from students, supervisorsyaders or third parties such as visitors and school
volunteers. Sexual harassment may occur from studestudent, from staffo-student, from student
to-staff, as well as statb-staff. Prohibited condi can be verbal, neverbal, or physical (the latter
may qualify as criminal sexual assault). Examples of such conduct include, but are not limited to, the
following:

1) Verbal abuse or ridicule, including innuendoes, stories and jokes, which are xiiah se
nature and/or gendeelated. This might include inappropriate smiented comments on
appearance, including dress or physical features.

2) Direct or indirect threats or bribes for unwanted sexual activity.

3) Asking or commenting about a per&sexual activities.

4) Unwelcome and unwanted physical contact of a sexual nature including, but not limited to,
physical acts such as assault, impeding or blocking movement, offensive touching, or any
physical interference with normal work or movement.

5) Displaying or distributing pornographic or other sexually explicit materials such as
magazines, pictures, internet material, cartoons, etc.

6) The use of profanity and/or other obscenities that are sexually suggestive or degrading in
nature.

(Continued



2013 6121R
30f12

Personnel

SUBJECT: SEXUAL HARASSMENT (Cont'd.)

7) Demanding sexual favors of a student, insinuating that refusal to acquiesce in such favors
will adversely affect a studégatgrades, references, academic/schiclggacement, and/or
participation in extracurricular activities.

8) Unwelcome staring, leering, or gesturing which is sexually suggestive in nature.
9) Unwelcome and/or offensive public displays of sexual/physical affection.

10) Clothing that reflectssexually obscene and/or sexually explicit messages, slogans, or
pictures.

11) Any other unwelcome and unwanted sexually oriented and/or geaded behavior which
is sexually demeaning, belittling, intimidating, or perpetrates sexual stereotypes and
attitudes.

Behavior shall be considered unwelcome and unwanted if the student or employee did not
initiate, request or invite such conduct or communication and/or regarded such conduct or
communication as undesirable or offensive.

Authority and Responsibility

It is the responsibility of all School District employees and students to ensure that their behavior
and environment are maintained free of sexual harassment. Furthermore, each administrator and
supervisor has the responsibility to maintain a-titoeaening environment which includes discussing
the Districts policy and regulation pertaining to sexual harassment with all employees and students,
and assuring students and staff that they are not required to endure insulting, degrading or exploitative
sextal treatment.

All complaints of sexual harassment, whether written or verbal, formal or informal, will be
thoroughly investigated to determine whether the totality of the alleged behavior and circumstances
may constitute sexual harassment. It is recommenikdat any employee and/or student who believes
he/she has been subjected to sexual harassment, or has reason to know of and/or witnesses an
incident of sexual harassment, submutriiten complaint; however, complaints may be filed verbally
and the absee of a written complaint does not negate the Disniesponsibility to investigate such
allegations as thoroughly as possible. School officials are required to provide a written report of
investigation findings and any action taken to resolve the ntpvithin time frames as established
by the District.

Any student or employee who believes he/she has been subjected to sexual harassment in the
school environment, agell as any otherpersonwho is awareof and/or who has knowledgeof or
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witnesses any possible occurrence of sexual harassment, shall promptly report such occurrence. The
report is to be directed to or forwarded to the DistrictesignatedCompliance Officers or as
otherwise indicated in this regulation. The District will designate, at a minimum, twoofBpliance
Officers, one of each gender. If the individual is in doubt as to the "seriousri¢bgincident and/or
whethersuch behavioconstitutes sexual harassment, he/she is still encouraged to immediately report
such conduct for resolution. If theomplianceOfficer is the alleged offender, the report shall be
directed to the next level of supervisory authority as indicated belowgakites of sexual harassment

may be reported through informal and/or formal complaint procedures. Utilization of the Bistrict
grievance guidelines does not preclude a student or employee from pursuing other avenues of legal
recourse including the right register complaints with the U.S. Department of EducitiOnffice for

Civil Rights, the federal Equal Employment Opportunity Commission or the New York State
Department of Human Rights. These regulations are further not to be construed as to ligfit thie r

any individual to file a lawsuit in either federal or state court.

If there is some reason why a student or employee cannot make a report to the designated
Complaint Officer he/she may report the matter to the next level of supervisory autbobtyilding
administrator as appropriate. Ifstudent reports such occurrence to any other school employee, the
student shall be informed of the emplogeabligation to report the complaint to administration. The
administrator or supervisor who is madease of the occurrence of possible sexual harassment,
whether or not a complaint has been filed, is required to promptly report the incident(s) to the
Superintendent and/or designa@omplianceOfficer.

Complaints of sexual harassment will be investigateroughly, promptlyand equitablyand
impartially in accordance with applicable law and regulations as well as any applicable collective
bargaining agreement(sActs of sexual harassment, particularly acts involving sexual violence may
also need to beeferred to appropriate law enforcement agencies as potential criminal conduct. A law
enforcement investigation, however, does not relieve the District of its independent obligation to
investigate the conduct stated in the complaint.

The Superintendent te be informed as soon as possible regarding all complaints and/or reports
regarding sexual harassment, and the status of any investigations.

Reporting of Complaints: General Guidelines

Any student or employee who believes that he/she has been sdlifeciexual harassment or
who is made aware of and/or withesses any possible occurrence of sexual harassment shall report suc
complaint as soon as possible after the alleged incident occurs in order to help the District effectively
and promptly investigat and resolve the complaint. In order to assist in the investigation, victims
and/or witnesses should document the harassment as soon as it occurs, providing as much detail a
possible including, but not limited to, the following:
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1)
2)
3)

4)

5)

6)

The name, address and telephone number of the complainant.
The name and/or description of the alleged offender or offenders.

The specific nature of the alleged harassment imjuthe complainarg explanation of
why he/she believes it to be harassment.

A thorough and detailed account of the actions and/or dialogue which occurred between the
alleged harasser and the complainant. This account should include the frequemey of t
conduct, the date, time, location of the incident, and the compla&naations and
responses during the incident(s).

The names of witnesses or of persons who have knowledge of the incident, including the
names of persons with whom the complairgisatussed the incident, and the time and date
of this discussion.

Written material, documents, or other evidence related to the incident.

Investigation of Complaints

In investigating the complaint, the designa@aimplianceOfficer will meet separatg with the
complainant and the alleged harasser, and will follow applicable law and regulations as well as any
applicable collective bargaining agreement@jth parties will have the opportunity to separately
present relevant witnesses and other relegaidence to the Compliance Officer.

All parties will be assured that complaints and discussions will remain as confidential as
possible, and will be disclosed only on a "need to know" basis in order to effectively investigate the
complaint and/or as mdated by law or court order. However, a written record of the investigation
and any action taken will be established. The complainant, the alleged Haftessderand any
witnesses will be directed to refrain from talking about the investigation wisl@é&nding.

Parents of students subjected to possible sexual harassment and/or students filing a sexual
harassment complaint, as well as parents of accused students, may be notified by the appropriate
administrator of such occurrence and/or allegatiomswarranted and in accordance with legal
guidelines. If the accused student has been identified as having a disability (or is suspected of having a
disability) pursuant to Section 504/Individuals with Disabilities Education Act, a student referral shall
bemade to the Section 504 Team/Committee on Special Education for evaluation/assessment and/or a
manifestation determination, as may be applicable in accordance with state and federal law and
regulations, to determine whether the studesunduct is causedt affected by his/her disability.
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The designate@ompliance Officewill begin investigating the allegations of sexual harassment
no later than three (3) worlgndays following receipt of the complaint; and will report the findings of
the investigation to the Superintendent no later than twenty (20) working days following receipt of the
complaint. If necessary, th€ompliance Officer is authorized to enlist theida of additional
investigators. In the case of extenuating circumstance§dhmplianceOfficer will file a status report
with the Superintendent/designee if it becomes necessary to extend the timeline for completion of the
investigation.

During the cowse of the investigation and thereafter, @e@mplianceOfficer will instruct the
alleged harasstffenderto have no contact or communication regarding the complaint with the
victim and/or any witnesses; and that retaliation, whether direct or indigashsa the victim and/or
witnesses is prohibited and may be subject to disciplinary action. SimilarlgaimplianceOfficer
will instruct the victim and/or witnesses to refrain from contacting or communicating with the alleged
harassgoffenderregardingthe complaint. Th&€omplianceOfficer will ask the victim what specific
action the victim wants taken by the District in order to satisfactorily resolve the complaint.

If the complainant attempts to withdraw a complaint,GleenplianceOfficer will detemine that
the withdrawal is not caused by retaliation and then document the comptaneasons and ask the
complainant to sign the documentation. A copy of all written material pertaining to the
casel/investigation will be retained in a separate cortiaefile. Such records will be maintained for
the period of time required by law.

Standard of Proof

The standard of proof to be utilized for sexual harassment complaints is a preponderance of the
evidence standard (i.e., it is more likely than not 8etual harassment occurred).Therefore, while
police investigative reports may be useful for fact gathering, they are not determinative of whether
sexual harassment occurred and do not relieve a school from its responsibility to respond to a
complaint.

Step 17 Informal Complaints

A complainant who believes that he/she has been subjected to sexual harassment or anyone whc
is aware of or who has knowledge of or witnesses an occurrence of sexual harassment may file an
informal complaint, whether verbal @ritten. They may request meeting between himself/herself
and theComplianceOfficer (or by reporting such occurrence as otherwise indicated in this regulation)
in order to discuss the allegations and further appropriate actions, if angonf@ianceOfficer will
next discuss the complaint with the alledearasseoffender. If the allegedharasseoffender is a
District employee, the investigation wilbe in accordance witrany applicable collectivédargaining
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agreement. All complaints, whether formal or informal, concerning allegations of sexual harassment
are to be reported immediately to the Building Principal* and Superintendent for his/her information;

and theComplianceOfficer will keep the Building Principal and Superintendent informed throughout

all stages of the investigation. The Principal and Superintendent will be kept informed of the

complainans and/or accusé&dresponse and recommended cewfsaction, if any.

If the initial investigation results in a finding that sexual harassment did occuCotheliance
Officer will notify the Building Principal and Superintendent of his/her recommendations. If the
Superintendent concurs with the repoftthe ComplianceOfficer, the Superintendent will then take
prompt disciplinary action in accordance with the terms of District policy and regulations, federal and
state law and regulations, and/or the applicable collective bargaining agreemer@orfigeance
Officer will notify the complainant and the accused, in person and in writing, as to the finding and/or
course of action within twenty (20) working days following receipt of the complaint.

If the complainant is satisfied with the report of @@mgdiance Officer, the complainant will so
indicate in writing. If not satisfied with th€EomplianceOfficer's report, the complainant and/or the
accused may proceed to file a formal complaint.

Informal complaint procedures will generally take place at libéding level and involve
resolution steps short of a comprehensive investigation and/or formal hearing. For example, in
attempting to resolve a complaint informally, t@®mplianceOfficer may interview the alleged
harasser, inform the alleged harassérthe complaint, question the harasser about the alleged
incidents, and review the Distrigt policy and regulations regarding sexual harassment. The
ComplianceOfficer will inform the alleged harasser that he/she must immediately stop any offensive
conduc or face appropriate disciplinary action. TBemplianceOfficer will follow the provisions of
any applicable collective bargaining agreement(s) throughout the course of such investigation(s).

Some types of informal actions which may be instituted ie@gple to the victim include the
following:

1) Conducting a workshop on the recognition and prevention of sexual harassment for the
building or department.

2) Speaking to the alleged offender.
*If the Building Principal is the alleged offender, then @emplianceOfficer shall designate another

school official who will take the place of the Building Principal in all applicable phases of the
complaint process.
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3) Separating the parties, if possible and appropriate.
Mediation

Where appropriate, the designatédmplianceOfficer may suggest mediation as an alternative
means of resolving the complaint. The use of mediation is not intended to replace but, gaher, i
supplement to utilization of the Distrigtinformal/formal complaint procedures. If mediation is
requested and agreed to by the victim and the accused, the District will use qualified mediators as
provided by an outside agency to help resolve the tontp

For complaints involving cases of sexual violence, mediation is not appropriate, even if on a
voluntary basis, and will not be used to resolve these complaints.

Step 2i Formal Complaint

A complainant may file a formal complaint of sexual haresst as an initial step or as a result
of an unsatisfactory resolution of an informal complaint. The formal complaint should include all
applicable information as indicated in this regulation as well as any other pertinent information which
may be helpfuin the course of the investigation.

As noted above, the complainant, the alleged harasser and any witnesses will be directed to
refrain from talking about the investigation while it is pending. Disclosure of information will be on a
"need to know" basis.

The formal complaint will be filed with the designat€dmplianceOfficer who will submit a
copy of the complaint to the Building Principal and Superintendent of SchoolsCadimpliance
Officer will, in accordance with federal or state laws and regulat@md any applicable collective
bargaining agreement(s), conduct a prgnegtitable, and thorough investigation no later than three
(3) working days following receipt of the complaint.

If the formal investigation results in a finding that sexual harassdid occur, th&Compliance
Officer will notify the Building Principal and Superintendent of his/her recommendations. If the
Superintendent concurs with the report of @@mplianceOfficer, the Superintendent will then take
prompt disciplinary action iaccordance with the terms of District policy and regulations, federal and
state law and regulations, and/or the applicable collective bargaining agreemei@ofpéance
Officer will notify the complainant and the accused, in person and in writing, the tinding and/or
course of action within twenty (20) working days following receipt of the formal complaint.

If the complainant is satisfied with the report of @emplianceOfficer, the complainant will so
indicate in writing. If not satisfied withthe ComplianceOfficer's report, thecomplainant and/othe
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harasser/offendanay appeal the determination to the Superintendent of Schools. The appeal should
be in writing and submitted no later than ten (10) working days following receipt o ¢ineplaint
Officer's decision.

Step 31 Appeal to the Superintendent of Schools

All formal complaints, if not satisfactorily resolved at the initial stage of invegiigaimay be
appealed by any party to the Superintendent of Schools.

If the Superintendent of Schools issues a finding that no sexual harassment has occurred, the
complainant, if not satisfied with this resolution, may appeal the decision to the Boatdcztign
within ten (10) working days following receipt of the report. If the complainant is satisfied with the
Superintendert finding, the complainant will so indicate in writing.

Should the Superintendent determine that corrective action is neceéseaByperintendent will
follow all applicable law and regulations, District policy and guidelines, and appropriate collective
bargaining agreements in the resolution of the complaint. If the accused is not satisfied with this
resolution; he/she may appdhk decision to the Board of Education within ten (10) working days
following receipt of the report.

The complainant and thearasser/offendewill receive a copy of any and all reports issued by
the Superintendent pertaining to the investigation/outcofrtbe formal complaint within thirty (30)
working days following receipt of the complaint. If additional time is necessary to either complete the
investigation or institute disciplinary/remedial action, the Superintendent will provide all parties and
the Board of Education with a written status report requesting additional time to complete the
investigation.

Step 41 Appeal to the Board of Education

In the event that a complainant andlarasser/offendefiles an appeal with the Board of
Education folbwing an investigation by the Superintendent of Schools, such appeal must be submitted
in writing within ten (10) working days of receipt of the Superinteridergport. The Board of
Education will conduct a hearing and issue a written response to thelagmanp and the
harasser/offendefollowing completion of the hearing within thirty (30) days of receipt of the
complaint. If additional time is needed, a written status report shall be submitted to all parties,
indicating the need for additional time.
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Prohibition of Retaliation

Regardless of the stage of the investigation, the victim will be instructed b@atimpliance
Officer to report immediately if the @#nsive behavior occurs again and/or if the alleged
harasseoffenderretaliates against him/her. Any witnesses who cooperated in the investigation of the
complaint will be similarly instructed to report to ti@mplianceOfficer immediately as to any
retdiatory action(s). Additionally, the designat€dmplianceOfficer will make follow~up inquiries to
ensure that harassment has not resumed and that no reprisals or retaliatory behavior has occurred t
those involved in the investigation. Any act of retabia is prohibited and subject to appropriate
disciplinary action by the District.

Discipline/Penalties for NonDistrict Employees

Vendors/contractors and other individuals who do business with the District, who have been
found to violate the terms ofdéhsexual harassment policy and/or regulation by engaging in prohibited
conduct, will be subject to appropriate sanctions up to and including loss of District business. School
volunteers who are found to have violated District policy and regulation mayoss®f volunteer
status. The application of such disciplinary measures by the District does not preclude the appropriate
filing of civil and/or criminal charges as may be warranted.

Finding That Sexual Harassment Did Not Occur

At any level/stage of westigation of alleged sexual harassment, if a determination is made that
sexual harassment did not occur, @emplianceOfficer will so notify the complainant, the alleged
harasseoffender and the Superintendent of this determination. Such a findisgndog@reclude the
complainant from filing an appeal pursuant to District policy or regulation and/or pursuing other legal
avenues of recourse.

However, even if a determination is made that sexual harassment did not occur, the
Superintendent/designee eeges the right to initiate staff awareness and training, as applicable, to
help ensure that the school community is not conducive to fostering sexual harassment in the
workplace.

In all cases, the Superintendent will inform the Board of Education ofeabats of each
investigation involving a finding that sexual harassment did not occur.

(Continued)
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SUBJECT: SEXUAL HARASSMENT (Cont'd.)

Knowingly Makes False Accusations

Employees and/or students wkioovingly make false accusations against another individual as
to allegations of sexual harassment may also face appropriate disciplinary action.

Privacy Rights

As part of the investigation, the District has the right to search all school property apicheojui
including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided by the
District for the use of students and staff, but the users do not have exclusive use of these locations or
equipment and should not expect that mates&bred therein will be private.

District Responsibility/Training

Regardless of whether a complaint has been filed, if the District knows of the occurrence or the
possible occurrence of any sexual harassment, the District will require a prompt aneghhoro
investigation by appropriate personnel. Even if an anonymous complaint has been filed, the District
will respond to the greatest extent possible.

Principals in each school building and/or program supervisors will be responsible for informing
studentsand staff on a yearly basis of District policy and regulations regarding the prohibition of
sexual harassment, including the procedures established for the investigation and resolution of sexual
harassment complaints, the general legal issues pertaingsext@al harassment, and the rights and
responsibilities of employees and students.

Those administrators and/or supervisors who have specific responsibilities for the investigation
and resolution of sexual harassment complaints will receive specializ@ddgran conducting such
investigations and application to applicable laws and collective bargaining agreements.

The District also has a responsibility to remedy any lingering effects the misconduct may have
had on a student, including providing informatabout available support services.

Dissemination of District Policy/Regulation and Evaluation

A copy of District policy and regulations pertaining to prohibition of sexual harassment will be
available upon request. A copy of District policy and reguts may be posted in various locations
throughout each school building. Additionally, the Distsigiolicy and regulations will be published
in appropriate school publications such as teacher/employee handbooks, student handbooks, and/oi
school calendar The language that is disseminated should be appropriate to the age of the school's
students and should be easily understood.
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