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HIV/AIDS POLICY 
 
 The Board of Education recognizes the public concern over the health 
issues surrounding Human Immunodeficiency Virus (HIV) and Acquired Immune 
Deficiency Syndrome (AIDS). The Board recognizes, based upon the current state 
of medical knowledge, that the virus associated with AIDS is not easily 
transmitted and there is no evidence that AIDS or the HIV virus can be 
transmitted by casual social contact in the open school setting. 
 
 
 The Board further recognizes the privacy rights of students diagnosed with 
HIV infection or AIDS and their right to a free appropriate public education; the 
rights of HIV infected employees to privacy and reasonable accommodations; the 
rights of all non-infected individuals to a safe environment free of any significant 
risks to their health; and the rights of all students to instruction regarding the 
nature, transmission, prevention, and treatment of HIV infection, pursuant to the 
Commissioner’s Regulation, Part 135.3. 
 
 No individual shall be denied access to any program or activity sponsored 
by or conducted on the grounds of the district, solely on the basis of his/her status 
as an HIV-infected individual. 
 
Students 
 
It is the policy of the Board that: 
 
1. A student’s education shall not be interrupted or curtailed solely on the 


basis of his/her HIV status.  HIV-infected students shall be afforded the 
same rights, privileges, and services available to every other student. 


2. No student shall be referred to the Committee on Special Education solely 
on the basis of his/her HIV status.  A student who is infected with HIV 
shall be referred to the Committee on Special Education (CSE) only when 
the student’s disability interferes with his/her ability to benefit from 
instruction.  Such referral shall be made in accordance with Part 200 of 
Commissioner’s Regulations. 


3. If a student who is HIV-infected requires special accommodations to 
enable him/her to continue to attend school, the student shall be referred to 
the appropriate multi-disciplinary team as required by §504 of the 
Rehabilitation Act. 


4. No disclosure of HIV-related information involving a student shall be 
made without first obtaining the informed consent of the parent, guardian 
or student on the Department of Health (DOH) approved form.  
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Employees 
 
It is the policy of the Board that: 
 
1. No employees shall be prevented from continuing in his/her employment 


solely on the basis of his/her HIV status; such employees are entitled to all 
rights, privileges, and services accorded to other employees and shall be 
entitled to reasonable accommodations to the extent that such 
accommodations enable such individuals to perform their duties. 


2. No disciplinary action or other adverse action shall be taken against any 
employee solely on the basis of his/her status as an HIV infected or a 
person with AIDS.  Such action will only be taken where, even with the 
provision of reasonable accommodations, the individual is unable to 
perform his/her duties. 


3. All employees shall have access to the district’s exposure control plan as 
required by the federal Office of Safety and Health Association (OSHA). 


4. In accordance with OSHA regulations, training in universal precautions 
and infection control shall be offered to all employees and shall be 
provided to every employee with potential occupational exposure. 


 
Confidentiality 
 
  Any information obtained regarding the HIV status of an individual 
connected to the school shall not be released to third parties, except to those 
persons who are: 
 
 1. named on an Authorization for Release of Confidential HIV 


Related Information form; 
 2. named in a special HIV court order; or 
 3. as indicated in Public Health Law §2782, when necessary to 


provide health care to the individual (i.e., to the school physician 
and the school nurse). 


 
 Any employee who breaches the confidentiality of a person who is HIV 
infected shall be subject to disciplinary action in accordance with applicable law 
and/or collective bargaining agreement. 
 
 To protect the confidentiality of an HIV infected individual, any 
documents identifying the HIV status of such individuals shall be maintained by 
the school nurse (or another authorized individual) in a secure file, separate from 
the individual’s regular file.  Access to such file shall be granted only to those 
persons named on the Department of Health approved Authorization for Release 
of Confidential HIV Related Information form, or through a special HIV court 
order. When information is disclosed, a statement prohibiting further redisclosure, 
except when in compliance with the law, must accompany the disclosure. 
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HIV/AIDS Testing 
 
 No school official shall require a student or employee to undergo an HIV 
antibody test or other HIV-related test.  In accordance with OSHA regulations in 
the event of an incident involving the exposure one individual to a potentially 
infectious body fluids of another individual, particularly blood or any other fluid 
which contains visible blood, an HIV test may be requested but NOT required.  
The request and refusal must be documented. 
 
 However, school officials shall not be precluded from requiring a student 
or employee to undergo a physical examination pursuant to Education Law §§903 
and 913, when other illness is suspected (e.g., tuberculosis), as long as no HIV 
antibody test or other HIV-related test is administered without the individual’s 
informed consent as required by Public Health Law §27-F. 
 
 To implement this policy, the Superintendent of Schools is directed to 
arrange for staff training, to distribute copies of this policy to all employees of the 
district, and to include it in the district’s student handbook, and to establish an 
advisory council to make recommendations on the development, implementation, 
and evaluation of HIV/AIDS instruction as a part of comprehensive health 
education. 
 
Cross-ref: 5420, Student Health Services 
  8123, Hygiene Precautions and Procedures 
 
Ref: 29 USC §§794 et seq. (Rehabilitation Act of 1973) 
 20 USC §§1400 et seq. (Individuals with Disabilities Education Act) 
 42 U.S.C. §12132, et seq. (Americans with Disabilities Act) 
 34 CFR Part 104 
 29 CFR Part 1910.1030 
 Executive Law §296 (Human Rights Law) 
 Education Law §§903; 913 
 Public Health Law, Article 27-F 
 8 NYCRR §§29.1(g); l35.3; 136.3 


An Implementation Package for HIV/AIDS Policy in New York State 
School Districts, NYS HIV/AIDS Prevention Education Program, June 17, 
1998 


   
Adoption date:  August 16, 2010  
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ALCOHOL AND DRUG TESTING OF BUS DRIVERS 
 
 The Board of Education recognizes the dangers inherent in alcohol and 
controlled substance use by employees especially those in safety-sensitive 
positions.  To ensure the safety of its students and to comply with federal 
regulations, the Board requires alcohol and controlled substance testing of school 
bus drivers and other covered employees. 
 
 The district shall directly, by contract, or through a consortium, implement 
and conduct a program to provide alcohol and controlled substance testing of 
employees who operate a commercial motor vehicle, perform in a safety-sensitive 
position, and are required to hold a commercial driver’s license.  Such employees 
include: 
 
1. drivers of buses designed to transport 16 or more passengers, including the 


driver; 
2. drivers of commercial motor vehicles whose manufacturer’s rating is 


26,001 lbs. or more; or 
3. any other employee who may drive a listed vehicle (e.g. a mechanic who 


performs test drives). 
 
 Controlled substance and alcohol tests* will be conducted at the time of 
employment and randomly throughout the school year.  In addition, testing will be 
conducted when a supervisor has a reasonable suspicion that an employee has 
engaged in prohibited alcohol or controlled substance use; after certain accidents; 
prior to return to duty when the employee has been found to violate district policy 
and federal regulations; and after the employee’s return to duty. 


 
 In accordance with federal and state law, a bus driver will not be permitted 
to drive if he or she: 
 
1. possesses, consumes or is reasonably believed to possess or have consumed 


alcohol or a controlled substance, while on duty; 
2. uses or is under the influence of alcohol or a controlled substance within 


six hours or less before duty; 
3. has an alcohol concentration of 0.02 or higher, or tests positive for a 


controlled substance; or 
4. refuses to take a required alcohol or controlled substance test. 


 
Also, no driver shall use alcohol after being involved in an accident in 


which there was a fatality or in which the bus driver was cited for a moving 
violation and a vehicle was towed from the scene or an injury was treated away 
from the scene until he/she has been tested or 8 hours have passed, whichever 
occurs first. 
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 If a driver has an alcohol concentration of 0.04 or greater, or has engaged 
in prohibited alcohol or controlled substance use, he or she will be removed from 
driving duties, and referred to a substance abuse professional.  The employee may 
be required to complete a treatment program and/or be disciplined pursuant to 
district policy and/or collective bargaining agreement.  No driver who has abused 
controlled substances and/or alcohol may return to duty unless he/she has 
successfully passed a required return to duty test.  Thereafter, the driver will be 
subject to follow-up testing. 
 
 Should the district receive a dilute test result in which the creatinine 
concentration is greater than 5mg/dL in the case of any pre-employment, return-to-
duty, follow-up, reasonable suspicion, or random test, it is the policy of the district 
that the individual shall be re-tested and that re-test will become the test of record.  
 
 The Superintendent of Schools shall ensure that a copy of this policy, the 
district’s policy on misuse of alcohol and use of controlled substances, information 
on alcohol and drug abuse and treatment resources and any other information 
prescribed by federal regulations is provided to all school bus drivers and other 
appropriate personnel prior to the initiation of the testing program and to each 
driver subsequently hired or transferred to a position subject to testing. 
 
------------------------------------------------- 
*The district has the option to require pre-employment alcohol testing as part of 
district policy.  However, pre-employment controlled substance testing and 
random alcohol and controlled substance tests are mandatory under federal 
regulations. 
 
Cross-ref: 8414.1, Bus Driver Qualifications and Training 
  9320, Drug-Free Workplace 
  9610, Staff Substance Abuse 
 
Ref: Omnibus Transportation Employee Testing Act of 1991, 49 U.S.C. 


§§31136; 31306 
 49 U.S.C. §521(b) 
 49 CFR Part 391 
 49 CFR Part 382 
 49 CFR Part 40 
 49 CFR §395.2 
 Vehicle and Traffic Law §§509-1; 1192; 1193 
 Will v. Frontier CSD Bd. of Educ., 97 N.Y.2d 690 (2002) 
 
Adoption date:  August 16, 2010 
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CODE OF CONDUCT 


 


5300.05 INTRODUCTION 


 


The Board of Education is committed to providing a safe and orderly school 


environment where students may receive and district personnel may deliver quality 


educational services without disruption or interference. Responsible behavior by 


students, teachers, other district personnel, parents and other visitors is essential to 


achieving this goal. 


 


The district has a long-standing set of expectations for conduct on school 


property and at school functions.  These expectations are based on the principles of 


dignity for all, civility, mutual respect, citizenship, character, tolerance, honesty and 


integrity. 


 


The Board recognizes the need to clearly define these expectations for 


acceptable conduct on school property, identify the possible consequences of 


unacceptable conduct, and to ensure that discipline, when necessary, is administered 


promptly and fairly. To this end, the Board adopts this code of conduct ("code"). 


 


Unless otherwise indicated, this code applies to all students, school personnel, 


parents and other visitors when on school property or attending a school function. 


 


 


5300.10 DEFINITIONS 


 


For purposes of this code, the following definitions apply. 


 


"Disruptive student" means an elementary or secondary student under the age 


of 21 who is substantially disruptive of the educational process or substantially 


interferes with the teacher's authority over the classroom. 


 


 “Gender” means actual or perceived sex and shall include a person’s gender 


identity or expression. 


  


 “Gender expression” is the manner in which a person represents or expresses 


gender to others, often through behavior, clothing, hairstyle, activities, voice or 


mannerisms. 


 


 “Gender identity” is one’s self-conception as being male or female, as 


distinguished from actual biological sex or sex assigned at birth. 


 


"Parent" means parent, guardian or person in parental relation to a student 
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"School property" means in or within any building, structure, athletic playing 


field, playground, parking lot or land contained within the real property boundary line 


of a public elementary or secondary school, or in or on a school bus, as defined in 


Vehicle and Traffic Law §142. 


 


"School function" means any school-sponsored extra-curricular event or 


activity. 


 


“Sexual orientation” means actual or perceived heterosexuality, 


homosexuality or bisexuality. 


 


"Violent student" means a student under the age of 21 who: 


 


1. Commits an act of violence upon a school employee, or attempts to do so. 


2.    Commits, while on school property or at a school function, an act of violence 


upon another student or any other person lawfully on school property or at the 


school function, or attempts to do so. 


3. Possess, while on school property or at a school function, a weapon. 


4. Displays, while on school property or at a school function, what appears to be 


a weapon. 


5. Threatens, while on school property or at a school function, to use a weapon. 
6. Knowingly and intentionally damages or destroys the personal property of 


any school employee or any person lawfully on school property or at a school 


function. 


7. Knowingly and intentionally damages or destroys school district property. 


 


"Weapon" means a firearm as defined in 18 USC §921 for purposes of the 


Gun-Free Schools Act. It also means any other gun, BB gun, pistol, revolver, 


shotgun, rifle, machine gun, disguised gun, dagger, dirk, razor, stiletto, switchblade 


knife, gravity knife, brass knuckles, sling shot, metal knuckle knife, box cutters, cane 


sword, electronic dart gun, Kung Fu star, electronic  


stun gun, pepper spray or other noxious spray, explosive or incendiary bomb, or other 


device, instrument, material or substance that can cause physical injury or death when 


used to cause physical injury or death. 


 
5300.15 STUDENT RIGHTS AND RESPONSIBILITIES 


 


A. Student Rights 


The district is committed to safeguarding the rights given to all students under 


federal and state law and district policy. In addition, to promote a safe, healthy, 


orderly and supportive school environment, all district students have the right to: 


 


1. Take part in all district activities on an equal basis regardless of race, 


weight, color, creed, national origin, ethnic group, religion, religious 


practice, gender or sexual orientation or disability. 


2. Present their version of the relevant events to school personnel 
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authorized to impose a disciplinary penalty.  


3. Access school policies, regulations and rules and, when necessary, 


receive an explanation of those rules from school personnel. 


 


B. Student Responsibilities 


 


All district students have the responsibility to: 


 


1. Contribute to maintaining a safe, supportive and orderly school 


environment that is conducive to learning and to show respect to 


other persons and to property. 


2. Be familiar with and abide by district policies, rules and regulations 


dealing with student conduct. 


3. Attend school every day unless they are legally excused and be in 


class, on time, and prepared to learn. 


4. Work to the best of their ability in all academic and extracurricular 


pursuits and strive toward their highest level of achievement possible. 


5. React to direction given by teachers, administrators and other school 


personnel in a respectful, positive manner. 


6. Work to develop mechanisms to manage their anger. 


7. Ask questions when they do not understand. 


8. Seek help in solving problems. 


9. Dress appropriately for school and school functions. 


10. Accept responsibility for their actions. 


11. Conduct themselves as representatives of the district when  


participating in or attending school-sponsored extracurricular events 


and to hold themselves to the highest standards of conduct, demeanor, 


and sportsmanship. 


12. Comply to all school building rules & regulations including but not  


 limited to student driving privileges, electronic devices, etc. 


 


 


5300.20 ESSENTIAL PARTNERS  
 
A. Parents  
 


All parents are expected to: 
 


1. Recognize that the education of their child(ren) is a joint 
responsibility of the parents and the school community and 
collaborate with the district to optimize their child’s educational 
opportunities.   


2. Send their children to school ready to participate and learn. 
3. Ensure their children attend school regularly and on time. 
4. Ensure absences are excused. 
5. Ensure their children are dressed and groomed in a manner consistent 


with the student dress code. 
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6. Help their children understand that in a democratic society 
appropriate rules are required to maintain a safe, orderly environment. 


7. Know school rules and help their children understand them so that 
their children can help create a safe, supportive school environment. 


8. Convey to their children a supportive attitude toward education and 
the district. 


9. Build positive, constructive relationships with teachers, other parents 
and their children's friends. 


10. Help their children deal effectively with peer pressure. 
11. Inform school officials of changes in the home situation that may 


affect student conduct or performance. 
12. Provide a place for study and ensure homework assignments are 


completed. 
13. Make an effort to attend regularly scheduled parent/teacher 


conferences, after school open house functions and administrative 
meetings during school hours. 


 


B.  Teachers 


 


All district teachers are expected to: 


 


1. Maintain a climate of mutual respect and dignity for all students 


regardless of actual or perceived race, color, weight, national origin, 


ethnic group, religion, religious practice, disability, sexual 


orientation, gender or sex, which will strengthen students' self-


concept and promote confidence to learn. 


2. Be prepared to teach. 


3. Demonstrate interest in teaching and concern for student 


achievement. 


4. Know school policies and rules, and enforce them in a fair and 


consistent manner. 


5. Maintain confidentiality in conformity with federal and state law. 


6. Communicate to students and parents: 


a.   Course objectives and requirements 


b.   Marking/grading procedures 


c.   Assignment deadlines 


 d.   Expectations for students 


e. Classroom discipline plan. 


7. Communicate regularly with students, parents and other teachers 


concerning growth and achievement. 


8. Participate in school-wide efforts to provide adequate supervision in 


all school spaces, in conformity with the Taylor Law. 


9. Address issues of harassment or any situation that threatens the 


emotional or physical health or safety of any student, school 


employee or any person who is lawfully on school property or at a 


school function. 


10. Address personal biases that may prevent equal treatment of all 
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students in the school or classroom setting. 


 


C. School Counselors 


 


 1. Maintain a climate of mutual respect and dignity for all students 


regardless of actual or perceived race, color, weight, national origin, 


ethnic group, religion, religious practice, disability, sexual 


orientation, gender or  sex. 


2. Assist students in coping with peer pressure and emerging personal, 


social and emotional problems. 
3. Initiate teacher /student /counselor conferences and parent/ teacher/ 


student/ counselor conferences, as necessary, as a way to resolve 
problems. 


4. Regularly review with students their educational progress and career 
plans. 


5. Maintain confidentiality in accordance with federal and state law. 
6. Provide information to assist students with career planning. 
7. Encourage students to benefit from the curriculum and extracurricular 


programs. 
8. Make known to students and families the resources in the community 


that are available to meet their needs. 
9. Participate in school-wide efforts to provide adequate supervision in 


all school spaces. 
10. Address issues of harassment or any situation that threatens the 


emotional or physical health or safety of any student, school 
employee, or any person who is lawfully on school property or at a 
school function. 


11.   Address personal biases that may prevent equal treatment of all 
students. 


 
D.           Other School Personnel  
 
 1. Maintain a climate of mutual respect and dignity for all students 


regardless of actual or perceived race, color, weight, national 
origin, ethnic group, religion, religious practice, disability, sexual 
orientation, gender or sex. 


 2.   Maintain confidentiality in accordance with federal and state law. 
 3. Be familiar with the code of conduct. 


4. Help children understand the district’s expectations for maintaining 
a safe, orderly environment. 


5. Participate in school-wide efforts to provide adequate supervision in 
all school spaces. 


6. Address issues of harassment or any situation that threatens the 
emotional or physical health or safety of any student, school 
employee, or any person who is lawfully on school property or at a 
school function. 


7.   Address personal biases that may prevent equal treatment of all 
students. 
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E.            Principals/Administrators 
 


1. Promote a safe, orderly and stimulating school environment, 
supporting active teaching and learning for all students regardless of 
actual or perceived race, color, weight, national origin, ethnic group, 
religion, religious practice, disability, sexual orientation, gender or 
sex. 


2. Ensure that students and staff have the opportunity to communicate 
regularly with the principal/administrators and have access to the 
principal/administrators for redress of grievances. 


3. Maintain confidentiality in accordance with federal and state law. 
4.       Evaluate on a regular basis all instructional programs to ensure 


infusion of civility education in the curriculum. 
5. Support the development of and student participation in appropriate 


extracurricular activities. 
6. Provide support in the development of the code of conduct, when 


called upon.  Disseminate the code of conduct and anti-harassment 
policies. 


7. Be responsible for enforcing the code of conduct and ensuring that all 
cases are resolved promptly and fairly. 


8. Participate in school-wide efforts to provide adequate supervision in 
all school spaces. 


9. Address issues of harassment or any situation that threatens the 
emotional or physical health or safety of any student, school 
employee, or any person who is lawfully on school property or at a 
school function. 


10.   Address personal biases that may prevent equal treatment of all 
students and staff. 


  


F.           The Dignity Act Coordinator(s) –Building Principal(s)/Designee 


1.   Promote a safe, orderly and stimulating school environment, 
supporting active teaching and learning for all students regardless of 
actual or perceived race, color, weight, national origin, ethnic group, 
religion, religious practice, disability, sexual orientation, gender or 
sex. 


2. Oversee and coordinate the work of the district-wide and building-
level bullying prevention committees. 


3.  Identify curricular resources that support infusing civility in 
classroom instruction and classroom management; and provide 
guidance to staff as to how to access and implement those resources. 


4. Coordinate, with the Professional Development Committee, training 
in support of the bullying prevention committee. 


5. Be responsible for monitoring and reporting on the effectiveness of 
the district’s bullying prevention policy. 


6. Address issues of harassment or any situation that threatens the 
emotional or physical health or safety of any student, school 
employee, or any person who is lawfully on school property or at a 
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school function. 
7.   Address personal biases that may prevent equal treatment of all 


students and staff. 
 
G.             Superintendent 
 


1. Promote a safe, orderly and stimulating school environment, 
supporting active teaching and learning for all students regardless of 
actual or perceived race, color,  


 weight, national origin, ethnic group, religion, religious practice, 
disability, sexual orientation, gender or sex. 


2. Inform the Board about educational trends relating to student 
discipline  


3. Review with district administrators the policies of the Board of 
education and state and federal laws relating to school operations and 
management. 


4. Maintain confidentiality in accordance with federal and state law. 
5. Work to create instructional programs that minimize incidence of 


misconduct and are sensitive to student and teacher needs. 
6. Work with district administrators in enforcing the code of conduct 


and ensuring that all cases are resolved promptly and fairly. 
7. Participate in school-wide efforts to provide adequate supervision in 


all school spaces. 
8. Address issues of harassment or any situation that threatens the 


emotional or physical health or safety of any student, school 
employee, or any person who is lawfully on school property or at a 
school function. 


9.   Address personal biases that may prevent equal treatment of all 


students and staff. 


 


H.            Board of Education 


 


1. Promote a safe, orderly and stimulating school environment, 


supporting active teaching and learning for all students regardless of 


actual or perceived race, color, weight, national origin, ethnic group, 


religion, religious practice, disability, sexual orientation, gender or 


sex. 


2. Maintain confidentiality in accordance with federal and state law. 


3. Develop and recommend a budget that provides programs and 


activities that support achievement of the goals of the code of 


conduct. 


4. Collaborate with student, teacher, administrator, and parent 


organizations, school safety personnel and other school personnel to 


develop a code of conduct that clearly defines expectations for the 


conduct of students, district personnel and visitors on school property 


and at school functions. 


5. Adopt and review at least annually the district's code of conduct to 
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evaluate the code's effectiveness and the fairness and consistency of 


its implementation. 


6.        Lead by example by conducting Board meetings in a professional, 


respectful, courteous manner. 


7. Address issues of harassment or any situation that threatens the 


emotional or physical health or safety of any student, school 


employee, or any person who is lawfully on school property or at a 


school function. 


8.   Address personal biases that may prevent equal treatment of all 


students and staff. 


 


5300.25 STUDENT DRESS CODE 


 


All students are expected to give proper attention to personal cleanliness and 


to dress appropriately for school and school functions. Students and their parents 


have the primary responsibility for acceptable student dress and appearance.  


Teachers and all other district personnel should exemplify and reinforce acceptable 


student dress and help students develop an understanding of appropriate appearance 


in the school setting. 


 


A student's dress, grooming and appearance, including hair style/color, 


jewelry, make-up, and nails, shall: 


1. Be safe, appropriate and not disrupt or interfere with the educational process. 


2. Recognize that extremely brief garments such as tube tops, net tops, halter 


tops, spaghetti straps, plunging necklines (front and/or back) and see-through 


garments are not appropriate. 


3. Ensure that underwear is completely covered with outer clothing. 


4. Include footwear at all times.  Footwear that is a safety hazard will not be 


allowed. 


5. Not include the wearing of hats in the classroom except for a medical or 


religious purpose. 


6. Not include items that are vulgar, obscene, libelous, or denigrate others on 


account of race, color, religion, creed, national origin, gender, sexual 


orientation or disability. 


7. Not promote and/or endorse the use of alcohol, tobacco or illegal drugs 


and/or encourage other illegal or violent activities. 


 


Each Building Principal or his/her designee shall be responsible for informing 


all students and their parents of the student dress code at the beginning of the school 


year and any revisions to the dress code made during the school year. 


 


Students who violate the student dress code shall be required to modify their 


appearance by covering or removing the offending item, and if necessary or practical, 


replacing it with an acceptable item.  Any student who refuses to do so shall be 


subject to discipline, up to and including in-school suspension for the day.  Any 


student who repeatedly fails to comply with the dress code shall be subject to further 
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discipline, up to and including out of school suspension. 


 


 


5300.30 PROHIBITED STUDENT CONDUCT 


 


 The Board of Education expects all students to conduct themselves in an 


appropriate and civil manner, with proper regard for the rights and welfare of other 


students, district personnel and other members of the school community, and for the 


care of school facilities and equipment. 


 


The best discipline is self-imposed, and students must learn to assume and 


accept responsibility for their own behavior, as well as the consequences of their 


misbehavior.  District personnel who interact with students are expected to use 


disciplinary action only when necessary and to place emphasis on educating students 


so that they may grow in self-discipline. 


 


The Board recognizes the need to make its expectations for student conduct 


while on school property or engaged in a school function specific and clear. The rules 


of conduct listed below are intended to do that and focus on safety and respect for the 


rights and property of others.  Students who will not accept responsibility for their 


own behavior and who violate these school rules will be required to accept the 


consequences for their conduct. 


 


Students may be subject to disciplinary action, up to and including suspension 


from school, when they: 


 


A.   Engage in conduct that is disorderly.  Examples of disorderly conduct 


include, but are not limited to: 


 


1. Running in hallways. 


2. Making unreasonable noise. 


3.  Using language or gestures that are profane, lewd, vulgar or abusive. 


4. Obstructing vehicular or pedestrian traffic. 


5. Engaging in any willful act which disrupts the normal operation of the 


school community. 


6. Trespassing. Students are not permitted in any school building, other 


than the one they regularly attend, without permission from the 


administrator in charge of the building. 


7. Computer/electronic communications misuse, including any 


unauthorized use of computers, software, or internet/intranet account; 


accessing inappropriate websites; or any other violation of the 


district’s acceptable use policy. 


 


B. Engage in conduct that is insubordinate. Examples of insubordinate conduct 


include, but are not limited to: 
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1. Failing to comply with the reasonable directions of teachers, school 


administrators or other school employees in charge of students or 


otherwise demonstrating disrespect. 


2. Lateness for, missing or leaving school without permission. 


3. Skipping detention. 


 


C.  Engage in conduct that is disruptive.  Examples of disruptive conduct 


include, but are not limited to: 


 


1. Failing to comply with the reasonable directions of teachers, school 


administrators or other school personnel in charge of students. 


2. Inappropriate public sexual contact. 


3. Display or use of personal electronic devices, such as, but not limited 


to, cell phones, I-pods, digital cameras, in a manner that is in 


violation of District policy. 


 


D.  Engage in conduct that is violent.  Examples of violent conduct include, but 


are not limited to: 


 


1. Committing an act of violence (such as hitting, kicking, punching, 


and scratching) upon a teacher, administrator or other school 


employee or attempting to do so. 


2. Committing an act of violence (such as hitting, kicking, punching, 


and scratching) upon another student or any other person lawfully on 


school property or attempting to do so. 


3. Possessing a weapon.  Authorized law enforcement officials are the 


only persons permitted to have a weapon in their possession while on 


school property or at a school function. 


4. Displaying what appears to be a weapon. 


5. Threatening to use any weapon. 


6. Intentionally damaging or destroying the personal property of a 


student, teacher, administrator, other district employee or any person 


lawfully on school property, including graffiti or arson. 


7. Intentionally damaging or destroying school district property. 


 


E. Engage in any conduct that endangers the safety, physical or mental health or 


welfare of others. Examples of such conduct include, but are not limited to: 


 


1. Subjecting other students, school personnel or any other person 


lawfully on school property or attending a school function to danger 


by recklessly engaging in conduct which creates a substantial risk of 


physical injury.  


2. Stealing or attempting to steal the property of other students, school 


personnel or any other person lawfully on school property or 


attending a school function. 


3. Defamation, which includes making false or unprivileged statements 
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or representations about an individual or identifiable group of 


individuals that harm the reputation of the person or the identifiable 


group by demeaning them. 


4. Discrimination, which includes using  race, color, creed, national 


origin, ethnic group, religion, religious practice, sex, gender (identity 


and expression), sexual orientation, weight or disability  to deny 


rights, equitable treatment or access to facilities available to others.  


5. Harassment, which includes a sufficiently severe action or persistent 


pervasive pattern of actions or statements directed at an identifiable 


individual or group which are intended to be, or which a reasonable 


person would perceive as ridiculing or demeaning.  Harassment is 


also the creation of a hostile environment.  (See policy, 0115, Student 


Harassment and Bullying Prevention and Intervention for a more 


complete definition.) 


6. Intimidation, which includes engaging in actions or statements that 


put an individual in fear of bodily harm. 


7. Bullying, which may be a hostile activity which harms or induces fear 


through the threat of further aggression and/or creates terror. (See 


policy 0115 for a more complete definition.) 


8. Hazing, which includes an induction, initiation or membership 


process involving harassment (see policy 0115 for a more complete 


definition). 


9. Selling, using, distributing or possessing obscene material. 


10. Using vulgar or abusive language, cursing or swearing. 


11. Smoking a cigarette, cigar, pipe or using chewing or smokeless 


tobacco. 


12. Possessing, consuming, selling, distributing or exchanging alcoholic 


beverages or illegal substances, or being under the influence of either. 


"Illegal substances" include, but are not limited to, inhalants, 


marijuana, cocaine, LSD, PCP, amphetamines, heroin, steroids, look-


alike drugs, and any substances commonly referred to as "designer 


drugs." 


13. Inappropriately using or sharing prescription and over-the-counter 


drugs. 


14. Gambling. 


15. Indecent exposure, that is, exposure to sight of the private parts of the 


body in a lewd or indecent manner. 


16. Initiating a report warning of fire or other catastrophe without valid 


cause, misuse of 911, or discharging a fire extinguisher. 


 


F. Engage in misconduct while on a school bus.  It is crucial for students to 


behave appropriately while riding on district buses, to ensure their safety and 


that of other passengers and to avoid distracting the bus driver. Students are 


required to conduct themselves on the bus in a manner consistent with 


established standards for classroom behavior.  Excessive noise, pushing, 


shoving and fighting will not be tolerated. 







5300 


 


 
 


13
 


 


G. Engage in any form of academic misconduct.  Examples of academic 


misconduct include, but are not limited to: 


 


1. Plagiarism. 


2. Cheating. 


3. Copying. 


4. Altering records. 


5. Assisting another student in any of the above actions. 


 


H. Engage in off-campus misconduct that interferes with, or can reasonably be 


expected to substantially disrupt the educational process in the school or at a 


school function.  Such misconduct includes, but isn't limited to, threatening 


or harassing students or school personnel through any means off-campus, 


including cyberbullying (for a complete definition of harassment, bullying 


and cyberbullying refere to policy 0115, Student Harassment and Bullying 


Prevention and Intervention). 


 


5300.35 REPORTING VIOLATIONS 


 


 All students are expected to promptly report violations of the code of conduct 


to a teacher, school counselor, the Building Principal or his or her designee. Any 


student observing a student possessing a weapon, alcohol or illegal substance on 


school property or at a school function shall report this information immediately to a 


teacher, the Principal, the Principal’s designee or the Superintendent of Schools. 


 


 All district staff who are authorized to impose disciplinary sanctions are 


expected to do so in a prompt, fair and lawful manner. District staff who are not 


authorized to impose disciplinary sanctions are expected to promptly report 


violations of the code of conduct to their supervisor, who shall in turn impose 


an appropriate disciplinary sanction, if so authorized, or refer the matter to a staff 


member who is authorized to impose an appropriate sanction. 


 


 Any weapon, alcohol or illegal substance found shall be confiscated 


immediately, if possible, followed by notification to the parent of the student 


involved and the appropriate disciplinary sanction, which may include permanent 


suspension and referral for prosecution. 


 


 The Principal or his/her designee must notify the appropriate local law 


enforcement agency of those code violations that constitute a crime and substantially 


affect the order or security of a school as soon as practical, but in no event later than 


the close of business the day the Principal or his/her designee learns of the violation.  


The notification may be made by telephone, followed by a letter mailed on same day 


as the telephone call is made.  The notification must identify the student and explain 


the conduct that violated the code of conduct and constituted a crime. 
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5300.40 DISCIPLINARY PENALTIES, PROCEDURES AND 


REFERRALS1 


 
Discipline is most effective when it deals directly with the problem at the 


time and place it occurs, and in a way that students view as fair and impartial. School 


personnel who interact with students are expected to use disciplinary action only 


when necessary and to place emphasis on the students' ability to grow in self-


discipline. 


 


Disciplinary action, when necessary, will be firm, fair and consistent so as to 


be most effective in changing student behavior. In determining the appropriate 


disciplinary action, school personnel authorized to impose disciplinary penalties will 


consider the following: 


 


1. The student's age. 


2. The nature of the offense and the circumstances which led to the offense. 


3. The student's prior disciplinary record. 


4. The effectiveness of other forms of discipline. 


5. Information from parents, teachers and/or others, as appropriate. 


6. Other extenuating circumstances. 


 


As a general rule, discipline will be progressive.  This means that a student's 


first violation will usually merit a lighter penalty than subsequent violations. 


 


If the conduct of a student is related to a disability or suspected disability, the 


student shall be referred to the Committee on Special Education and discipline, if 


warranted, shall be administered consistent with the separate requirements of this 


code of conduct for disciplining students with a disability or presumed to have a 


disability.  A student identified as having a disability shall not be disciplined for 


behavior related to his/her disability, unless the discipline is consistent with the 


student’s individualized education plan (IEP). 


 


A. Penalties 


 


Students who are found to have violated the district's code of conduct may be 


subject to the following penalties, either alone or in combination. The school 


personnel identified after each penalty are authorized to impose that penalty, 


consistent with the student's right to due process. 
 


1. Oral warning – any member of the district staff 


2. Written warning – bus drivers, hall and lunch monitors, coaches, school 


counselors, teachers, Principal, Superintendent 


3. Written notification to parent – bus driver, hall and lunch monitors, 


coaches, school counselors, teachers, Principal, Superintendent 


4. Detention – teachers, Principal, Superintendent 
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5. Suspension from transportation – Director of Transportation, Principal, 


Superintendent 


6. Suspension from athletic participation – coaches, Principal, 


Superintendent 


7. Suspension from social or extracurricular activities – activity director, 


Principal, Superintendent 


8. Suspension of other privileges – Principal, Superintendent 


9. In-school suspension – Principal, Superintendent 


10. Removal from classroom by teacher – teachers, Principal 


11. Short-term (five days or less) suspension from school – Principal, 


Superintendent, Board 


12. Long-term (more than five days) suspension from school –Superintendent, 


Board 


13. Permanent suspension from school – Superintendent, Board. 
 
B. Procedures 
 


The amount of due process a student is entitled to receive before a penalty is 


imposed depends on the penalty being imposed. In all cases, regardless of the penalty 


imposed, the school personnel authorized to impose the penalty must inform the 


student of the alleged misconduct and must investigate, to the extent necessary, the 


facts surrounding the alleged misconduct. All students will have an opportunity to 


present their version of the facts to the school personnel imposing the disciplinary 


penalty in connection with the imposition of the penalty. 


 


Students who are to be given penalties other than an oral warning, written 


warning or written notification to their parents are entitled to additional rights before 


the penalty is imposed. These additional rights are explained below. 


 


 1.   Detention 


 


 Teachers, Principals and the Superintendent may use after school detention as 


a penalty for student misconduct in situations where removal from the classroom or 


suspension would be inappropriate. Detention will be imposed as a penalty only after 


the student's parent has been notified to confirm that there is no parental objection to 


the penalty and the student has appropriate transportation home following detention. 


 


 2. Suspension from transportation 


 


If a student does not conduct himself/herself properly on a bus, the bus driver 


is expected to bring such misconduct to the Principal's attention. Students who 


become a serious disciplinary problem may have their riding privileges suspended by 


the Principal or the Superintendent or their designees. 


 


In such cases, the student's parent will become responsible for seeing that his 


or her child gets to and from school safely. Should the suspension from transportation 
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amount to a suspension from attendance, the district will make appropriate 


arrangements to provide for the student's education. 


 


 A student subjected to a suspension from transportation is not entitled to a full 


hearing pursuant to Education Law §3214.  However, the student and the student's 


parent will be provided with a reasonable opportunity for an informal conference 


with the Principal or the Principal’s designee to discuss the conduct and the penalty 


involved. 


 


3. Suspension from athletic participation, extra-curricular activities 


and other privileges 


 


 A student subjected to a suspension from athletic participation, extra-


curricular activities or other privileges is not entitled to a full hearing pursuant to 


Education Law §3214.  However, the student and the student's parent will be 


provided with a reasonable opportunity for an informal conference with the district 


official imposing the suspension to discuss the conduct and the penalty involved. 


 


 4.   In-school Suspension 


 


 The Board recognizes the school must balance the need of students to attend 


school and the need for order in the classroom to establish an environment conducive 


to learning. As such, the Board authorizes Principals and the Superintendent to place 


students who would otherwise be suspended from school as the result of a code of 


conduct violation in "in-school suspension." The in-school suspension teacher will be 


a certified teacher. 


 


 A student subjected to an in-school suspension is not entitled to a full hearing 


pursuant to Education Law §3214.  However, the student and the student's parent will 


be provided with a reasonable opportunity for an informal conference with the district 


official imposing the in-school suspension to discuss the conduct and the penalty 


involved. 


 


 5. Teacher Disciplinary Removal of Disruptive Students 


 


 A student's behavior can affect a teacher's ability to teach and can make it 


difficult for other students in the classroom to learn. In most instances the classroom 


teacher can control a student's behavior and maintain or restore control over the 


classroom by using good classroom management techniques.  These techniques may 


include practices that involve the teacher directing a student to briefly leave the 


classroom to give the student an opportunity to regain his or her composure and self-


control in an alternative setting. Such practices may include, but are not limited to: 


(1) short-term "time out" in an elementary classroom or in an administrator's office; 


(2) sending a student into the hallway briefly; (3) sending a student to the Principal's 


office for the remainder of the class time only; or (4) sending a student to a school 


counselor or other district staff member for counseling. Time-honored classroom 
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management techniques such as these do not constitute disciplinary removals for 


purposes of this code. 


 


 On occasion, a student's behavior may become disruptive.  For purposes of 


this code of conduct, a disruptive student is a student who is substantially disruptive 


of the educational process or substantially interferes with the teacher's authority over 


the classroom.  A substantial disruption of the educational process or substantial 


interference with a teacher's authority occurs when a student demonstrates a 


persistent unwillingness to comply with the teacher's instructions or repeatedly 


violates the teacher's classroom behavior rules. 


 


 A classroom teacher may remove a disruptive student from class for up to two 


days.  The removal from class applies to the class of the removing teacher only. 


 


 If the disruptive student does not pose a danger or ongoing threat of 


disruption to the academic process, the teacher must provide the student with an 


explanation for why he or she is being removed and an opportunity to explain his or 


her version of the relevant events before the student is removed. Only after the 


informal discussion may a teacher remove a student from class. 


 


 If the student poses a danger or ongoing threat of disruption, the teacher may 


order the student to be removed immediately.  The teacher must, however, explain to 


the student why he or she was removed from the classroom and give the student a 


chance to present his or her version of the relevant events within 24-hours. 


 


The teacher must complete a district-established disciplinary removal form 


and meet with the Principal or his or her designee as soon as possible, but no later 


than the end of the school day, to explain the circumstances of the removal and to 


present the removal form.  If the Principal or designee is not available by the end of 


the same school day, the teacher must leave the form with the secretary and meet 


with the Principal or designee prior to the beginning of classes on the next school 


day. 


 


Within 24 hours after the student's removal, the Principal or another district 


administrator designated by the Principal must notify the student's parent, in writing, 


that the student has been removed from class and why. The notice must also inform 


the parent that he or she has the right, upon request, to meet informally with the 


Principal or the Principal's designee to discuss the reasons for the removal. 


 


 The written notice must be provided by personal delivery, express mail 


delivery, or some other means that is reasonably calculated to assure receipt of the 


notice within 24 hours of the student's removal at the last known address for the 


parent. Where possible, notice should also be provided by telephone if the school has 


been provided with a telephone number(s) for the purpose of contacting parents. 


 


The Principal may require the teacher who ordered the removal to attend the 
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informal conference. 


 


 If at the informal meeting the student denies the charges, the Principal or the 


Principal's designee must explain why the student was removed and give the student 


and the student's parents a chance to present the student's version of the relevant 


events. The informal meeting must be held within 48 hours of the student's removal.  


The timing of the informal meeting may be extended by mutual agreement of the 


parent and Principal. 


  


The Principal or the Principal's designee may overturn the removal of the 


student from class if the Principal finds any one of the following: 


 


1. The charges against the student are not supported by substantial evidence. 


2. The student's removal is otherwise in violation of law, including the district’s 


code of conduct. 


3. The conduct warrants suspension from school pursuant to Education Law 


§3214 and a suspension will be imposed. 


 


 The Principal or his/her designee may overturn a removal at any point 


between receiving the referral form issued by the teacher and the close of business on 


the day following the 48-hour period for the informal conference. No student 


removed from the classroom by the classroom teacher will be permitted to return to 


the classroom until the Principal makes a final determination, or the period of 


removal expires, whichever is less. 


 


Any disruptive student removed from the classroom by the classroom teacher 


shall be offered continued educational programming and activities until he or she is 


permitted to return to the classroom. 


 


 Each teacher must keep a complete log (on a district provided form) for all 


cases of removal of students from his/her class.  The Principal must keep a log of all 


removals of students from class. 


 


 Removal of a student with a disability, under certain circumstances, may 


constitute a change in the student's placement. Accordingly, no teacher may remove a 


student with a disability from his or her class until he or she has verified with the 


Principal or the chairperson of the Committee on Special Education that the removal 


will not violate the student's rights under state or federal law or regulation. 


 


6. Suspension from School 


 


Suspension from school is a severe penalty, which may be imposed only upon 


students who are insubordinate, disorderly, violent or disruptive, or whose conduct 


otherwise endangers the safety, morals, health or welfare of others. 


 


The Board retains its authority to suspend students, but places primary 
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responsibility for the suspension of students with the Superintendent and the 


Principals. 


 


 Any staff member may recommend to the Superintendent or the Principal that 


a student be suspended. All staff members must immediately report and refer a 


violent student to the Principal or the Superintendent for a violation of the code of 


conduct. All recommendations and referrals shall be made in writing unless the 


conditions underlying the recommendation or referral warrant immediate attention.  


In such cases a written report is to be prepared as soon as possible by the staff 


member recommending the suspension. The Superintendent or Principal, upon 


receiving a recommendation or referral for suspension or when processing a case for 


suspension, shall gather the facts relevant to the matter and record them for 


subsequent presentation, if necessary. 


 


  a.   Short term (five days or less) Suspension from School 


 


When the Superintendent or Principal (referred to as the "suspending 


authority") proposes to suspend a student charged with misconduct for five days or 


less pursuant to Education Law §3214(3), the suspending authority must immediately 


notify the student orally.  If the student denies the misconduct, the suspending 


authority must provide an explanation of the basis for the proposed suspension.  The 


suspending authority must also notify the student's parents in writing that the student 


may be suspended from school. The written notice must be provided by personal 


delivery, express mail delivery, or some other means that is reasonably calculated to 


assure receipt of the notice within 24 hours of the decision to propose suspension at 


the last known address for the parents. Where possible, notice should also be 


provided by telephone if the school has been provided with a telephone number(s) for 


the purpose of contacting the parents. 


 


The notice shall provide a description of the charges against the student and 


the incident for which suspension is proposed and shall inform the parents of the 


right to request an immediate informal conference with the Principal.  Both the notice 


and informal conference shall be in the dominant language or mode of 


communication used by the parents.  At the conference, the parents shall be permitted 


to ask questions of complaining witnesses under such procedures as the Principal 


may establish. 


 


The notice and opportunity for an informal conference shall take place before 


the student is suspended unless the student's presence in school poses a continuing 


danger to persons or property or an ongoing threat of disruption to the academic 


process.  If the student's presence does pose such a danger or threat of disruption, the 


notice and opportunity for an informal conference shall take place as soon after the 


suspension as is reasonably practicable. 


 


After the conference, the Principal shall promptly advise the parents in 


writing of his or her decision. The Principal shall advise the parents that if they are 
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not satisfied with the decision and wish to pursue the matter, they must file a written 


appeal to the Superintendent within ten (10) business days, unless they can show 


extraordinary circumstances precluding them from doing so.  The Superintendent 


shall issue a written decision regarding the appeal within 10 business days of 


receiving the appeal.  If the parents are not satisfied with the Superintendent’s 


decision, they must file a written appeal to the Board of education with the District 


Clerk within 10 business days of the date of the Superintendent's decision, unless 


they can show extraordinary circumstances precluding them from doing so.  Only 


final decisions of the Board may be appealed to the Commissioner of Education 


within 30 days of the decision. 


 


 b. Long term (more than five days) Suspension from School 


 


When the Superintendent determines that a suspension for more than five 


days may be warranted, he or she shall give reasonable notice to the student and the 


student's parents of their right to a fair hearing.  At the hearing the student shall have 


the right to be represented by counsel, the right to question witnesses against him or 


her and the right to present witnesses and other evidence on his or her behalf. 


 


The Superintendent shall personally hear and determine the proceeding or 


may, in his or her discretion, designate a hearing officer to conduct the hearing.  The 


hearing officer shall be authorized to administer oaths and to issue subpoenas in 


conjunction with the proceeding before him or her.  A record of the hearing shall be 


maintained, but no stenographic transcript shall be required. A tape recording shall be 


deemed a satisfactory record. The hearing officer shall make findings of fact and 


recommendations as to the appropriate measure of discipline to the Superintendent. 


The report of the hearing officer shall be advisory only, and the Superintendent may 


accept all or any part thereof. 


 


An appeal of the decision of the Superintendent may be made to the Board, 


which will make its decision based solely upon the record before it.  All appeals to 


the Board must be in writing and submitted to the district clerk within thirty (30) days 


of the date of the Superintendent's decision, unless the parents can show that 


extraordinary circumstances precluded them from doing so. The Board may adopt in 


whole or in part the decision of the Superintendent. Final decisions of the Board may 


be appealed to the Commissioner of Education within 30 days of the decision. 


 


c. Permanent suspension 


 


Permanent suspension is reserved for extraordinary circumstances such as 


where a student's conduct poses a life-threatening danger to the safety and well-being 


of other students, school personnel or any other person lawfully on school property or 


attending a school function. 
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 d. Procedure After Suspension 


 


The Board may condition a student’s early return from a suspension on the 


student’s voluntary participation in counseling or specialized classes, such as anger 


management or dispute resolution.  The Board retains discretion in offering this 


opportunity.  If and when the student and/or parent/guardian agrees to this option, the 


terms and conditions shall be specified in writing. 


 


 


C. Minimum Periods of Suspension 


 


1.  Students who bring or possess a weapon on school property 


 


Any student, other than a student with a disability, found guilty of bringing a 


weapon onto school property will be subject to suspension from school for at least 


one calendar year.  Before being suspended, the student will have an opportunity for a 


hearing pursuant to Education Law §3214. The Superintendent has the authority to 


modify the one-year suspension on a case-by-case basis. In deciding whether to 


modify the penalty, the Superintendent may consider the following: 


 


1. The student's age. 


2. The student's grade in school. 


3. The student's prior disciplinary record. 


4. The Superintendent's belief that other forms of discipline may 


be more effective. 


5. Input from parents, teachers and/or others. 


6. Other extenuating circumstances. 


 


A student with a disability may be suspended in accordance with the 


requirements of state and federal law. 


 


2. Students who commit violent acts other than bringing or 


possessing a weapon on school property 


 


 Any student, other than a student with a disability, who is found to have 


committed a violent act, other than bringing a weapon onto school property, shall be 


subject to suspension from school for at least five days.  If the proposed penalty is the 


minimum five-day suspension, the student and the student's parent will be given the 


same notice and opportunity for an informal conference given to all students subject 


to a short-term suspension. If the proposed penalty exceeds the minimum five-day 


suspension, the student and the student's parent will be given the same notice and 


opportunity for a hearing given to all students subject to a long-term suspension. The 


Superintendent has the authority to modify the minimum five-day suspension on a 


case-by-case basis. In deciding whether to modify the penalty, the Superintendent 


may consider the same factors considered in modifying a one-year suspension for 


possessing a weapon. 
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 3. Students who are repeatedly substantially disruptive of the 


educational process or repeatedly substantially interferes with the teacher's 


authority over the classroom 


 


 Any student, other than a student with a disability, who repeatedly is 


substantially disruptive of the educational process or substantially interferes with the 


teacher’s authority over the classroom will be suspended from school for at least five 


days. For purposes of this code of conduct, “repeatedly is substantially disruptive” 


means engaging in conduct that results in the student being removed from the 


classroom by teacher(s) pursuant to Education Law § 3214 (3-a) and this code on 


four or more occasions during a semester, or three or more occasions during a 


trimester. If the proposed penalty is the minimum five-day suspension, the student 


and the student's parent will be given the same notice and opportunity for an informal 


conference given to all students subject to a short-term suspension. If the proposed 


penalty exceeds the minimum five-day suspension, the student and the student's 


parent will be given the same notice and opportunity for a hearing given to all 


students subject to a long-term suspension. The Superintendent has the authority to 


modify the minimum five-day suspension on a case-by-case basis. In deciding 


whether to modify the penalty, the Superintendent may consider the same factors 


considered in modifying a one-year suspension for possessing a weapon. 
 
  
D. Referrals 
 


1. Counseling 
 


The Guidance Office shall handle all referrals of students to 
counseling. 


 
2. PINS Petitions 


 
The district may file a PINS (person in need of supervision) petition 


in Family Court on any student under the age of 18 who demonstrates that he 
or she requires supervision and treatment by: 


 
a. Being habitually truant and not attending school as required 


by part one of Article 65 of the Education Law. 
b. Engaging in an ongoing or continual course of conduct which 


makes the student ungovernable, or habitually disobedient and 
beyond the lawful control of the school. 


c. Knowingly and unlawfully possesses marijuana in violation of 
Penal Law § 221.05.  A single violation of § 221.05 will be a 
sufficient basis for filing a PINS petition. 


 
3. Juvenile Delinquents and Juvenile Offenders 
 


The Superintendent is required to refer the following students to the 
County Attorney for a juvenile delinquency proceeding before the Family 
Court: 
 


a. Any student under the age of 16 who is found to have brought 
a weapon to school, or 
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b. Any student 14 or 15 years old who qualifies for juvenile 
offender status under the Criminal Procedure Law § 1.20 (42). 


 
The Superintendent is required to refer students age 16 and older or any 


student 14 or 15 years old who qualifies for juvenile offender status to the 
appropriate law enforcement authorities. 


 


5300.45 ALTERNATIVE INSTRUCTION 


 


When a student of any age is removed from class by a teacher or a student of 


compulsory attendance age is suspended from school pursuant to Education Law 


§3214, the district will take immediate steps to provide alternative means of 


instruction for the student. 


 


 


5300.50 DISCIPLINE OF STUDENTS WITH DISABILITIES 


 


 The Board of Education recognizes that it may be necessary to suspend, 


remove or otherwise discipline students with disabilities who violate the district’s 


student code of conduct, and/or to temporarily remove a student with disabilities 


from his or her current placement because maintaining the student in that placement 


is substantially likely to result in injury to the student or to others.  The Board also 


recognizes that students with disabilities deemed eligible for special education 


services under the IDEA and Article 89 of New York’s Education Law enjoy certain 


procedural protections that school authorities must observe when they decide to 


suspend or remove them.  Under certain conditions those protections extend, as well, 


to students not currently deemed to be a student with a disability but determined to be 


a student presumed to have a disability for discipline purposes. 


 


 Therefore, the Board is committed to ensuring that the district follows 


suspension and removal procedures that are consistent with those protections.  The 


code of conduct for students is intended to afford students with disabilities and 


students presumed to have a disability for discipline purposes the express rights they 


enjoy under applicable law and regulations. 


 


Definitions 


 


 For purposes of this portion of the code of conduct, and consistent with 


applicable law and regulations, the following definitions will apply: 


 


1. Behavioral intervention plan (BIP) means a plan that is based on the results 


of a functional behavioral assessment and that, at a minimum, includes a 


description of the problem behavior, global and specific hypotheses as to why 


the problem behavior occurs, and intervention strategies that include positive 


behavioral supports and services to address the behavior. 
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2. Controlled substance means a drug or other substance abuse identified under 


schedule I, II, III, IV, or V in section 202(c) of the Controlled Substances Act 


(21 USC § 812(c)). 


3. Disciplinary change in placement means a suspension or removal from a 


student’s current educational placement that is either: 


 


a. For more than 10 consecutive school days; or  


b. For a period of 10 consecutive school days or less if the student is 


subjected to a series of suspensions or removals that constitute a 


pattern because they cumulate to more than 10 school days in a 


school year, because the student’s behavior is substantially similar to 


the student’s behavior in previous incidents that resulted in the series 


of removals, and because of such additional factors as the length of 


each suspension or removal, the total amount of time the student has 


been removed and the proximity of the suspensions or removals to 


one another. 


 


4. Illegal drug means a controlled substance, but does not include a controlled 


substance legally possessed or used under the supervision of a licensed 


health-care professional, or a substance that is otherwise legally possessed or 


used under the authority of the Controlled Substances Act or under any other 


provision of federal law. 


5. Interim alternative educational setting (IAES) means a temporary 


educational placement, other than the student’s current placement at the time 


the behavior precipitating the IAES placement occurred.  An IAES must 


allow a student to continue to receive educational services that enable him or 


her to continue to participate in the general curriculum and progress toward 


meeting the goals set out in the student’s individualized education program; 


as well as to receive, as appropriate, a functional behavioral assessment and 


behavioral intervention services and modifications designed to address the 


behavior violation so that it does not recur. 


6. Manifestation review means a review of the relationship between the 


student’s disability and the behavior subject to disciplinary action required 


when the disciplinary action results in a disciplinary change of placement, 


and conducted in accordance with requirements set forth later in this policy. 


7. Manifestation team means a district representative knowledgeable about the 


student and the interpretation of information about child behavior, the parent, 


and relevant members of the committee on special education as determined 


by the parent and the district. 


8. Removal means a removal of a student with a disability for disciplinary 


reasons from his or her current educational placement, other than a 


suspension; and a change in the placement of a student with a disability to an 


IAES. 


9. School day means any day, including a partial day, that students are in 


attendance at school for instructional purposes. 
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10. Serious bodily injury means bodily injury which involves a substantial risk of 


death, extreme physical pain, protracted obvious disfigurement or protracted 


loss or impairment of the function of a bodily member, organ or mental 


faculty. 


11. Student presumed to have a disability for discipline purposes means a student 


who, under the conditions set forth later in this policy, the district is deemed 


to have had knowledge was a student with a disability before the behavior 


that precipitated the disciplinary action. 


12. Suspension means a suspension pursuant to §3214 of New York’s Education 


Law. 


13. Weapon means the same as the term “dangerous weapon” under 18 USC 


§930(g)(2) which includes a weapon, device, instrument, material or 


substance, animate or inanimate, that is used for, or is readily capable of 


causing death or serious bodily injury, except a pocket knife with a blade of 


less than two and one-half inches in length. 


 


Authority of School Personnel to Suspend or Remove Students with Disabilities 


 


 The Board, District Superintendent, Superintendent of Schools or a Building 


Principal with authority to suspend students under the Education Law may order the 


placement of a student with a disability into an IAES, another setting or suspension 


for a period not to exceed five consecutive school days.   


 


 The Superintendent may, directly or upon the recommendation of a 


designated hearing officer, order the placement of a student with a disability into an 


IAES, another setting or suspension for a period not to exceed ten consecutive school 


days inclusive of any period in which the student has been suspended or removed for 


the same behavior pursuant to the above paragraph, if the Superintendent determines 


that the student’s behavior warrants the suspension.    The Superintendent also may 


order additional suspensions of not more than ten consecutive school days in the 


same school year for separate incidents of misconduct, as long as the suspensions do 


not constitute a disciplinary change of placement. 


 


 In addition, the Superintendent may order the placement of a student with a 


disability into an IAES, another setting or suspension for a period in excess of ten 


consecutive school days if the manifestation team determines that the student’s 


behavior was not a manifestation of the student’s disability.  In such an instance, the 


Superintendent may discipline the student in the same manner and for the same 


duration as a non-disabled student. 


 


 Furthermore, the Superintendent may, directly or upon the recommendation 


of a designated hearing officer, order the placement of a student with a disability to 


an IAES to be determined by the committee on special education for a period of up to 


45 school days if the student either: 
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1. Carries or possesses a weapon to or at school, on school premises or to a 


school function, or 


2. Knowingly possesses or uses illegal drugs or sells or solicits the sale of a 


controlled substance while at school, on school premises or at a school 


function under the district’s jurisdiction, or 


3. Has inflicted serious bodily injury upon another person while at school, on 


school premises or at a school function under the district’s jurisdiction. 


 


The Superintendent may order the placement of a student with a disability to 


an IAES under such circumstances, whether or not the student’s behavior is a 


manifestation of the student’s disability.  However, the committee on special 


education will determine the IAES. 


 


Procedures for the Suspension or Removal of Students with Disabilities by School 


Personnel 


 


1. In cases involving the suspension or removal of a student with a disability for 


a period of five consecutive school days or less, the student’s parents or 


persons in parental relation to the student will be notified of the suspension 


and given an opportunity for an informal conference in accordance with the 


same procedures that apply to such short term suspensions of non-disabled 


students. 


2. The suspension of students with disabilities for a period in excess of five 


school days will be subject to the same due process procedures applicable to 


non-disabled students, except that the student disciplinary hearing conducted 


by the Superintendent or a designated hearing officer shall be bifurcated into 


a guilt phase and a penalty phase.  Upon a finding of guilt, the Superintendent 


or the designated hearing officer will await notification of the determination 


by the manifestation team as to whether the student’s behavior was a 


manifestation of his or her disability.  The penalty phase of the hearing may 


proceed after receipt of that notification.  If the manifestation team 


determined that the behavior was not a manifestation of the student’s 


disability, the student may be disciplined in the same manner as a non-


disabled student, except that he or she will continue to receive services as set 


forth below.  However, if the behavior was deemed a manifestation of the 


student’s disability, the hearing will be dismissed, unless the behavior 


involved concerned weapons, illegal drugs or controlled substances, or the 


infliction of serious bodily injury, in which case the student may still be 


placed in an IAES.   


 


Limitation on Authority of School Personnel to Suspend or Remove Students with 


Disabilities 


 


 The imposition of a suspension or removal by authorized school personnel 


may not result in a disciplinary change of placement of a student with a disability that 


is based on a pattern of suspensions or removals as set forth above in the Definitions 
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section of this policy, unless: 


 


1. The manifestation team determines that the student’s behavior was not a 


manifestation of the student’s disability, or  


2. The student is removed to an IAES for behavior involving weapons, illegal 


drugs or controlled substances, or the infliction of serious bodily injury as set 


forth above. 


 


School personnel will consider any unique circumstances on a case-by-case 


basis when determining whether a disciplinary change in placement is appropriate for 


a student with a disability who violates the district’s code of conduct. 


 


In addition, school personnel may not suspend or remove a student with 


disabilities in excess of the amount of time that a non-disabled student would be 


suspended for the same behavior. 


 


Parental Notification of a Disciplinary Change of Placement 


 


The district will provide the parents of a student with a disability notice of 


any decision to make a removal that constitutes a disciplinary change of placement 


because of a violation of the student code of conduct.  Such notice will be 


accompanied by a copy of the procedural safeguards notice. 


 


Authority of an Impartial Hearing Officer to Remove a Student with a Disability 


 


 An impartial hearing officer may order the placement of a student with a 


disability to an IAES for up to 45 school days at a time if he or she determines that 


maintaining the current placement of the student is substantially likely to result in 


injury to the student or to others.  This authority applies whether or not the student’s 


behavior is a manifestation of the student’s disability. 


 


Manifestation Review 


 


 A review of the relationship between a student’s disability and the behavior 


subject to disciplinary action to determine if the conduct is a manifestation of the 


student’s disability will be made by the manifestation team immediately, if possible, 


but in no case later than 10 school days after a decision is made by: 


 


1. The Superintendent to change the placement of a student to an IAES; 


2. An impartial hearing officer to place a student in an IAES; or 


3. The Board, the Superintendent, or Building Principal to impose a suspension 


that constitutes a disciplinary change in placement. 


 


The manifestation team must determine that the student’s conduct was a 


manifestation of the student’s disability if it concludes that the conduct in question 


was either: 
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1. Caused by or had a direct or substantial relationship to the student’s 


disability, or 


2. The direct result of the district’s failure to implement the student’s 


individualized education program. 


 


The manifestation team must base its determination on a review of all 


relevant information in the student’s file including the student’s individualized 


education program, any teacher observations, and any relevant information provided 


by the parents. 


 


 If the manifestation team determines that the student’s conduct is a 


manifestation of the student’s disability, the district will: 


 


1. Have the committee on special education  conduct a functional behavioral 


assessment of the student and implement a behavioral intervention plan, 


unless the district had already done so prior to the behavior that resulted in 


the disciplinary change of placement occurred.  However, if the student 


already has a behavioral intervention plan,  the  


 


 CSE will review the plan and its implementation, and modify it as necessary 


to address the  behavior.   


 


2. Return the student to the placement from which he or she was removed, 


unless the change in placement was to an IAES for conduct involving 


weapons, illegal drugs or controlled substances or the infliction of serious 


bodily injury, or the parents and the district agree to a change in placement as 


part of the modification of the behavioral intervention plan. 


 


If the manifestation team determines that the conduct in question was the 


direct result of the district’s failure to implement the student’s individualized 


education program, the district will take immediate steps to remedy those 


deficiencies. 


 


Services for Students with Disabilities during Periods of Suspension or Removal 


 


 Students with disabilities who are suspended or removed from their current 


educational setting in accordance with the provisions of this policy and applicable 


law and regulation will continue to receive services as follows: 


 


1. During suspensions or removals of up to 10 school days in a school year that 


do not constitute a disciplinary change in placement, the district will provide 


alternative instruction to students with disabilities of compulsory attendance 


age on the same basis as non-disabled students.  Students with disabilities 


who are not of compulsory attendance age will receive services during such 
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periods of suspension or removal only to the same extent as non-disabled 


students of the same age would if similarly suspended. 


 


2. During subsequent suspensions or removals of up to 10 school days that in 


the aggregate total more than 10 school days in a school year but do not 


constitute a disciplinary change in placement, the district will provide 


students with disabilities services necessary to enable them to continue to 


participate in the general education curriculum and to progress toward 


meeting the goals set out in their respective individualized education 


program.  School personnel, in consultation with at least one of the student’s 


teachers, will determine the extent to which services are needed to comply 


with this requirement. 


 


In addition, during such periods of suspension or removal the district will 


also provide students with disabilities services necessary for them to receive, 


as appropriate, a functional behavioral assessment, and behavioral 


intervention services and modifications designed to address the behavior 


violation so that it does not recur. 


 


3. During suspensions or removals in excess of 10 school days in a school year 


that constitute a disciplinary change in placement, including placement in an 


IAES for behavior involving weapons, illegal drugs or controlled substances, 


or the infliction of serious bodily injury, the district will provide students 


with disabilities services necessary to enable them to continue to participate 


in the general curriculum, to progress toward meeting the goals set out in 


their respective individualized education program, and to receive, as 


appropriate, a functional behavioral assessment, and behavioral intervention 


services and modifications designed to address the behavior violation so it 


does not recur. 


 


In such an instance, the committee on special education will determine the 


appropriate services to be provided. 


 


Students Presumed to Have a Disability for Discipline Purposes 


 


 The parent of a student who is facing disciplinary action but who was not 


identified as a student with a disability at the time of misconduct has the right to 


invoke any of the protections set forth in this policy in accordance with applicable 


law and regulations, if the district is deemed to have had knowledge that the student 


was a student with a disability before the behavior precipitating disciplinary action 


occurred and the student is therefore a student presumed to have a disability for 


discipline purposes. 


 


 If it is claimed that the district had such knowledge, it will be the 


responsibility of the Superintendent, Building Principal or other authorized school 


official imposing the suspension or removal in question for determining whether the 
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student is a student presumed to have a disability for discipline purposes.  The district 


will be deemed to have had such knowledge if: 


 


1. The student’s parent expressed concern in writing to supervisory or 


administrative personnel, or to a teacher of the student that the student is in 


need of special education.  Such expression may be oral if the parent does not 


know how to write or has a disability that prevents a written statement; or 


2. The student’s parent has requested an evaluation of the student; or 


3. A teacher of the student or other school personnel has expressed specific 


concerns about a pattern of behavior demonstrated by the student, directly to 


the district’s director of special education or other supervisory personnel. 


 


Nonetheless, a student will not be considered a student presumed to have a 


disability for discipline purposes if notwithstanding the district’s receipt of 


information supporting a claim that it had knowledge the student has a disability,  


 


1. The student’s parent has not allowed an evaluation of the student; or 


2. The student’s parent has refused services; or 


3. The District conducted an evaluation of the student and determined that the 


student is not a student with a disability. 


 


If there is no basis for knowledge that the student is a student with a disability 


prior to taking disciplinary measures against the student, the student may be 


subjected to the same disciplinary measures as any other non-disabled student who 


engaged in comparable behaviors.  However, if the district receives a request for an 


individual evaluation while the student is subjected to a disciplinary removal, the 


district will conduct an expedited evaluation of the student in accordance with 


applicable law and regulations.  Until the expedited evaluation is completed, the 


student shall remain in the educational placement determined by the district which 


can include suspension. 


 


Expedited Due Process Hearings 


 


 The district will arrange for an expedited due process hearing upon receipt of 


or filing of a due process complaint notice for such a hearing by: 


 


1. The district to obtain an order of an impartial hearing officer placing a student 


with a disability in an IAES where school personnel maintain that it is 


dangerous for the student to be in his or her current educational placement; 


2. The district during the pendency of due process hearings where school 


personnel maintain that it is dangerous for the student to be in his or her 


current educational placement during such proceedings; 


3. The student’s parent regarding a determination that the student’s behavior 


was not a manifestation of the student’s disability; or 


4. The student’s parent relating to any decision regarding placement, including 


but not limited to any decision to place the student in an IAES. 
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The district will arrange for, and an impartial hearing officer will conduct, an 


expedited due process hearing in accordance with the procedures established in 


Commissioner’s regulations.  Those procedures include but are not limited to 


convening a resolution meeting, and initiating and completing the hearing within the 


timelines specified in those regulations. 


 


When an expedited due process hearing has been requested because of a 


disciplinary change in placement, a manifestation determination, or because the 


district believes that maintaining the student in the current placement is likely to 


result in injury to the student or others, the student will remain in the IAES pending 


the decision of the impartial hearing officer or until the expiration of the period of 


removal, whichever occurs first unless the student’s parent and the district agree 


otherwise. 


 


Referral to Law Enforcement and Judicial Authorities 


 


Consistent with its authority under applicable law and regulations, the district 


will report a crime committed by a student with a disability to appropriate law 


enforcement and judicial authorities.  In such an instance, The Superintendent will 


ensure that copies of the special education and disciplinary records of the student are 


transmitted for consideration to the appropriate authorities to whom the crime is 


reported, to the extent that the transmission is permitted by the Family Educational 


Rights and Privacy Act (FERPA).   


 


5300.55 CORPORAL PUNISHMENT2 


 


Corporal punishment is any act of physical force upon a student for the 


purpose of punishing that student.  Corporal punishment of any student by any 


district employee is strictly forbidden. 


 


However, in situations where alternative procedures and methods that do not 


involve the use of physical force cannot reasonably be used, reasonable physical force 


may be used to: 


 


1. Protect oneself, another student, teacher or any person from   


 physical injury. 


2. Protect the property of the school or others. 


3.  Restrain or remove a student whose behavior interferes with the orderly 


exercise and performance of school district functions, powers and duties, if 


that student has refused to refrain from further disruptive acts. 


 


The district will file all complaints about the use of corporal punishment with 


the Commissioner of Education in accordance with Commissioner's regulations. 
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5300.60 STUDENT SEARCHES AND INTERROGATIONS3 


 


The Board of Education is committed to ensuring an atmosphere on school 


property and at school functions that is safe and orderly.  To achieve this kind of 


environment, any school official authorized to impose a disciplinary penalty on a 


student may question a student about an alleged violation of law or the district code 


of conduct.  Students are not entitled to any sort of "Miranda"-type warning before 


being questioned by school officials, nor are school officials required to contact a 


student's parent before questioning the student.  However, school officials will tell all 


students why they are being questioned. 


 


 The Board authorizes the Superintendent of Schools, Building Principals, the 


school nurse and district security officials to conduct searches of students and their 


belongings, in most instances, with exceptions set forth below in A. and B., if the 


authorized school official has reasonable suspicion to believe that the search will 


result in evidence that the student violated the law or the district code of conduct. 


An authorized school official may conduct a search of a student's belongings 


that is minimally intrusive, such as touching the outside of a book bag, without 


reasonable suspicion, so long as the school official has a legitimate reason for the 


very limited search. 


 


 An authorized school official may search a student or the student's belongings 


based upon information received from a reliable informant. Individuals, other than 


the district employees, will be considered reliable informants if they have previously 


supplied information that was accurate and verified, or they make an admission 


against their own interest, or they provide the same information that is received 


independently from other sources, or they appear to be credible and the information 


they are communicating relates to an immediate threat to safety.  District employees 


will be considered reliable informants unless they are known to have previously 


supplied information that they knew was not accurate. 


 


 Before searching a student or the student's belongings, the authorized school 


official should attempt to get the student to admit that he or she possesses physical 


evidence that they violated the law or the district code, or get the student to 


voluntarily consent to the search.  Searches will be limited to the extent necessary to 


locate the evidence sought. 


 


 Whenever practicable, searches will be conducted in the privacy of 


administrative offices and students will be present when their possessions are being 


searched. 


 


A. Student Lockers, Desks and other School Storage Places 


 


 The rules in this code of conduct regarding searches of students and their 


belongings do not apply to student lockers, desks and other school storage places.  


Students have no reasonable expectation of privacy with respect to these places and 
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school officials retain complete control over them. This means that student lockers, 


desks and other school storage places may be subject to search at any time by school 


officials, without prior notice to students and without their consent. 


 


B. Student Automobiles 


 


 Also, automobiles (including the trunk) parked on school premises may be 


opened and inspected as well as any bag, handbag, or other similar container found 


within, by an authorized school official, in the present of another school official or 


employee, at any time upon reasonable suspicion that the automobile contains illegal 


matter. 


  


C. Strip searches 


 


 A strip search is a search that requires a student to remove any or all of his or 


her clothing, other than an outer coat or jacket.   If an authorized school official 


believes it is necessary to conduct a strip search of a student, the school official may 


do so only if the search is authorized in advance by the Superintendent or the school 


attorney. The only exception to this rule requiring advanced authorization is when the 


school official believes there is an emergency situation that could threaten the safety 


of the student or others. 


 


 Strip searches may only be conducted by an authorized school official of the 


same sex as the student being searched and in the presence of another district 


professional employee who is also of the same sex as the student. 


 


 In every case, the school official conducting a strip search must have  [insert 


applicable language such as reasonable suspicion or probable cause; or change 


this section to prohibit strip searches by school officials] to believe the student is 


concealing evidence of a violation of law or the district code. In addition, before 


conducting a strip search, the school official must consider the nature of the alleged 


violation, the student's age, the student's record, the quality of the knowledge that 


lead to the reasonable suspicion and the need for such a search. 


  


 School officials will attempt to notify the student's parent by telephone before 


conducting a strip search, or in writing after the fact if the parent could not be 


reached by telephone. 


 


D. Documentation of Searches 


 


 The authorized school official conducting the search shall be responsible for 


promptly recording the following information about each search: 


 


1. Name, age and grade of student searched. 


2. Reasons for the search. 


3. Name of any informant(s). 
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4. Purpose of search (that is, what item(s) were being sought). 


5. Type and scope of search. 


6. Person conducting search and his or her title and position. 


7. Witnesses, if any, to the search. 


8. Time and location of search. 


9. Results of search (that is, what items(s) were found). 


10. Disposition of items found. 


11. Time, manner and results of parental notification. 


 


 The Principal or the Principal’s designee shall be responsible for the custody, 


control and disposition of any illegal or dangerous item taken from a student.  The 


Principal or his or her designee shall clearly label each item taken from the student 


and retain control of the item(s), until the item is turned over to the police.  The 


Principal or his or her designee shall be responsible for personally delivering 


dangerous or illegal items to police authorities. 


 


E. Police Involvement in Searches and Interrogations of Students 


 


 District officials are committed to cooperating with police officials and other 


law enforcement authorities to maintain a safe school environment. Police officials, 


however, have limited authority to interview or search students in schools or at 


school functions, or to use school facilities in connection with police work. Police 


officials may enter school property or a school function to question or search a 


student or to conduct a formal investigation involving students only if they have: 


 


1. A search or an arrest warrant; or 


2. Probable cause to believe a crime has been committed on school 


property or at a school function. 


 


 Before police officials are permitted to question or search any student, the 


Principal or his or her designee shall first try to notify the student’s parent to give the 


parent the opportunity to be present during the police questioning or search. If the 


student’s parent cannot be contacted prior to the police questioning or search, the 


questioning or search shall not be conducted, unless the student is 16 years of age or 


older. The Principal or designee will also be present during any police questioning or 


search of a student on school property or at a school function. 


 


Students who are questioned by police officials on school property or at a 


school function will be afforded the same rights they have outside the school. This 


means: 


 


1. They must be informed of their legal rights. 


2. They may remain silent if they so desire. 


3. They may request the presence of an attorney. 
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F. Child Protective Services Investigations 


 


Consistent with the district’s commitment to keep students safe from harm 


and the obligation of school officials to report to child protective services when they 


have reasonable cause to suspect that a student has been abused or maltreated, the 


district will cooperate with local child protective services workers who wish to 


conduct interviews of students on school property relating to allegations of suspected 


child abuse, and/or neglect, or custody investigations. 


 


 All requests by child protective services to interview a student on school 


property shall be made directly to Principal or his or her designee. The Principal or 


designee shall set the time and place of the interview. The Principal or designee shall 


decide if it is necessary and appropriate for a school official to be present during the 


interview, depending on the age of the student being interviewed and the nature of 


the allegations.  If the nature of the allegations is such that it may be necessary for the 


student to remove any of his or her clothing in order for the child protective services 


worker to verify the allegations, the school nurse or other district medical personnel 


must be present during that portion of the interview.  No student may be required to 


remove his or her clothing in front of a child protective services worker or school 


district official of the opposite sex. 


 


A child protective services worker may not remove a student from school 


property without a court order, unless the worker reasonably believes that the student 


would be subject to danger of abuse if not he or she were not removed from school 


before a court order can reasonably be obtained.  If the worker believes the student 


would be subject to danger of abuse, the worker may remove the student without a 


court order and without the parent’s consent. 


 


5300.65 VISITORS TO THE SCHOOLS4 


 
 The Board encourages parents and other district citizens to visit the district's 


schools and classrooms to observe the work of students, teachers and other staff. 


Since schools are a place of work and learning, however, certain limits must be set 


for such visits.   The Principal or his or her designee is responsible for all persons in 


the building and on the grounds.  For these reasons, the following rules apply to 


visitors to the schools: 


 


1. Anyone who is not a regular staff member or student of the school will be 


considered a visitor. 


2. All visitors to the school must report to the office of the Principal upon 


arrival at the school.  There they will be required to sign the visitor's register 


and will be issued a visitor's identification badge, which must be worn at all 


times while in the school or on school grounds.  The visitor must return the 


identification badge to the Principal's office before leaving the building. 


3. Visitors attending school functions that are open to the public, such as parent-
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teacher organization meetings or public gatherings, are not required to 


register. 


4. Parents or citizens who wish to observe a classroom while school is in 


session are required to arrange such visits in advance with the classroom 


teacher(s), so that class disruption is kept to a minimum. 


5. Teachers are expected not to take class time to discuss individual matters 


with visitors. 


6. Any unauthorized person on school property will be reported to the Principal 


or his or her designee.  Unauthorized persons will be asked to leave.  The 


police may be called if the situation warrants. 


7. All visitors are expected to abide by the rules for public conduct on school 


property contained in this code of conduct. 


 


5300.70 PUBLIC CONDUCT ON SCHOOL PROPERTY 


 


The district is committed to providing an orderly, respectful environment that 


is conducive to learning.  To create and maintain this kind of an environment, it is 


necessary to regulate public conduct on school property and at school functions. For 


purposes of this section of the code, “public” shall mean all persons when on school 


property or attending a school function including students, teachers and district 


personnel. 


 


The restrictions on public conduct on school property and at school functions 


contained in this code are not intended to limit freedom of speech or peaceful 


assembly. The district recognizes that free inquiry and free expression are 


indispensable to the objectives of the district.  The purpose of this code is to maintain 


public order and prevent abuse of the rights of others. 


 
All persons on school property or attending a school function shall conduct 


themselves in a respectful and orderly manner.  In addition, all persons on school 


property or attending a school function are expected to be properly attired for the 


purpose they are on school property. 


 
A. Prohibited Conduct 


 


No person, either alone or with others, shall: 


1. Intentionally injure any person or threaten to do so. 


2. Intentionally damage or destroy school district property or the 


personal property of a teacher, administrator, other district employee 


or any person lawfully on school property, including graffiti or arson. 


3. Disrupt the orderly conduct of classes, school programs or other 


school activities. 


4. Distribute or wear materials on school grounds or at school functions 


that are obscene, advocate illegal action, appear libelous, obstruct the 


rights of others, or are disruptive to the school program. 


5. Intimidate, harass or discriminate against any person on the basis of  
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actual or perceived race, creed, color, weight, national origin, ethnic 


group, religion, religious practice, disability, sex, sexual orientation, 


or gender (including gender identity and expression). 


6. Enter any portion of the school premises without authorization or 


remain in any building or facility after it is normally closed. 


7. Obstruct the free movement of any person in any place to which this 


code applies. 


8. Violate the traffic laws, parking regulations or other restrictions on 


vehicles. 


9. Possess, consume, sell, distribute or exchange alcoholic beverages, 


controlled substances, or be under the influence of either on school 


property or at a school function 


10. Possess or use weapons in or on school property or at a school 


function, except in the case of law enforcement officers or except as 


specifically authorized by the school district. 


11. Loiter on or about school property. 


12. Gamble on school property or at school functions. 


13. Refuse to comply with any reasonable order of identifiable school 


district officials performing their duties. 


14. Willfully incite others to commit any of the acts prohibited by this 


code. 


15. Violate any federal or state statute, local ordinance or Board policy 


while on school property or while at a school function. 


 


B. Penalties 


 


Persons who violate this code shall be subject to the following penalties: 


 


1. Visitors.  Their authorization, if any, to remain on school grounds or 


at the school function shall be withdrawn and they shall be directed to 


leave the premises.  If they refuse to leave, they shall be subject to 


ejection. 


2. Students.  They shall be subject to disciplinary action as the facts may 


warrant, in accordance with the due process requirements. 


3. Tenured faculty members.  They shall be subject to disciplinary 


action as the facts may warrant in accordance with Education Law § 


3020-a or any other legal rights that they may have. 


4. Staff members in the classified service of the civil service entitled to 


the protection of Civil Service Law § 75.  They shall be subject to 


immediate ejection and to disciplinary action as the facts may warrant 


in accordance with Civil Service Law § 75 or any other legal rights 


that they may have. 


5. Staff members other than those described in subdivisions 3 and 4. 


They shall be subject to warning, reprimand, suspension or dismissal 


as the facts may warrant in accordance with any legal rights they may 


have. 
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C. Enforcement 


 


The Principal or his/her designee shall be responsible for enforcing the 


conduct required by this code. 


 


 When the Principal or his or her designee sees an individual engaged in 


prohibited conduct, which in his or her judgment does not pose any immediate threat 


of injury to persons or property, the Principal or designee shall tell the individual that 


the conduct is prohibited and attempt to persuade the individual to stop.  The 


Principal or designee shall also warn the individual of the consequences for failing to 


stop. If the person refuses to stop engaging in the prohibited conduct, or if the 


person's conduct poses an immediate threat of injury to persons or property, the 


Principal or designee shall have the individual removed immediately from school 


property or the school function.  If necessary, local law enforcement authorities will 


be contacted to assist in removing the person. 


 


The district shall initiate disciplinary action against any student or staff 


member, as appropriate, with the "Penalties" section above.  In addition, the district 


reserves its right to pursue a civil or criminal legal action against any person violating 


the code. 


 


5300.75 DISSEMINATION AND REVIEW 


 
A. Dissemination of Code of Conduct 


 


 The Board will work to ensure that the community is aware of this code of 


conduct by: 


 


1. Providing copies of an age-appropriate, written in plain language, 


summary of the code to all students at an assembly  to be held at the 


beginning of each school year. 


2. Annually posting the complete code of conduct on the district’s 


website. 


3. Providing all employees with a copy of the current code of conduct 


when they are first hired. 


4. Making copies of the complete code available for review by students, 


parents and other community members. 


 


The Board will sponsor an in-service education program for all district staff 


members to ensure the effective implementation of the code of conduct.  The 


Superintendent may solicit the recommendations of the district staff, particularly 


teachers and administrators, regarding in-service programs pertaining to the 


management and discipline of students.  On-going professional development will be 


included in the district’s professional development plan, as needed. 
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B. Review of Code of Conduct 


 


The Board will review this code of conduct every year and update it as 


necessary.  In conducting the review, the Board will consider how effective the code's 


provisions have been and whether the code has been applied fairly and consistently. 


 


The Board may appoint an advisory committee to assist in reviewing the code 


and the district's response to code of conduct violations.  The committee will be made 


up of representatives of student, teacher, administrator, and parent organizations, 


school safety personnel and other school personnel. 


 


Before adopting any revisions to the code, the Board will hold at least one 


public hearing at which school personnel, parents, students and any other interested 


party may participate. 


 


The code of conduct and any amendments to it will be filed with the 


Commissioner of Education, in a manner prescribed by the Commissioner, no later 


than 30 days after adoption. 


 


Adoption date:  July 8, 2013 
1


Ref: Education Law §3214 


 8 NYCRR §100.2(l) 


 Matter of O’Conner v. Bd. of Ed., 65 Misc. 2d 40, 43 (due process) 


Appeal of Reeves, Dec. No. 13,857 (1998) (involuntary transfer) 


 Appeal of Alexander, 36 EDR 160 (1996) (counseling) 


 Matter of Troy R., 29 EDR 424 (1990) (automatic penalties) 


 Appeal of Ward, 27 EDR 217 (1988) (indefinite suspension) 


 Appeal of Wood, 27 EDR 92 (1987) (suspension beyond school year) 


 Matter of Clark, 21 EDR 542 (1982) (extracurricular activities) 


 Matter of Caskey, 21 EDR 138 (1981) (reduction in grade) 


 Matter of MacWhinnie, 20 EDR 145 (1980) (reduction in grade) 


 Matter of Labriola, 20 EDR 74 (1980) (excessive penalty) 


Matter of Roach, 19 EDR 377 (1980) (transportation; contingent suspensions) 


 Matter of Caulfield, 18 EDR 574 (1979) (suspension from classes) 


 Matter of Wright, 18 EDR 432 (1978) (formal due process) 


 Matter of Macheski, 13 EDR 112 (1973) (suspension by a principal) 


 Matter of DeVore, 11 EDR 296 (1972) (insufficient basis for discipline) 


 Matter of Port, 9 EDR 107 (1970) (informal due process) 


 
2


Ref: 8 NYCRR §100.2(l)(3) 


 Rules of the Board of Regents §19.5 


 
3


Ref: New Jersey v. TLO, 469 U.S. 325 (1985) 


 People v. Scott D., 34 NY2d 483 (1974) 


 Horton v. Goose Creek Independent District, 690 F 2d 470 (1982) 


 Doe v. Renfrow,  631 F 2d 91, cert. den. 451 US 1022 (1981) 


 M.M. v. Anker, 477 F.Supp. 837, aff’d. 607 F.2d 589 (2d Cir. 1979) 


 Bellnier v. Lund, 438 F.Supp. 47 (1977) 


 US v. Albarado, 495 F 2d 799 (2d Cir. 1974) 


 In Re Ronald B., 61 AD2d 204 (1978) 


 People v. Haskins, 48 AD2d 480 (1975) 


 People v. Overton, 24  NY2d 522 (1967) 


 Opinion of Counsel, 1 EDR 800 (1959) 


 Opinion of Counsel, 1 EDR 766 (1952) 


 
4


Ref: Education Law §§1708; 2801 








OCCUPATIONAL SAFETY AND HEALTH POLICY 
 


 


PURPOSE 


 


It is the policy of the Saranac Central School district to ensue that all facilities within the district 


provide a safe working environment for the employees of the district.  Employee safety is critical 


for the well-being of district staff and the smooth operation of all district programs.  While 


Federal and State regulations provide for basic safety guidelines, an ongoing and comprehensive 


program of inspection, education and training must be provided to ensure that district employees 


are provided with a hazard free work place. 


 


JURISDICTION 


 


Requirements for employee safety and health will be accordance with Federal OSHA Standards 


as applied through NYS Labor Law. 


 


IMPLEMENTATION 


 


It is recognized that the school district as the employer has an obligation under Federal and State 


Law to provide a safe working environment for all employees.  It is also recognized that 


employees have responsibility as well in maintaining their workspace in a safe condition and in 


reporting situations and conditions which may cause a hazard in that workspace.  A 


comprehensive safety policy will encompass and enforce safety standards and allow input from 


all employees, staff and management. 


 


METHOD 


 


The safety program at all district facilities will be based and implemented on NYSOSHA 


standards as taken from Federal OSHA Standards as written in 29 CFR 1910.  The program will 


encompass, but not be limited to: 


 


1. An ongoing Right to Know training program for all employees of the district. 


2. Maintenance of Material Safety Data Sheets for all products in use within the district. 


3. An effective system of reporting, documentation and correction of all problems and 


discrepancies noted that allows input from employees, staff and management. 


4. Job specific training and education as required. 


5. Asbestos awareness training and education as required. 


6. Regular, timely and effective updates of all safety policies to ensure compliance with all 


Federal, State and local regulations. 


7. Utilization of available BOCES services to ensure proper education and training under 


State Education Department guidelines. 
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RESPONSIBILITY 


 
The assignment of responsibility for the implementation of this policy will be directed from the 


Office of the Superintendent of Schools.  It is recognized that each department within the district 


has separate and distinct needs in ensuring the safety of employees in that area.  The overall 


responsibility for maintaining the SOSHA safety regulations in the physical plants of all district 


facilities shall be delegated and enforced through the Office of the Superintendent of Buildings 


and Grounds.  As well, this office will be responsible for training and education of engineering, 


maintenance and custodial staff as required.  Other recognized departments that have individual 


job specific requirements in training and education are:  Technology and Industrial Arts; Art 


Department; Driver Education; Health and Physical Education; Nursing and Health Offices; 


Food Service Department; Science Department; Transportation Department.  Individual 


responsibility for training in these areas shall be designated as appropriate to department heads 


and managers. 
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DISCLOSURE OF WRONGFUL CONDUCT 


 


 The Board of Education expects officers and employees of the district to fulfill the public’s trust 


and to conduct themselves in an honorable manner, abiding by all district policies and regulations and 


by all applicable state and federal laws and regulations. 


 However, when district officers or employees know or have reasonable cause to believe that 


serious instances of wrongful conduct have occurred, they should report such wrongful conduct to the 


Superintendent of Schools or the Board.  For purposes of this policy, the term “wrongful conduct” shall 


be defined to include: 


• theft of district money, property, or resources; 


• misuse of authority for personal gain or other non-district purpose; 


• fraud; 


• violations of applicable federal and state laws and regulations; and/or  


• serious violations of district policy, regulation, and/or procedure. 


Disclosure and Investigation 


 Employees and officers who know or have reasonable cause to believe that wrongful conduct 


has occurred or is occurring shall report such mismanagement, fraud or abuse to the Superintendent or 


the Board, if the allegation involves the Superintendent.  Upon receiving a report of alleged wrongful 


conduct, the district shall take prompt steps to conduct an investigation. 


 The Superintendent or other designee (e.g. School Attorney, Independent Auditor, etc.) shall 


maintain a written record of the allegation, conduct an investigation to ensure that the appropriate unit 


(e.g. auditors, forensic auditors, police, etc.) investigates the disclosure, and notify the Board when 


appropriate to do so. 


“Whistleblower” Protections 


 Pursuant to section 75-b of the Civil Service Law, an employee or officer who provides 


disclosures of wrongful conduct that presents a substantial and specific danger to the public health or 


safety or which he or she reasonably believes to be true and improper on the part of the Board or the 


district shall have “whistleblower protection” against retaliation in the nature of adverse action affecting 


compensation, appointment, promotion, transfer, assignment, reassignment or evaluation of 


performance. 
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 SMOKING AND OTHER TOBACCO USE ON SCHOOL PREMISES 


 


 Due to the health hazards associated with smoking, and in accordance with federal and 


state law, the Board of Education prohibits smoking and all other tobacco, including e-cigarette, 


use in all school buildings, on school grounds, and in any vehicle used to transport children or 


personnel. 


 


 The district's smoking policy shall be prominently posted in each building, at designated 


outdoor locations on school premises (e.g. athletic fields) and in all district vehicles. The Board 


designates the Superintendent of Schools or his/her designee as agent responsible for informing 


individuals smoking anywhere on school premises or in district vehicles that they are in violation 


of Article 13 of the Public Health Law and/or Section 409 of the Education Law and/or the federal 


Pro-Children Acts of 1994 and 2001. 


 


Cross-ref: 5300, Code of Conduct 


 


Ref: Education Law §§409(2) 


 Public Health Law Article 13-E  


 Public Health Law §§206; 340; 347 


 The Pro-Children Act of 2001, 20 U.S.C. §§1781 et seq. 


 The Pro-Children Act of 1994, 20 U.S.C. §§6081 et seq. 


 


Adoption date:   February 8, 2016 
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ALCOHOL AND DRUG-TESTING OF BUS DRIVERS 
REGULATION 


 
 Any employee who operates a commercial motor vehicle and is in a safety-
sensitive function shall be subject to alcohol and controlled substance testing.  An 
employee having any questions concerning the district’s policy or regulation, state 
law or the federal regulations shall contact the Superintendent of Schools. 
 
 Any treatment, rehabilitation program or discipline will be provided in 
accordance with district policy and/or collective bargaining agreements. 
 
I. Covered Employees 
 
 Covered employees include district employees who operate a commercial 
motor vehicle, perform in a safety-sensitive position, and are required to obtain a 
commercial driver’s license. Such employees include: 
 
1. drivers of buses designed to transport 16 or more passengers, including the 


driver; 
2. drivers of commercial motor vehicles whose manufacturer’s rating is 


26,001 lbs. or more; or 
3. any other employee who may drive a listed vehicle (e.g., a mechanic who 


performs test drives). 
 
 Such employees include, but are not limited to full time, regularly 
employed drivers; casual, intermittent or occasional drivers; leased drivers and 
independent, owner-operator contractors who are either directly employed or under 
lease to an employer or who operate a commercial motor vehicle at the direction or 
with the consent of the district. 
 
 Drivers will be immediately suspended and recommended to be terminated 
from their safety-sensitive functions if they violate the district’s policy or federal 
regulations pertaining to the possession or consumption of alcohol or controlled 
substances.  A driver is performing a safety-sensitive function when: 
 
1. waiting to be dispatched, unless the driver has been relieved from duty; 
2. inspecting, servicing or conditioning any commercial motor vehicle; 
3. driving a commercial motor vehicle; 
4. attending a vehicle being loaded or unloaded; 
5. performing the driver requirements of the federal regulations pertaining to 


accidents; and 
6. attending to a disabled vehicle. 
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 Covered employees are required to be in compliance with district policy 
and regulation: 
 
 when performing any on-duty safety-sensitive functions, including all time 


from the time a driver begins to work or is required to be in readiness to 
work until the time the driver is relieved from work and all responsibility; 
and 


 during all time spent providing a breath sample, saliva sample or urine 
specimen and travel time to and from the collection site in order to comply 
with random, reasonable suspicion, post-accident, return-to-duty or follow-
up testing. 


 
II. Prohibitions and Consequences 
 
 The Supervisor of Transportation or his/her designee shall prohibit an 
employee from driving a school bus or performing other safety-sensitive duty if 
the employee: 
 
1. possesses, consumes or is reasonably believed to possess or have consumed 


alcohol or a controlled substance, while on duty; 
2. has consumed or is under the influence of alcohol or a controlled substance 


within six hours before duty; 
3. has an alcohol concentration of 0.02 or higher, or tests positive for 


controlled substances; or 
4. refuses to take a required alcohol or controlled substance test.  Refusal to 


submit shall mean the failure to provide adequate breath or urine without a 
valid medical explanation or to engage in conduct that clearly obstructs the 
testing process, such as a failure to arrive for the drug testing or failure to 
sign the alcohol testing form prior to specimen collection. 


 
 An employee is prohibited from consuming alcohol within eight hours after 
being involved in an accident, or before undergoing a post-accident test, if such a 
test is required.  Illegal drug use by drivers is prohibited on or off duty. 
 
III. Types of Testing 
 
 The Superintendent of Schools and the Director of Transportation shall 
ensure that the following alcohol and drug tests are implemented and that any 
employee who is required to take an alcohol or controlled substance test shall be 
notified prior to the test that it is required pursuant to federal regulations or, in the 
case of pre-employment alcohol testing, district policy. 
 
1. Pre-employment:  Controlled substance and alcohol* tests will be 


conducted before applicants are hired or after an offer to hire, but before 
actually performing safety-sensitive functions for the first time.  These  
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tests will also be given when employees transfer to a safety-sensitive 
function. 


2. Post-accident:  Alcohol and controlled substance tests will be conducted if 
a driver is involved in an accident in which: 
a. there has been a fatality; OR 
b. the driver has received a citation for a moving violation in 


connection with the accident AND EITHER 
1. there is an injury treated away from the scene of the 


accident; or 
2. there is a disabled vehicle towed from the scene. 


3. Reasonable Suspicion:  Alcohol and controlled substance tests will be 
conducted if the Transportation Supervisor or other school official who has 
completed the minimum two hours of training has a reasonable suspicion 
that the driver has violated district policy and regulation.  A “reasonable 
suspicion” must be based on specific, contemporaneous, articulable 
observations concerning the driver’s behavior, appearance, speech or body 
odors that are characteristic of controlled substance or alcohol misuse. 
Alcohol tests can only be done just before, during or just after the 
employee drives a school bus or performs other safety-sensitive duties.  
The supervisor who makes the determination of reasonable suspicion 
cannot do the testing. 


4. Random Testing:  Random alcohol tests shall be conducted annually at a 
minimum rate of 10 percent of the average number of positions subject to 
such testing pursuant to federal regulation.  Random alcohol tests must be 
conducted just before, during or just after the employee drives a bus or 
performs other safety-sensitive duties. 


 
-------------------------------------------------------------- 
*The district has the option whether to require pre-employment alcohol testing as 
part of district policy.  However, pre-employment controlled substance testing is 
mandatory under federal regulations. 
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Random controlled substance tests shall be conducted annually at a 
minimum rate of 50 percent of the average number of positions subject to 
such testing pursuant to federal regulation.  Random controlled substance 
tests may be conducted at any time. 
Random alcohol and controlled substance tests must be unannounced and 
spread reasonably throughout the calendar year. 


 
IV. Testing Procedures 
 
A. Alcohol Testing Procedures 
 
 Alcohol testing will be conducted with evidential breath testing (EBT) 
devices approved by the National Highway Traffic Safety Administration.  An 
approved non-evidential screening device may be used to perform screening tests 
but not for confirmation alcohol tests.  The employee and the Breath Alcohol 
Technician conducting the test must complete the alcohol testing form to ensure 
that the results are properly recorded. 
 


1. Two breath tests are required to determine if a person has a 
prohibited alcohol concentration.  A screening test is conducted 
first.  Any result less than 0.02 alcohol concentration is considered a 
“negative” test. 


2. If the alcohol concentration is 0.02 or greater, a second or 
confirmation test must be conducted.  The confirmation test must be 
conducted using an EBT that prints out the results, date and time, a 
sequential test number, and the name and serial number of the EBT 
to ensure the reliability of the results. 


3. If the confirmation test results indicate an alcohol concentration 
from 0.02 to 0.03999, the employee will be restricted from duty for 
at least 24 hours from the time of the test. 


4. If the confirmation test results indicate an alcohol concentration 
equal to or greater than 0.04, the employee will be removed from all 
safety-sensitive duties and no return to duty will be permitted until 
the employee has successfully passed required return-to-duty tests.  
The employee must also be reviewed by a Substance Abuse 
Professional and comply with his/her recommendations.  Follow-up 
tests will also be required. 


5. For post-accident testing, the results of breath or blood tests 
conducted by law enforcement officials will be accepted as long as 
the testing conforms with federal and state requirements for alcohol 
testing and the results are made available to the district. 


 
  







 
8414.5-R 


 
All testing procedures will conform to the requirements outlined in federal 


regulations (49 CFR Part 40) for ensuring the accuracy, reliability and 
confidentiality of test results.  These procedures include training and proficiency 
requirements for Breath Alcohol Technicians, quality assurance plans for the EBT 
devices including calibration, requirements for suitable test location, and 
protection of employee test records. 
 
B. Drug Testing Procedures 
 
 The employee must provide a urine specimen which will be analyzed at a 
laboratory certified and monitored by the U.S. Dept. of Health and Human 
Services. 
 


1. Regulations require that each urine specimen be divided into one 
“primary” specimen and one “split” specimen. 


2. All urine specimens are analyzed for the following drugs: 
a. Marijuana (THC metabolite) 
b. Cocaine 
c. Amphetamines 
d. Opiates (including heroin) 
e. Phencyclidine (PCP) 


3. If the primary specimen confirms the presence of one or more of 
these drugs, the employee has 72 hours to request that the split 
specimen be sent to another certified lab for analysis.  [Note: The 
employee must be removed from driving duties at this time--
pursuant to federal regulations, the driver’s removal cannot await 
the result of split sample.] 


4. If the screening test has a drug-positive result, a confirmation test 
will then be performed for each identified drug using gas 
chromatography/mass spectrometry (GC/MS) analysis. 


5. All drug test results will be reviewed and interpreted by a physician 
(also called a Medical Review Officer) before they are reported to 
the district. 


6. If the laboratory reports a positive result to the Medical Review 
Officer (MRO), the MRO shall interview the employee to 
determine if there is an alternative medical explanation for the 
drugs found in the employee’s urine specimen.  If the employee 
provides appropriate documentation and the MRO determines that it 
is legitimate medical use of a prohibited drug, the drug test result is 
reported as negative. 


7. For post-accident testing, the results of urine tests conducted by law 
enforcement officials will be accepted as long as the testing 
conforms with federal and state requirements for controlled 
substance testing and the results are made available to the district. 
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 All controlled substance testing shall comply with the requirements of the 
federal regulations (49 CFR Part 40) including procedures for the proper 
identification, security and custody of the sample, use of certified laboratories, gas 
chromatography/mass spectrometry analysis testing, assurance that all drug test 
results are reviewed and interpreted by a physician, and ensuring confidentiality of 
employee test records. 
 
V. Dilute Specimen Testing 
 
 If the district receives a drug test result which is negative but dilute and the 
creatinine concentration is greater than 5mg/dl, the district shall require a re-test to 
be conducted in each of the following cases: 
 
 Pre-employment tests 
 Return-to-duty tests 
 Follow-up tests 
 Reasonable suspicion tests 
 Random tests 


 
The result of the re-test shall become the test of record. If the employee 


refuses to take the re-test it will be considered the same as a positive test result. 
 
VI. Training 
 
 The Supervisor of Transportation and every other person designated to 
determine whether reasonable suspicion exists to require an employee to undergo 
reasonable suspicion testing must receive at least one hour of training on alcohol 
misuse and at least one additional hour of training on controlled substance use 
which they will use in making their determinations. 
 
VII. Recordkeeping and Reporting 
 
 The Transportation Supervisor shall ensure that alcohol and drug testing 
records are maintained and are available, if requested, for submission to the federal 
government or any State or local officials with regulatory authority over the 
employer or any of its drivers. 
 
VIII. Required Notification 
 
 Every affected employee shall receive information about the signs, 
symptoms, and effects of alcohol misuse and controlled substance use as well as a 
copy of the district’s policy and procedures, the consequences of testing positive 
and who to contact within the district to seek further information and/or assistance. 
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 Each covered employee is required to sign a statement certifying that 
he/she has received this information.  The district shall maintain the original signed 
certification until the employee’s employment is discontinued.  The district will 
provide a copy of the certification to the covered employee upon request. 
 
IX. Penalties 
 
 Any employer or driver who violates the requirements of the federal 
regulations of the Omnibus Transportation Employee Testing Act of 1991 may be 
subject to civil penalties. 
 
 In addition, in accordance with New York State law, a bus driver convicted 
of driving a school bus with one or more student passengers while impaired by the 
use of drugs or alcohol will have his/her license revoked for one year and is subject 
to fines ranging from $500 to $5,000 and/or imprisonment.  
 


Any bus driver convicted more than once in 10 years for such crimes will 
have his/her license revoked for three years and is subject to a fine of $1,000 to 
$5,000 and/or imprisonment. 
 
Adoption date:  August 16, 2010 
 


 












 


 


THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE 


USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION. 


PLEASE REVIEW CAREFULLY. 


 


Use and Disclosures: 


 


Payment. Your health information may be used to seek payment from your health plan, from 


other sources of coverage such as an automobile insurer, or from credit card companies that you 


may use to pay for services.  For example, your health plan may request and receive information on 


dates of service, the services provided, and the medical condition being treated. 


 


Health Care Operations.  Your health information may be used as necessary to support the day-


to-day activities and management of Saranac Central School District’s Health Plan.  For example, 


information on the services you received may be used to support budgeting and financial reporting. 


 


Law Enforcement. Your health information may be disclosed to law enforcement agencies, 


without your permission, to support government audits and inspections, to facilitate law-


enforcement investigations, and to comply with government mandated reporting. 


 


Public Health Reporting. Your health information may be disclosed to public health agencies as 


required by law.  For example, we are required to report certain communicable diseases to the 


state's public health department. 


 


Other Uses and Disclosures require your Authorization: 


 


Disclosure of your health information or its use for any purpose other than those listed above 


requires your specific written authorization. If you change your mind after authorizing a use or 


disclosure of your information you may submit a written revocation of the authorization.  However, 


your decision to revoke the authorization will not affect or undo any use or disclosure of 


information that occurred before you notified us of your decision. 


 


Additional Uses of Information: 


 


Information about treatments.     Your health information may be used to send you information on 


the treatment and management of your medical condition that you may find to be of interest. We 


may also send you information describing other health-related goods and service that we believe 


may interest you.  


 


Individual Rights: 


You have certain rights under the federal privacy standards. These include:  


 


1. The right to request restrictions on the use and disclosure of your protected health 


information. 


 


2. The right to receive confidential communications concerning your medical condition and 


treatment. 


 


SARANAC CENTRAL SCHOOL DISTRICT 


HIPAA PRIVACY NOTICE 







3. The right to inspect and copy your protected health information.  


 


4. The right to amend or submit corrections to your protected health information. 


 


5. The right to receive an accounting of how and to whom your protected health information 


has been disclosed. 


 


6. The right to receive a printed copy of this notice. 


 


Saranac Central School District Duties: We are required by law to maintain the privacy of your 


protected health information and to provide you with this notice of privacy practices.  We also are 


required to abide by the privacy policies and practices that are outlined in this notice. 


 


Right to Reserve Privacy Practices:     As permitted by law, we reserve the right to amend or 


modify our privacy policies and practices. These changes in our policies and practices may be 


required by changes in federal and state laws and regulations. Whatever the reason for these 


revisions, we will provide you with a revised notice. The revised policies and practices will be 


applied to all protected health information that we maintain. 


 


Requests to Inspect Protected Health Information: As permitted by federal regulation, we 


require that requests to inspect or copy protected health information be submitted in writing. You 


may obtain a form to request access to your records by contacting Danielle McAfee, Business 


Administrator of the Saranac Central School District. 


 


Complaints:    If you would like to submit a comment or complaint about our privacy practices, 


you can do so by sending a letter outlining your concerns to:  


 


Danielle McAfee, Business Administrator 


Saranac Central School District 


P.O. Box 8 


Saranac, NY 12981 


(518)565-5604 


 


If you believe that your privacy rights have been violated, you should call the matter to our attention 


by sending a letter describing the cause of your concern to the same address.   


 


You will not be penalized or otherwise retaliated against for filing a complaint.  The name and 


address of the person you can contact for further information concerning our privacy practices is:  


 


Danielle McAfee, Business Administrator 


Saranac Central School District 


P.O. Box 8 


Saranac, NY 12981 


Telephone: (518)565-5604. 
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CODE OF ETHICS ACKNOWLEDGEMENT 
 


I, ___________________________, an officer/employee of the Saranac 
Central School District, do hereby acknowledge receipt of a copy of the Code 
of Ethics of the Saranac Central School District, this ____ day of 
____________ in the year 20__. 
 
(Signature of officer/employee) 
 
 
(Print name of officer/employee) 


 
 
 





		CODE OF ETHICS ACKNOWLEDGEMENT: 

		Central School District, do hereby acknowledge receipt of a copy of the Code: 

		of Ethics of the Saranac Central School District, this: 

		in the year 20: 

		Text2: 








SARANAC CENTRAL SCHOOL DISTRICT 


AFFORDABLE CARE ACT (ACA) COMPLIANCE NOTICES 
 


 


1. HIPAA Notice of Special Enrollment Rights 


If you are declining enrollment for yourself or your dependents (including your spouse) because of other health insurance or 


group health plan coverage, you may be able to enroll yourself and your dependents in this plan if you or your dependents 


lose eligibility for that other coverage (or if the employer stops contributing towards your or your dependents' other coverage). 


However, you must request enrollment within [insert “30 days'' or any longer period that applies under the plan] after your 


or your dependents' other coverage ends (or after the employer stops contributing toward the other coverage). 


 


If you have a new dependent as a result of marriage, birth, adoption, or placement for adoption, you may be able to enroll 


yourself and your dependents. However, you must request enrollment within [insert “30 days'' or any longer period that 


applies under the plan] after the marriage, birth, adoption, or placement for adoption. 


If you decline enrollment for yourself or for an eligible dependent (including your spouse) while Medicaid coverage or 


coverage under a state children's health insurance program is in effect, you may be able to enroll yourself and your dependents 


in this plan if you or your dependents lose eligibility for that other coverage. However, you must request enrollment within 


60 days after your or your dependents' coverage ends under Medicaid or a state children's health insurance program. 


If you or your dependents (including your spouse) become eligible for a state premium assistance subsidy from Medicaid or 


through a state children's health insurance program with respect to coverage under this plan, you may be able to enroll yourself 


and your dependents in this plan. However, you must request enrollment within 60 days after your or your dependents' 


determination of eligibility for such assistance. 


To request special enrollment or obtain more information, contact your plan administrator. 


 


2.  WHCRA Program Disclosure 


If you have had or are going to have a mastectomy, you may be entitled to certain benefits under the Women’s Health and 


Cancer Rights Act of 1998 (WHCRA). For individuals receiving mastectomy-related benefits, coverage will be provided in 


a manner determined in consultation with the attending physician and the patient, for: 


 


• All stages of reconstruction of the breast on which the mastectomy was performed; 


• Surgery and reconstruction of the other breast to produce a symmetrical appearance; 


• Prostheses; and 


• Treatment of physical complications of the mastectomy, including lymphedema. 


 


These benefits will be provided subject to the same deductibles and coinsurance applicable to other medical and surgical 


benefits provided under this plan.  


If you would like more information on WHCRA benefits, call your plan administrator. 


 


3.  Newborns’ Act Disclosure 


Group health plans and health insurance issuers generally may not, under Federal law, restrict benefits for any hospital length 


of stay in connection with childbirth for the mother or newborn child to less than 48 hours following a vaginal delivery, or 


less than 96 hours following a cesarean section. However, Federal law generally does not prohibit the mother’s or newborn’s 


attending provider, after consulting with the mother, from discharging the mother or her newborn earlier than 48 hours (or 


96 hours as applicable). In any case, plans and issuers may not, under Federal law, require that a provider obtain authorization 


from the plan or the insurance issuer for prescribing a length of stay not in excess of 48 hours (or 96 hours). 


 


4.  Notice of COBRA Continuation Coverage Rights  


Introduction: 


You are receiving this notice because you have recently become covered under a group health plan (the Plan).  This notice 


contains important information about your right to COBRA continuation coverage, which is a temporary extension of 


coverage under the Plan.  This notice generally explains COBRA continuation coverage, when it may become available 


to you and your family, and what you need to do to protect the right to receive it.   


 


The right to COBRA continuation coverage was created by a federal law, the Consolidated Omnibus Budget Reconciliation 


Act of 1985 (COBRA).  COBRA continuation coverage can become available to you when you would otherwise lose your 


group health coverage.  It can also become available to other members of your family who are covered under the Plan when 


they would otherwise lose their group health coverage.  For additional information about your rights and obligations under 


the Plan and under federal law, you should review the Plan’s Summary Plan Description or contact the Plan Administrator.   







What is COBRA Continuation Coverage? 


COBRA continuation coverage is a continuation of Plan coverage when coverage would otherwise end because of a life event 


known as a “qualifying event.”  Specific qualifying events are listed later in this notice.  After a qualifying event, COBRA 


continuation coverage must be offered to each person who is a “qualified beneficiary.”  You, your spouse, and your dependent 


children could become qualified beneficiaries if coverage under the Plan is lost because of the qualifying event.  Under the 


Plan, qualified beneficiaries who elect COBRA continuation coverage must pay for COBRA continuation coverage.   


 


If you are an employee, you will become a qualified beneficiary if you lose your coverage under the Plan because either one 


of the following qualifying events happens: 


 


• Your hours of employment are reduced, or 


• Your employment ends for any reason other than your gross misconduct. 


 


If you are the spouse of an employee, you will become a qualified beneficiary if you lose your coverage under the Plan 


because any of the following qualifying events happens: 


 


• Your spouse dies; 


• Your spouse’s hours of employment are reduced; 


• Your spouse’s employment ends for any reason other than his or her gross misconduct;  


• Your spouse becomes entitled to Medicare benefits (under Part A, Part B, or both); or 


• You become divorced or legally separated from your spouse. 


 


Your dependent children will become qualified beneficiaries if they lose coverage under the Plan because any of the following 


qualifying events happens: 


 


• The parent-employee dies; 


• The parent-employee’s hours of employment are reduced; 


• The parent-employee’s employment ends for any reason other than his or her gross misconduct; 


• The parent-employee becomes entitled to Medicare benefits (Part A, Part B, or both); 


• The parents become divorced or legally separated; or 


• The child stops being eligible for coverage under the plan as a “dependent child.” 


 


When is COBRA Coverage Available? 


The Plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan Administrator has been 


notified that a qualifying event has occurred.  When the qualifying event is the end of employment or reduction of hours of 


employment, death of the employee, or the employee's becoming entitled to Medicare benefits (under Part A, Part B, or both), 


the employer must notify the Plan Administrator of the qualifying event.  You Must Give Notice of Some Qualifying 


Events. 


 


For the other qualifying events (divorce or legal separation of the employee and spouse or a dependent child’s losing eligibility 


for coverage as a dependent child), you must notify the Plan Administrator within 60 days after the qualifying event occurs.  


You must provide this notice to: Human Resources. 


 


How is COBRA Coverage Provided? 


Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA continuation coverage will be 


offered to each of the qualified beneficiaries.  Each qualified beneficiary will have an independent right to elect COBRA 


continuation coverage.  Covered employees may elect COBRA continuation coverage on behalf of their spouses, and parents 


may elect COBRA continuation coverage on behalf of their children.   


 


COBRA continuation coverage is a temporary continuation of coverage.  When the qualifying event is the death of the 


employee, the employee's becoming entitled to Medicare benefits (under Part A, Part B, or both), your divorce or legal 


separation, or a dependent child's losing eligibility as a dependent child, COBRA continuation coverage lasts for up to a total 


of 36 months.  When the qualifying event is the end of employment or reduction of the employee's hours of employment, and 


the employee became entitled to Medicare benefits less than 18 months before the qualifying event, COBRA continuation 


coverage for qualified beneficiaries other than the employee lasts until 36 months after the date of Medicare entitlement.  For 


example, if a covered employee becomes entitled to Medicare 8 months before the date on which his employment terminates, 


COBRA continuation coverage for his spouse and children can last up to 36 months after the date of Medicare entitlement, 


which is equal to 28 months after the date of the qualifying event (36 months minus 8 months).  Otherwise, when the 


qualifying event is the end of employment or reduction of the employee’s hours of employment, COBRA continuation 


coverage generally lasts for only up to a total of 18 months.  There are two ways in which this 18-month period of COBRA 


continuation coverage can be extended.   







 


Disability extension of 18-month period of continuation coverage 
If you or anyone in your family covered under the Plan is determined by the Social Security Administration to be disabled 


and you notify the Plan Administrator in a timely fashion, you and your entire family may be entitled to receive up to an 


additional 11 months of COBRA continuation coverage, for a total maximum of 29 months.  The disability would have to 


have started at some time before the 60th day of COBRA continuation coverage and must last at least until the end of the 18-


month period of continuation coverage.  
 


Second qualifying event extension of 18-month period of continuation coverage 


If your family experiences another qualifying event while receiving 18 months of COBRA continuation coverage, the spouse 


and dependent children in your family can get up to 18 additional months of COBRA continuation coverage, for a maximum 


of 36 months, if notice of the second qualifying event is properly given to the Plan.  This extension may be available to the 


spouse and any dependent children receiving continuation coverage if the employee or former employee dies, becomes 


entitled to Medicare benefits (under Part A, Part B, or both), or gets divorced or legally separated, or if the dependent child 


stops being eligible under the Plan as a dependent child, but only if the event would have caused the spouse or dependent 


child to lose coverage under the Plan had the first qualifying event not occurred. 


 


If You Have Questions 


Questions concerning your Plan or your COBRA continuation coverage rights should be addressed to the contact or contacts 


identified below.  For more information about your rights under ERISA, including COBRA, the Health Insurance Portability 


and Accountability Act (HIPAA), and other laws affecting group health plans, contact the nearest Regional or District Office 


of the U.S. Department of Labor’s Employee Benefits Security Administration (EBSA) in your area or visit the EBSA website 


at www.dol.gov/ebsa.  (Addresses and phone numbers of Regional and District EBSA Offices are available through EBSA’s 


website.)  


 


Keep Your Plan Informed of Address Changes 


In order to protect your family’s rights, you should keep the Plan Administrator informed of any changes in the addresses of 


family members.  You should also keep a copy, for your records, of any notices you send to the Plan Administrator. 


 


Plan Contact Information: 


Lisa Dew 


Insurance Clerk 


District Office 


(518)565-5604 (Direct Line) 


5. Notice of Exchange (Delivered under separate cover) 


 


6. Summary of Benefits and Coverage (Delivered under separate cover) 
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MEDICAID COMPLIANCE POLICY 


 It is the policy of the Saranac Central School District that all claims for reimbursement by 
the New York Medicaid Program for services, supplies or equipment provided through school 
supportive health services programs (SSHSPs) meet all requirements for federal financial 
participation established by federal statutes and regulations.  Failure to comply with such federal 
requirements may result in the loss of federal Medicaid financial participation for these services. 


 All employees, contractors and agents of the School District involved in the provision of, 
or claiming federal Medicaid financial participation for, SSHSPs shall conform their conduct to 
the standards and requirements established by applicable federal and state statutes and 
regulations designed to prevent fraud, abuse and waste in federal and state health care programs. 


 The School District’s Medicaid Compliance Officer shall develop a comprehensive 
program to: (1) detect and correct payment and billing mistakes; (2) advise employees, 
contractors and agents of the School District when and how to report suspected noncompliance; 
and (3) advise employees, contractors and agents of the School District of their protection 
against reprisal or retaliation for reporting. 


 A subcommittee of the full Board shall be appointed to monitor the implementation of 
this policy and coordinate compliance activities with the School District’s Medicaid Compliance 
Officer. 


I. Medicaid Compliance Officer 
A. The Board hereby appoints the Saranac Elementary Building Principal to serve as 


the School District’s Medicaid Compliance Officer. 
 


B. Responsibilities.  The Medicaid Compliance Officer shall: 
1. monitor the operation of school supportive health services programs 


(SSHSPs) for compliance with mandatory reporting and credentialing 
requirements; 


2. receive, investigate, and respond to any and all reports of non-compliance; 
3. develop a method by which he/she may receive anonymous and confidential 


reports of suspected violations; 
4. coordinate all internal and external audits of the School District’s SSHSPs to 


students; 
5. develop and provide compliance training to the Board as well as to all school 


district employees, contractors and agents to provide or oversee the provision 
of SSHSP’s to students; 


6. recommend modifications to the plan on an as needed basis to the Board; and 
7. report annually, unless otherwise needed, to the Board’s Medicaid 


Compliance Subcommittee, which in turn will report to the full Board on the 
School District’s Medicaid compliance activities. 
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II. Code of Conduct 


A. Scope.  This Code applies to all school district employees providing Medicaid 
eligible services, supplies or equipment to students as part of SSHSPs.  This Code 
also applies to all contractors and agents of the School District who furnish or 
authorize the furnishing of Medicaid eligible services, supplies or equipment, or 
perform billing or coding functions or are involved in monitoring the care 
provided to students as part of SSHSPs. 
 


B. Ethical Standards 
1. Each employee, contractor and agent of the School District will strive to act in 


accordance with the provision of all applicable federal, state, and local laws, 
the Board’s Medicaid Compliance Policy and Regulation and this Code of 
Conduct, and will encourage other employees, contractors and agents to do 
the same. 


2. No employee, contractor or agent of the School District shall act contrary to 
the provisions of any applicable federal, state and local laws, the Board’s 
Medicaid Compliance Policy and Regulation of this Code of Conduct or 
authorize, direct or condone such action by any other employee, contractor or 
agent of the School District. 
 


C. Billing and Coding Standards.  Only employees, contractors or agents of the 
School District who are not otherwise excluded under federal law from providing 
Medicaid eligible services shall be authorized to provide such services to students 
as part of SSHSPs. 
Each employee, contractor or agent of the School District involved with providing 
or obtaining reimbursement for Medicaid eligible services, supplies or equipment 
to students as part of SSHSPs is responsible for submitting honest and accurate 
bills to Medicaid and other federal and state health care programs. 
1. Completeness and Accuracy in Medical Records and Billing. 


i. All services, equipment and supplies billed for will be reasonable and fully 
documented. 


ii. All bills will be for services provided by properly credentialed and 
licensed providers furnishing services within their respective scope of 
practice. 


iii. Documentation will be in sufficient detail so that an accurate bill can be 
submitted for each treatment or procedure performed. 


iv. Provider numbers will be accurate and will not be shared. 
v. Services provided by therapists that require supervision will be billed only 


in compliance with federal and state laws and regulations, including 
the presence of a supervising licensed professional. 


vi. Bills submitted for services performed shall describe the services in 
sufficient detail, be based on proper documentation, not duplicate bills 
for the similar services, be accurate, be based on the correct provider 
number, and be in compliance with federal and state law. 
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vii. Billing and coding staff will comply with instructions and policies of the 


Center for Medicare and Medicaid Services. 
a. The above-referenced practices shall be utilized in the District’s 


submission of bills to the county for any Preschool Supportive 
Health Services Program (PSHSPs). 


2. Impermissible Billing Practices.  The following billing practices are not 
permitted: 
i. Billing for services performed by an unlicensed provider or one who has 


been excluded from a federal health care program; 
ii. Billing for services that were not performed at all or not performed as 


described; 
iii. Billing for services on days when a child was absent from school; 
iv. Submitting claims for medical equipment, supplies or services that were 


not necessary; 
v. Double billing; 
vi. Upcoding or assigning a code that secures a higher reimbursement, rather 


than the code that matches the services performed; 
vii. Unbundling or billing the parts of a global fee separately; 
viii. Knowingly misusing provider numbers; 
ix. Failing to use coding modifiers accurately or appropriately, or; 
x. Preparing or submitted false cost reports 


a. The above-referenced billing practices shall also be impermissible 
for the District’s submission of bills to the county or any PSHSPs. 


D. Other Duties. 
1. All employees, contractors, and agents of the School District will comply with 


all applicable federal and state laws and regulations concerning fraud and 
abuse in federal health care programs. 


2. No employee, contractor or agent of the School District is permitted to give 
cash, gifts, favors, payment, services, entertainment, tips, or any other items of 
value to anyone in exchange for their signing a contract or reporting services 
to be billed to Medicaid or any other government or private health care 
program. 


3. All reports required to be submitted to state or federal health care programs 
must be truthful  and accurate.  No manager, officer or employee shall attest to 
the accuracy of a submitted report unless he or she has been able to satisfy 
himself or herself that the data submitted or representations made are truthful 
and accurate. 


4. All cost report data, schedules and worksheets must be truthful, accurate, and 
complete. 


5. No employee, contractor or agent of the School District will attempt to 
improperly influence the actions or decisions made by government bodies, 
officials, employees or contractors. 


6. All employees, contractors and agents of the School District will cooperate 
and be truthful in responding to government inquiries, requests and 
investigations, including audits, surveys and certification reviews. 
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E. Duty to Report. 


1. Any employee, contractor, or agent of the School District who believes that 
any practice or billing procedure related to Medicaid reimbursement of 
SSHSPs is inappropriate has an obligation, promptly after learning of such 
activities, to report the matter to the Medicaid Compliance Officer.  Reports 
may be made anonymously and employees, contractors, and agents of the 
School District will not be penalized for reports made in good faith.  Reports 
made by employees, contractors and/or agents to the Medicaid Compliance 
Officer shall remain confidential to the maximum extent permitted by law. 


2. Any employee, contractor or agent of the School District, who believes that 
any practice or billing procedure related to Medicaid reimbursement of 
SSHSPs is inappropriate, may send information concerning such practice or 
billing procedure in writing to the State Compliance Officer by U.S. mail, 
courier service, e-mail or facsimile transmission.  Disclosure may be made 
anonymously and such disclosures will remain confidential pursuant to the 
New York State Confidential Disclosure Policy, a copy of which is annexed to 
this regulation as Appendix A. 


i. The contact information for the New York State Compliance 
Officer is: 
Rose Firestein 
Compliance Officer 
New York State Department of Health 
Office of General Counsel 
90 Church Street, 4th Floor 
New York,  NY  10007 
Telephone: (212)417-4393 
Facsimile: (212)417-4392 
Email: ref01@health.state.ny.us 


3. Failure to report known or suspected violations, failure to detect violations 
due to negligence or reckless conduct, or intentionally, maliciously, or making 
false reports in bad faith shall be grounds for disciplinary action of employees, 
including termination; or immediate nullification of the contract with the 
applicable contractor or agent of the School District.  The appropriate form of 
discipline will be case specific, and in accordance with the New York 
Education Law, the New York Civil Service Law and/or existing collective 
bargaining agreements. 
 


F. Certification.  Every employee, contractor or agent of the School District 
providing Medicaid eligible services, supplies and equipment as part of SSHSPs 
shall certify in writing that he/she has received and reviewed this Code of 
Conduct. 


 
III. Response to Reported Violations 


A. Investigation.  After a suspected violation has been reported, the Medicaid 
Compliance Officer will conduct an investigation into the allegations to determine  
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B. the nature, scope and duration of the alleged violation, if any, and identify  
individuals who may have knowingly or inadvertently violated the law or the 
School District’s Medicaid Compliance Policy and Regulations. 
1. Process.  Upon receipt of information, concerning an alleged violation, the 


Medicaid Compliance Officer will: 
i. Prepare a preliminary report which includes, if known, the name of the 


employee who made the report, the date of the report, and a detailed 
narrative of the employee’s concern; 


ii. Ensure that the investigation is initiated as soon as reasonably possible, 
which shall include, as applicable, but need not be limited to: 
a. interviews of all persons who may have knowledge of the alleged 


conduct and a review of the applicable laws, regulations and 
standards to determine whether or not a violation has occurred; 


b. identification and review of relevant documentation, including, 
where applicable, representative bills or claims submitted, to 
determine the specific nature and scope of the violation and its 
frequency, duration and potential financial magnitude; and 


c. interviews of persons who appeared to play a role in the suspected 
activity or conduct.  The purpose of the interview is to determine 
the facts surrounding the conduct, and may include, but shall not 
be limited to: 
1. the person’s understanding of the applicable laws, rules and 


standards; 
2. identification of relevant supervisors or managers; 
3. training that the person received; and 
4. the extent to which the person may have acted knowingly or 


with reckless disregard or intentional indifference of applicable 
laws. 


d. Prepare a summary report which: 
1. defines the nature of the alleged violation; 
2. summarizes the investigation process; 
3. identifies any person who is believed to have acted deliberately 


or with reckless disregard or intentional indifference of 
applicable laws; and 


4. where applicable, estimates the extent of any resulting 
overpayment by the government. 
 


C. Remediation.  Where an alleged violation is confirmed by the Medicaid 
Compliance Officer, he/she shall take reasonable steps to correct the violation and 
prevent further similar violations, including, but not limited to: 
1. as quickly as possible, cease the offending practice; 
2. if the conduct involves the improper submission of claims for payment, cease 


all billing potentially affected by the offending practice; 
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3. if applicable, calculate and process adjustments for any improper payments 


made by a federal or state government program as a result of the violation; 
4. promptly undertake appropriate training and education to prevent a recurrence 


of the violation; 
5. conduct a review of policies and procedures to determine whether 


modification(s) of the School District’s Medicaid Compliance Policy, 
Regulation and/or Code of Conduct is warranted to prevent recurrence of the 
violation and detect similar violations of law in the future; 


6. conduct, as appropriate, follow-up monitoring and auditing to ensure effective 
resolution of the offending practice. 
 


D. Discipline.  Where an alleged violation is confirmed by the compliance officer, 
he/she shall refer the matter to the Superintendent of Schools for possible 
discipline, subject to any applicable contractual or statutory disciplinary 
procedures, where the violation is committed by an employee; or contract 
nullification, where the violation is committed by a contractor or agent of the 
School District.  Discipline of any employee, subject to any applicable contractual 
or statutory disciplinary procedures, or contract nullification for a contractor or 
agent of the School District, may ensue upon the finding that an individual 
engaged in non-compliant behavior and/or that an individual encouraged, 
directed, facilitated and/or permitted non-compliant behavior. 
 


IV. Routine Identification of Compliance Risk Areas 
A. Records Management.  The following procedures shall be observed when 


submitting records of Medicaid eligible services, supplies and equipment for 
reimbursement: 
1. Only complete and accurate records will be submitted; 
2. No record shall be altered without the permission of the Medicaid Compliance 


Officer; 
3. Where permission is granted for a record alteration, the record must include 


the date of the alteration, the signature of employee who altered the record and 
the signature of the Medicaid Compliance Officer; 


4. Where a record requires a signature, the use of a signature stamp is prohibited. 
B. Audits 


1. Internal Audit.  The Medicaid Compliance Officer shall coordinate the 
internal audit of Medicaid eligible services, supplies and equipment provided 
to students as part of SSHSPs as appropriate, but in no event less than once 
every three (3) years. 


2. External Audit.  An external audit of Medicaid eligible services, supplies and 
equipment provided to students as part of SSHSPs and shall be conducted as 
appropriate and/or upon recommendation by the Medicaid Compliance 
Officer or by the Board of Education or a subcommittee thereof. 
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V. Training/Distribution 


A. Training 
1. All current and new employees, administrators and board members shall 


receive no less than one hour of training annually on the practices and 
procedures contained in this Policy and Regulation. 


2. The Medicaid Compliance Officer shall maintain a written record of the 
participation of every individual who participates in training called for under 
this Policy and Regulation. 


3. Contractors and/or agents of the School District providing Medicaid eligible 
services, supplies and/or equipment to students as part of SSHSPs shall supply 
the District annually with written documentation of training received in 
Medicaid billing and reporting requirements. 


4. As required by New York State’s Policy Regarding Its Commitment to Ensure 
Compliance with the Laws and Regulations Related to the Receipt of Federal 
Medicaid Financial Participation in The School and Preschool Supportive 
Health Service Programs, a copy of which is annexed hereto as Appendix B, 
the School District will provide its employees, agents and/or contractors that 
are directly or indirectly involved in providing SSHSPs the information that 
they need to conform their conduct to the standards and requirements set forth 
in federal statutes and regulations governing the availability of federal 
Medicaid financial participation for such services. 
 


B. Distribution 
1. The School District will take steps to communicate standards and procedures 


set forth in this Policy and Regulation to all School District employees, 
administrators, Board members, contractors and agents by disseminating 
information which explains in a practical manner conduct required by this 
Policy and Regulation.  This will include distribution of this Policy and 
Regulation via the School District’s web page. 


2. In addition, hard copies of this Policy and Regulation will be provided to new 
employees during the orientation process and current employees who provide 
Medicaid eligible services, supplies and equipment to students as part of 
SSHSPs.  All such employees will be required to sign a statement of 
certification that they have been informed of this Policy and Regulation. 


3. Hard copies of this Policy and Regulation will be distributed to all contractors 
and agents of the School District who provide Medicaid eligible services, 
supplies and equipment to students as part of SSHSPs. 


 
VI. Non-Retaliation 


A. Retaliation or reprisal in any form against anyone who makes a good faith report 
of wrongdoing, cooperates in an investigation, or participates in this compliance 
program is strictly prohibited.  If any school district employee, contractor or agent 
believes that an adverse action in the form of reprisal or retaliation has been taken  


B. against him or her as the result of making a report or cooperating in an  
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investigation pursuant to this or any other compliance policy, he or she should 
report it to the Medicaid Compliance Officer immediately. 


C. In the event that a district employee, contractor or agent believes the Medicaid 
Compliance Officer has taken an adverse action in the form of reprisal or 
retaliation against him or her as the result of making a report or cooperating in an 
investigation pursuant to this or any other compliance policy, he or she should 
report it to the Board of Education. 


 
Cross-ref: 2160, School Board Officer and Employee Code of Ethics 


2210, Board Organizational Meeting 
2520, Board Member Training 
6650, Claims Auditor 
6660, Independent External Audit 
6680, Internal Audit Function 
6690, Audit Committee 
9645, Disclosure of Wrongful Conduct 
9700, Professional Development 
 


Ref: False Claims Act, 31 U.S.C. §3729, et seq. 
 State Finance Law §§187 et seq. (New York False Claims Act) 
 Social Services Law §§145-b (False Statements); 145-c (Sanctions); 


 363-d (Provider Compliance Program) 
 Labor Law §740 (Prohibits Retaliation) 
 18 NYCRR §§521.1 et seq. (Provider Compliance Program regulations) 
 
 
Adoption date:  December 21, 2009 
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COMPUTER RESOURCES AND DATA MANAGEMENT  
 


 The Board of Education recognizes that computers are a powerful and 
valuable education and research tool and as such are an important part of the 
instructional program.  In addition, the district depends upon computers as an 
integral part of administering and managing the schools’ resources, including the 
compilation of data and recordkeeping for personnel, students, finances, supplies 
and materials.  This policy outlines the Boards expectations in regard to these 
different aspects of the district’s computer resources. 
 
General Provisions 
 
 The Superintendent shall be responsible for designating a Technology 
Coordinator/designee who will oversee the use of district computer resources.  The 
Technology Coordinator/designee will prepare in-service programs for the training 
and development of district staff in computer skills, appropriate use of computers 
and for the incorporation of computer use in subject areas. 
 
 The Superintendent, working in conjunction with the designated purchasing 
agent for the district, and Technology Coordinator/designee will be responsible for 
the purchase and distribution of computer software and hardware throughout the 
schools.  They shall prepare and submit for the Board’s approval a comprehensive 
multi-year technology plan which shall be revised as necessary to reflect changing 
technology and/or district needs. 
 
 The Superintendent, working with the Technology Coordinator/designee 
shall establish regulations governing the use and security of the district’s computer 
resources.  The security and integrity of the district computer network and data is a 
serious concern to the Board and the district will make every reasonable effort to 
maintain the security of the system.  All users of the district’s computer resources 
shall comply with this policy and regulation, as well as the district’s Information 
Technology Program (4526).  Failure to comply may result in disciplinary action, 
as well as suspension and/or revocation of computer access privileges. 
 
 All users of the district’s computer resources must understand that use is a 
privilege, not a right, and that use entails responsibility.  Users of the district’s 
computer network must not expect, nor does the district guarantee, privacy for 
electronic mail (e-mail) or any use of the district’s computer network.  The district 
reserves the right to access and view any material stored on district equipment or 
any material used in conjunction with the district’s computer network. 
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Management of Computer Records 
 
 The Board recognizes that since district data is managed by computer, it is 
critical to exercise appropriate control over computer records, including financial, 
personnel and student information.  The Superintendent, working with the 
Technology Coordinator/designee and the district’s business official, shall 
establish procedures governing management of computer records.  The procedures 
will address:   
 


 passwords, 
 system administration, 
 separation of duties, 
 remote access,  
 data back-up (including archiving of e-mail), 
 record retention, and 
 disaster recovery plans. 


 
Review and Dissemination 
 
 Since computer technology is a rapidly changing area, it is important that 
this policy be reviewed periodically by the Board and the district’s external 
auditor.  The regulation governing appropriate computer use will be posted 
annually for staff and students and may be included in both employee and student 
handbooks. 
 
Cross-ref: 1120, School District Records 
  4526, Information Technology Program 
  4526.1, Internet Safety 
  6600, Fiscal Accounting and Reporting 
  6700, Purchasing 
  8635, Information Security Breach and Notification 
 
Adoption date:  August 16, 2010 
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PESTICIDES AND PEST MANAGEMENT 


 
It is the goal of the Board of Education to maintain the integrity of school 


buildings and grounds, protect the health and safety of students and staff and 
maintain a productive learning environment.  
 


The Board recognizes that pests can pose a significant risk to health and 
property and there may be significant risks inherent in using chemical pesticides in 
the school environment. Provisions will be made for a least toxic approach to 
integrated pest management (IPM) for all school buildings and grounds in 
accordance with the Commissioner’s regulations. Integrated pest management is a 
systematic approach to managing pests focusing on long term prevention or 
suppression with minimal impact on human health, the environment and 
nontargeted organisms. 
 
Notification of Pesticide Application 


 
All district staff and parents/guardians will be notified of pesticide 


applications performed at any school facility. A notice will be sent at the beginning 
of the school year which will include: 
 
1. Notification of periodic pesticide applications throughout school year. 
2. The availability of 48-hour prior written notification of pesticide 


applications to parents and staff who request such notice. 
3. Instructions on how to register with the school to receive this prior written 


notification. 
4. The name and number of the school representative who can provide further 


information. 
 


A separate notice will be sent to staff and parents within two days of the 
end of winter and spring recess and within 10 days of the end of the school year 
which includes the date, location and product used for each pesticide application 
which required prior notification and each emergency application.   


 
The Superintendent of Schools shall ensure the dissemination of this policy 


and conduct any training necessary to ensure that all staff are fully informed about 
pesticides and pest management. 
 
Cross-ref: 8220, Building and Grounds Maintenance and Inspection 


 
Ref: Environmental Conservation Law, Art.33 (Pesticides) 


Education Law § 409-h (Requirements for Notification of Pesticide 
Applications) 
6 NYCRR Part 325 (Application of Pesticides) 







8 NYCRR 155.4 (Uniform Code of Public School Building Inspections, 
Safety Rating and Monitoring) 
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 Desmond Americana v. Jorling, 153 AD2d 4 (3rd Dept. 1989) 


IPM Workbook for New York State Schools, Cornell Cooperative Extension 
Community IPM Program with support from New York State Dept. of 
Environmental Conservation, August 1998 


 
Adoption date:  August 16, 2010 
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INFORMATION TECHNOLOGY PROGRAM REGULATION 


 


I. Purpose 


  
A. The district's Information Technology System (the System) has been established for a 


limited educational purpose. The system consists of software, hardware, computer 


networks and electronic communication systems.  This includes access to electronic 


email.  The System has been created to be an integral component of the educational 


experience of students and instructional services staff in pursuit of the district's 


educational mission and goals. This includes but is not limited to application of 


information technology in classroom activities, career development activities, limited 


Internet search activities, and for independent library research.   
B. The district makes no guarantee that the functions or the services provided by or through 


the System will be error-free or without defect. The district is not responsible for the 


accuracy or quality of the information obtained through or stored on the System and will 


not be responsible for any damage, including but not limited to, loss of data or 


interruption of service experienced.  


C. The System was not established as a public access service and the district has placed 


appropriate restrictions on the material students may access or post through the System. 


Students may be permitted access to Internet and World Wide Web information 


resources through classrooms, library facilities or computer laboratories during 


established times. Students may have electronic mail (E-Mail) access only under a 


teacher's direct supervision with a classroom access account. Students may be provided 


an individual E-Mail access account under special circumstances as determined by a 


teacher and administrator and approved by the student's parents or guardian in writing.  


D. All students must have a valid Student Access Agreement to be permitted authorized use 


of the System, including its computer networks, hardware, software and Internet access. 


Use of the System or any of the district's computers without authorization is strictly 


prohibited. A valid Student Access Agreement requires signature by the student and 


his/her parent or guardian and must be approved by a district representative.  Student 


Access Agreements may be terminated by a student and/or his/her parent or guardian 


upon written notice to the district. Student Access Agreements may also be terminated 


by the district at any time for violation of the district's policy or regulations.  "This policy 


does not attempt to articulate all required and/or acceptable uses of the system nor is it 


the intention of this policy to define all inappropriate usage.  Students and all other users 


shall adhere to the laws, policies and rules governing computers including but not limited 


to copyright laws, rights of software publishers, license agreements and student rights of 


privacy created by federal and state law."  (from SagHarbor) 


E. Students are required to follow the provisions of these regulations as well as the 


provisions of any applicable Student Handbook in the use of the System. Alleged 


violations of the policy or regulations will be handled in accordance with the district's 


established disciplinary procedures.  
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F. All material on the System, including files and messages titled or labeled "personal" or 


"confidential," may be subject to routine maintenance and monitoring by the district to 


assure the integrity of the information technology system. Investigation of information 


technology policy or regulation violations may include searches of student E-Mail access 


accounts and files.  
G. The district will not be responsible for any financial obligation arising through 


unauthorized use of the System. The district will cooperate fully with local, state, or 


federal officials in any investigation related to any alleged unlawful activities conducted 


through the System.  


H. The district will notify any student and his/her parent or guardian of suspension or 


revocation of a student's authorization to access the System and the district's review 


procedure in writing.  
 
II. Student Obligations 


  
A. Students are required to notify a teacher or other school official of receipt of any message 


or access to any material which offends or makes the student feel uncomfortable.  


B. Students are required to seek advance authorization of any activity he/she is not sure is 


authorized under these regulations.  


C. Students are required to immediately notify a teacher or other school official of any 


potential security problem and are prohibited from looking for security problems, as this 


may be construed as an attempt to gain unauthorized access.  


D. Students are required to comply with District virus protection procedures in, downloading 


files.  


E. Students accidentally accessing inappropriate material are required to immediately 


report the access to a teacher or other school official.  


F. Students are required to adhere to any additional limitations placed on them by their 


parent or guardian as to inappropriate materials.  


G. Students are required to receive advance permission from a teacher or other school 


official before use of copyrighted material.  


H. Students with individual E-Mail access accounts are required to check E-Mail frequently, 


delete unwanted messages promptly, and stay within any established E-Mail quota.  


I. Each student with an individual E-Mail access account is required to take all reasonable 


precautions to prevent unauthorized access to the student's access account.  
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III. Prohibited Conduct 


  
A. Use of the System for any commercial purpose is prohibited including, but not limited to, 


offering for sale, providing or purchasing any product or service through access or use of 


the district’s information technology system.  


B. Use of the System for political lobbying is prohibited.  


C. Providing personal contact information including, but not limited to, home address, 


telephone number. or school address about yourself or any other person is prohibited.  


D. Meeting with anyone introduced on-line without the consent of the student's parent or 


guardian is prohibited. Students should be accompanied by a parent or guardian to any 


such meeting.  


E. Attempting or gaining unauthorized access to the System is prohibited.  


F. Attempting or gaining unauthorized access to any other computer system through use of 


the System is prohibited.  


G. Attempting or exceeding authorized access to the System including, but not limited to, 


attempting to log in through another person's account or accessing another person's files 


is prohibited.  


H. Attempting to disrupt or disrupting the System including, but not limited to, damaging 


equipment, destroying data or introducing or spreading computer viruses, is strictly 


prohibited.  


I. Engaging in any criminal or unlawful act through use of the system is strictly prohibited.  


J. Providing access to the System to an unauthorized person through a student's access 


account, or otherwise, is prohibited.  


K. Disclosing a System password to another person, except a teacher or other school official, 


is prohibited.  


L. Accessing or use of material or language which is considered obscene, profane, lewd, 


vulgar, rude, inflammatory, violent, threatening or disrespectful, as determined by the 


district, is prohibited on the system.  


M. Posting material that presents a reasonable potential for damage or a danger of 


disruption to the System is prohibited.  


N. Engaging in personal attacks, including prejudicial or discriminatory attacks, through use 


of the System is prohibited.  


O. Refusal or failure to follow the direction from another person or organization to stop 


sending messages is prohibited.  


P. Posting false or defamatory information on the System is prohibited.  


Q. Reposting a message sent privately without permission of the original sender is 


prohibited.  


R. Posting private information about another person is prohibited.  


S. Posting chain letters or sending annoying or unnecessary messages is prohibited.  







4526-R 


 


T. Reproduction of material protected by copyright without authorization is prohibited.  


 


IV. Activities for Which Advance Permission is Required 


  
A. Downloading large files is not permitted without advance approval of a teacher or other 


school official. Downloading will not be permitted unless absolutely necessary; and if 


necessary, the student will be directed to download the file when the System is not in 


heavy use and must immediately remove the file from the district system to the student's 


personal computer.  


B. Subscription or participation in discussion groups (i.e. chat rooms) and E-Mail lists is not 


permitted without advance approval of a teacher or other school official. Such 


subscription or participation will be limited to those relevant to educational or career 


development objectives at the discretion of the district.  


 


Adoption date:  March 5, 2013 


 


  







 








Saranac Central School District 


P.O. Box 8 


Saranac, NY 12981 


Tel:  518-565-5600  /  Fax:  518-565-5617 


 
 


On March 23, 2010, President Obama signed into law the Patient Protection and Affordable Care Act as 


passed and amended by the Health Care and Education Reconciliation Act of 2010 (collectively referred to 


as the “Affordable Care Act”). 


 


When key parts of the Affordable Care Act take effect in 2014, there will be a new way for individuals to 


buy health insurance through what is being referred to as the Health Insurance Marketplace (also known as 


the Health Benefit Exchange in New York State). This notice is being sent to you to assist you as you 


evaluate the options available to you and your family.  These options will include the new Health Insurance 


Marketplace and your employment-based health coverage offered by the Saranac Central School District. 


 


Please read the following information about the Health Insurance Marketplace:  


  


What is the Health Insurance Marketplace?  


The Marketplace is designed to help you find health insurance that meets your needs and fits your budget. 


The Marketplace offers "one-stop shopping" to find and compare private health insurance options. You 


may also be eligible for a new kind of tax credit that lowers your monthly premium right away. Open 


enrollment for health insurance coverage through the Marketplace begins in October 2013 for coverage 


starting as early as January 1, 2014. 


 


New York State has established an official health benefit exchange web-site to provide consumers with 


critical information about the health insurance marketplace available to New York Residents, including 


benefit plans available and their associated costs.  To access the web-site and access critical information, 


go to www.healthbenefitexchange.ny.gov.  


 


Can I Save Money on my Health Insurance Premiums in the Marketplace?  


You may qualify to save money and lower your monthly premium, but only if your employer does not offer 


coverage, or offers coverage that doesn't meet certain standards. The savings on your premium that you're 


eligible for depends on your household income.  


 


Does Employer Health Coverage Affect Eligibility for Premium Savings through the Marketplace?  


Yes. If you have an offer of health coverage from your employer that meets certain standards, you will not 


be eligible for a tax credit through the Marketplace and may wish to enroll in your employer's health plan. 


However, you may be eligible for a tax credit that lowers your monthly premium cost, or provides you with 


a reduction in certain cost-sharing if your employer does not offer coverage to you at all or does not offer 


coverage that meets certain standards.  


 


If the cost of a plan from your employer that would cover you (and not any other members of your family) 


is more than 9.5% of your household income for the year, or if the coverage your employer provides does 


not meet the "minimum value standard” set by the Affordable Care Act, you may be eligible for a tax credit.  


An employer-sponsored health plan meets the "minimum value standard" if the plan's share of the total 


allowed benefit costs covered by the plan is no less than 60 percent of such costs (Section 36B(c)(2)(C)(ii) 


of the Internal Revenue Code of 1986. 


 


Special Note 
If you purchase a health plan through the Marketplace instead of accepting health coverage offered 


by your employer, then you will lose the employer contribution (if any) to the employer-offered 


coverage. Also, this employer contribution, as well as your employee contribution to employer-







offered coverage, is often excluded from income for Federal and State income tax purposes. Your 


payments for coverage through the Marketplace are made on an after-tax basis. 


 


How Can I Get More Information?  


For more information about your coverage offered by the Saranac Central School District, please check 


your summary plan description or insurance contact as provided by Excellus BlueCross BlueShield.  


 


The Marketplace can help you evaluate your coverage options, including your eligibility for coverage 


through the Marketplace and its cost. Please visit www.HealthCare.gov  for more information, including 


an online application for health insurance coverage and contact information for a Health Insurance 


Marketplace in your area. Please remember the New York State Health Benefit Exchange may be accessed 


directly at www.healthbenefitexchange.ny.gov.  


 


PART B: Information About Health Your Coverage Offered by the Saranac Central School District  


 
The coverage provided by the Saranac Central School District exceeds the minimum value standard, and 


the cost of this coverage to you is intended to be affordable, based on your premium contribution and your 


wages.  An employer-sponsored health plan meets the "minimum value standard" if the plan's share of the 


total allowed benefit costs covered by the plan are no less than 60 percent of such costs (Section 


36B(c)(2)(C)(ii) of the Internal Revenue Code of 1986 


 


Special Note: 


Even if your employer intends your coverage to be affordable, you may still be eligible for a 


premium discount through the Marketplace. The Marketplace will use your household income, 


along with other factors, to determine whether you may be eligible for a premium discount. If, for 


example, your wages vary from week to week (perhaps you are an hourly employee or you work 


on a commission basis), if you are newly employed mid-year, or if you have other income losses, 


you may still qualify for a premium discount.  


 


In addition to the statement above, this section contains information about the health coverage offered by 


the Saranac Central School District. If you decide to complete an application for coverage in the Health 


Insurance Marketplace, you will be asked to provide this information. This information is numbered to 


correspond to the Health Insurance Marketplace application.  


 


3. Employer Name: Saranac Central School District 


 


4. Employer Identification Number (EIN): 14-6001907 


 


5. Employer Street Address: P.O. Box 8 


 


6. Employer phone number: 518-565-5600 


 


7. City:  Saranac   8. State: NY  9. Zip Code: 12981 


 


10. Who can we contact about employee health coverage at this job? Lisa Dew 


 


11. Phone number (if different from above): 518-565-5604 


 


12. Email address: ldew@saranac.org 


 


In the following, we have provided some basic information about the health coverage offered by the Saranac 


Central School District:  


 







The Saranac Central School District offers health insurance to the following classes of employees:  


 


Permanent, full-time and part-time teaching (Saranac Teachers’ Association) employees 


Permanent, full-time Saranac Administrative Unit employees 


Permanent, full-time non-teaching (CSEA, Inc.) employees 


Permanent, full-time Educational Support Staff Supervisory unit employees 


Permanent, full-time Managerial/Confidential unit employees 


Superintendent and Business Administrator 


  


With respect to spouses and/or dependents:  
We do offer coverage to eligible spouses and/or dependents based on the following criteria: 


  


1. If you selected other than individual coverage, the following members of your family may also be 


covered: 


 


A. Your spouse, unless you are divorced or your marriage has been annulled. 


 


B. Your children who are under 26 years of age. 


 


C. Any unmarried dependent child, regardless of age, who is incapable of self- sustaining 


employment because of mental retardation, mental illness, or developmental disability as 


defined in the New York Mental Hygiene Law, or because of physical handicap. The condition 


must have occurred before the child reached the age at which the child's coverage under this 


Certificate would otherwise have terminated. The child's disability must be certified by a 


physician. You must file an application in the form we approve to request that the child be 


included in your family coverage. We have the right to check whether a child is and continues 


to qualify under this paragraph. (See Section Fourteen for when coverage terminates.) 


 


We have the right to request, and have furnished to us, such proof as may.be needed to determine 


eligibility status of a prospective Subscriber and all prospective dependents as they pertain to 


eligibility for coverage under this Certificate. 


 


2. Other Children Covered Under This Certificate. In addition to your natural children, the following 


other children may also be covered under this Certificate if the child meets the above eligibility 


requirements for children covered under this Certificate: 


 


A. A legally adopted child; 


 


B. A child chiefly dependent upon you for support and for whom you have been appointed the 


legal guardian by court order; 


 


C. A stepchild who is chiefly dependent upon you for support; and 


 


D. A child for whom you are the proposed adoptive parent and who is dependent upon you during 


the waiting period-prior to the adoption becoming final. 


 


We have the right to request, and have furnished to us, such proof as may be needed to determine 


whether a child qualifies as a dependent for purposes of coverage under this Certificate. 


 


3. Newborn Child. If you have a type of coverage that would cover a newborn, your newborn child 


will be covered at birth, provided you notify us within 30 days of the birth by completing the 


enrollment form to add the child to your coverage. If you are changing your type of coverage (for 


example from individual to family coverage) in order to cover the newborn child, you must 







complete the enrollment form to extend your coverage to include your child within 30 days of the 


birth. If you do not complete the form within 30 days of the birth, coverage of the child will not 


become effective until the next premium due date after we receive the application. If a child of 


yours who is covered under this Certificate gives birth, your newborn grandchild will not be 


covered (unless any of the criteria of Paragraph 2 above apply). 


 


4. Adopted Newborns. If you have a type of coverage that will cover a newborn, or switch to a type 


of coverage that will cover a newborn, in accordance with Paragraph 3 above, we will cover a 


proposed adoptive newborn from the moment of birth if you (the proposed adoptive parent) take 


physical custody of the infant as soon as the infant is released from the Hospital after birth and you 


file a petition within 30 days of the infant's birth pursuant to §115-C of the New York State 


Domestic Relations Law or a comparable provision when the child is adopted in another state. 


However, we will not provide coverage for the initial Hospital stay of an adopted newborn if one 


of the child's natural parents has coverage available to cover the newborn's initial Hospital stay. 


We will also not provide coverage for the newborn if a notice of revocation of the adoption has 


been filed or one of the natural parents revokes consent to the adoption. If we provide coverage of 


an adopted newborn and notice of the revocation of the adoption is filed or one of the natural parents 


revokes their consent, we will be entitled to recover any sums paid by us for care of the adopted 


newborn. 


 


If you decide to shop for coverage in the Marketplace, www.HealthCare.gov will guide you through the 


process. The employer information contained in this letter is the information you'll enter when you visit 


www.HealthCare.gov to find out if you are eligible for a tax credit to lower your monthly premiums.  Please 


remember the New York State Health Benefit Exchange may be accessed electronically at 


www.healthbenefitexchange.ny.gov.  
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FAMILY AND MEDICAL LEAVE 
 
 Consistent with the federal Family and Medical Leave Act (FMLA) of 
1993 as amended, the Board of Education recognizes the right of eligible 
employees to unpaid family and medical leave for up to twelve (12) workweeks 
during any school calendar year (July 1 to June 30).  The Board shall ensure that 
all eligible employees who use such leave shall have their health benefits 
continued and shall be returned to an equivalent position according to established 
Board practices, policies and collective bargaining agreements. 
 
 To be eligible for FMLA an employee must have been employed for at 
least twelve months and have worked at least 1,250 hours during the prior twelve 
months. 
 


FMLA leave shall be granted for the following reasons: 
  
1. the birth and care of a newborn child of the employee; 
2. the adoption or foster placement of a child; 
3. to care for an employee's spouse, parent, (not parent-in-law) or child with 


a serious health condition;  
4. due to a serious health condition that makes the employee unable to 


perform the essential functions of the employee’s job; 
5. for a qualifying exigency as defined in law and regulation, arising out of 


the fact that the spouse,  son, daughter, or parent of the employee is on 
active duty (or has been notified of an impending call or order to active 
duty) in support of a contingency operation. 


 
An eligible employee who is the spouse, son, daughter, parent, or next of 


kin of a covered servicemember is entitled to a total of 26 workweeks of unpaid 
leave in a single 12-month period to care for the servicemember who is seriously 
ill or injured in the line of duty.   
  


The district requires, an employee to use any/all accrued paid vacation, 
personal or family leave for purposes of an FMLA leave to care for an immediate 
family member.  The district requires, an employee the use of any/all accrued 
vacation, personal, or sick leave for purposes of an FMLA leave when the 
employee is unable to work due to a serious health condition. 
 


The employee shall notify the district of his/her request for leave, if 
foreseeable, at least 30 days prior to the date when the leave is to begin.  If such 
leave is not foreseeable then the employee shall give such notice as is practical.  
The district may requires a certification from a health care provider if medical 
leave is requested.  When an employee returns following a leave, he/she must be 
returned to the same or equivalent position of employment.  The Superintendent 
of Schools or designee may reassign a teacher consistent with the teacher's  
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agreement to a different grade level, building or other assignment consistent with 
the employee's certification and tenure area. 


 
The Board shall ensure that FMLA is provided to all eligible employees, 


unless they are covered by a collective bargaining agreement which provides 
greater leave benefits than this Act.  
 


The district shall post a notice prepared or approved by the Secretary of 
Labor stating the pertinent provisions of the Family and Medical Leave Act, 
including information concerning enforcement of the law. 
 
Ref: 29 U.S.C. §§ 207, 2601, 2611, 2612, 2613, 2614, 2618, 2619. 
 29 CFR 825.110, 825.309, 825.600, 825.603, 825.800. 
 
Adoption date:  August 16, 2010 
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ANTI-HARASSMENT REGULATION 
 
 This regulation is intended to create and preserve an educational and 
working environment free from unlawful harassment on the basis of a person’s 
protected status such as race, color, creed, ancestry, religion, national origin, sex, 
gender, sexual orientation, age, marital status, veteran status, citizenship status, or 
disability. 
  
Determining if Prohibited Conduct is Harassment  
 
 
 Complaints of harassment will be thoroughly investigated to determine 
whether the totality of the behavior and circumstances meet any of the elements 
of harassment as described in the policy. Not all unacceptable conduct may 
constitute harassment. In many cases, unacceptable behavior must be sufficiently 
severe, pervasive and objectively offensive to be considered harassment.  


 
 In evaluating the totality of the circumstances and making a determination 
of whether conduct constitutes discrimination/harassment, the individual 
investigating the complaint should consider:  
 
1. the degree to which the conduct affected the ability of the student to 


participate in or benefit from his or her education or altered the conditions 
of the student's learning environment or altered the conditions of the 
employee's working environment;  


2. the type, frequency and duration of the conduct;  
3. the identity of and relationship between the alleged harasser and the 


subject of the harassment (e.g., sexually based conduct by an authority 
figure is more likely to create a hostile environment than similar conduct 
by another student or a co-worker);  


4. the number of individuals involved;  
5. the age and sex of the alleged harasser and the subject of the harassment;  
6. the location of the incidents and context in which they occurred;  
7. other incidents at the school.  
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Reporting Complaints 
 
 Any person who believes he or she has been the victim of harassment by a 
student, district employee or third party related to the school is required to report 
complaints as soon as possible after the incident in order to enable the district to 
effectively investigate and resolve the complaint. Victims are encouraged to 
submit the complaint in writing; however, complaints may be filed verbally.  
 
 Complaints should be filed with the Title IX Compliance Officer or other 
District Official (e.g., Superintendent, Principal). The Title IX Compliance 
Officer for the district is the Business Administrator, Saranac Central School 
District, P.O. Box 8, Saranac, NY 12981, (518) 565-5600. 
 
 Any school employee who receives a complaint of harassment from a 
student shall inform the student of the employee's obligation to report the 
complaint to the school administration, and then shall immediately notify the Title 
IX Compliance Officer or the Principal.  


 
 In order to assist investigators, victims should document the harassment as 
soon as it occurs and with as much detail as possible including: the nature of the 
harassment; dates, times, places it has occurred; name of harasser(s); witnesses to  
the harassment; and the victim's response to the harassment.  
 
Confidentiality 
 
 It is district policy to respect the privacy of all parties and witnesses to 
complaints of harassment. To the extent possible all complaints will be treated in 
a confidential manner.  Limited disclosure may be necessary to complete a 
thorough investigation.  However, because an individual's need for confidentiality 
must be balanced with the district's legal obligation to provide due process to the 
accused, to conduct a thorough investigation, or to take necessary action to 
resolve the complaint, the district retains the right to disclose the identity of 
parties and witnesses to complaints in appropriate circumstances to individuals 
with a need to know. The staff member responsible for investigating complaints 
will discuss confidentiality standards and concerns with all complainants.  
 
 If a complainant requests that his/her name not be revealed to the 
individual(s) against whom a complaint is filed, the staff member responsible for 
conducting the investigation shall inform the complainant that: 
1. the request may limit the district's ability to respond to his/her complaint;  
2. district policy and federal law prohibit retaliation against complainants 


and witnesses; 
3. the district will attempt to prevent any retaliation; and  
4. the district will take strong responsive action if retaliation occurs. 







0110-R 
 
 If the complainant still requests confidentiality after being given the notice 
above, the investigator will take all reasonable steps to investigate and respond to 
the complaint consistent with the request as long as doing so does not preclude the 
district from responding effectively to the harassment and preventing the 
harassment of other students or employees.  
 
Investigation of a Complaint 
 
A. Upon receipt of a complaint, the Compliance Officer shall: 
 


1. Conduct a preliminary investigation to determine whether to 
proceed personally or to designate or request a different 
investigator. 


2. Determine whether or not the complaint can be handled in an 
informal manner with the Compliance Officer acting as a 
mediator. 


3. Discuss the above actions with the Superintendent, unless the 
Superintendent is the subject of the complaint, in which case 
the Compliance Officer should consult with the President of 
the Board of Education. 


4. If at any time the behavior constitutes or may constitute a 
crime, the police shall be contacted immediately. 


5. Ensure that any investigation or mediation is conducted within 
30 calendar days from receipt of the complaint. 


 
B. If, after consultation, the Compliance Officer determines that a more 


formal investigation is warranted, any investigation must adhere to the 
following: 


 
1. During the investigation, the investigator must protect the 


confidentiality of the complainant, the victim, the accused and 
all witnesses to the extent practicable. The investigator shall 
inform all parties of the need for confidentiality. 


2. When the issue involves student harassment, the investigator 
must immediately notify the parents/guardian of any child, 
other than witnesses, that an investigation is taking place, the 
nature of the complaint and the nature of the child’s 
involvement. 


3. The investigator must notify the accused that she/he is the 
subject of a harassment complaint investigation when 
appropriate. 


4. The investigator must conduct a thorough, prompt and 
impartial investigation. 


5. The investigator must seek out relevant documents. 
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6. The investigator must interview any and all witnesses, 
including the accused, the victim and the complainant. 


7. The investigator must keep accurate documentation and 
records. 


8. The complainant, victim and accused may bring their attorney 
or union representative (if applicable) to any meetings, and 
children may also be accompanied by their parents/guardian. 


 
C. Within 5 business days upon completion of any investigation, the 
investigator shall issue a written factual report containing a summary report for 
distribution to the parties and school district officials as needed. 
 


1. This report shall contain: 
 


a. A summary of the complaint and findings. 
b. A determination of whether or not the behavior constitutes 


harassment (The investigator may find that the evidence is 
inconclusive). 


c. Recommended action, if any. 
 


2. The investigative information shall be sealed and kept on file by the 
Compliance Officer so designated by the Superintendent to maintain such 
files, including: 


 
a. Copies of all related written documents, including the summary 


report. 
b. Copies of any handwritten notes taken during the investigation and 


interviews. 
c. Any further written details deemed by the investigator to be 


informative or useful to a better understanding of his/her findings. 
 


D. The following individuals shall be given a copy of the summary report: 
 
a. The victim. 
b. The complainant (if applicable). 
c. The accused. 


 
If any of the above individuals is a minor, the summary report shall be 
sent to their parents/guardians. 
 


E. The Superintendent (or President of the Board of Education, if the 
Superintendent is the subject of the investigation) shall review the 
summary report and shall determine whether or not formal disciplinary 
action is needed. Formal discipline of students or staff shall be in 
accordance with law, district policy and any applicable collectively 
negotiated agreement. 
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Appeal Procedure 
 
 The victim and/or the accused may appeal the findings and/or 
recommendations of the investigation, as contained in the summary report. 
 
1. The appeal must be in writing. 
2. The appeal must be made within 30 calendar days from the date of receipt 


of the written results of the investigation. 
3. The appeal is made to the Board of Education, who shall review all 


relevant information within 30 calendar days of the date of the filing of the 
appeal. 


4. The determination of the Board is final insofar as the district policy is 
concerned. 


 
Discipline/Penalties 
 
 Any individual who violates the harassment policy by engaging in 
prohibited harassment will be subject to appropriate disciplinary action. 
Disciplinary measures available to school authorities include, but are not limited 
to the following:  
 
 Students:  Discipline may range from a reprimand up to and including 
suspension from school, to be imposed consistent with the student conduct and 
discipline policy and applicable law. 
 
 Employees: Discipline may range from a warning up to and including 
termination, to be imposed consistent with all applicable contractual and statutory 
rights. 
 
 Volunteers: Penalties may range from a warning up to and including loss 
of volunteer assignment. 
 
 Vendors: Penalties may range from a warning up to and including loss of 
district business. 
 
 Other individuals: Penalties may range from a warning up to and including 
denial of future access to school property.  
 
False Complaints 


 
 False or malicious complaints of harassment may result in corrective or 
disciplinary action taken against the complainant.  
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Training 
 
 All students and employees shall be informed of this policy in student and 
employee handbooks and other pertinent school publications. A poster 
summarizing the policy shall also be posted in a prominent location at each 
school.  
 
 All new employees shall receive information about this policy and 
regulation at new employee orientation. All other employees shall be provided 
information at least once a year regarding this policy and the district's 
commitment to a harassment-free learning and working environment. Principals, 
Title IX coordinators, and other administrative employees who have specific 
responsibilities for investigating and resolving complaints of harassment shall 
receive yearly training on this policy, regulation and related legal developments.  
 
 Principals in each school and program directors shall be responsible for 
informing students and staff on a yearly basis of the terms of this policy, 
including the procedures established for investigation and resolution of 
complaints, general issues surrounding harassment, the rights and responsibilities 
of students and employees, and the impact of harassment on the victim.  
 
 
Adoption date:  August 16, 2010  
 
 












 
 
 
 
 
 


Reporting of Work Related Injuries or Illnesses 
 
 
 
Effective January 1, 2002, OSHA and PESH (Public Employee Safety and 
Health Bureau) adopted a new record-keeping regulation governing the 
reporting and logging of employee injury and illness in the workplace.  As a 
result of this new regulation, employers are now required to notify their 
employees in writing as to the procedures they need to follow should they 
experience a work related injury or illness. 
 
Any work related injury or illness, however minimal, should be reported 
immediately to your supervisor and the nurse within your building.  If your 
supervisor is not available, please notify your building administrator.  The 
nurse will ask you to complete and sign an injury and illness report and will 
provide you with further instructions on how to report your injury to the 
Workers’ Compensation Board.  The bottom portion of the injury and illness 
report should be detached and utilized when seeking medical treatment 
and/or prescriptions. 
 
All claims must be submitted to the District’s insurance carrier within 10 
calendar days of injury or illness.  Therefore, it is the responsibility of the 
employee to complete an injury or illness form promptly so that it is received 
at the District Office within 6 calendar days of incident.  Should the injury or 
illness qualify for a claim with Workers’ Compensation, the District will 
forward the completed injury and illness report to the District’s workers’ 
compensation insurance carrier for processing of the claim. 
 
Again, it is very important that all work related injuries or illnesses be 
reported and documented as soon as possible.  This allows the District to 
become immediately aware of any hazards in the workplace, as well as 
assists the District in monitoring and identifying any areas of potential 
hazards in the future. 
 
 








HAZARD COMMUNICATION PROGRAM 


 


 


NOTE:  This is the written Hazard Communication Program as required under OSHA CFR 


1910.1200 ©, with added sections required by the New York State Right to Know Law. 


 


POLICY 


 


It is the policy of Saranac Central School to furnish employees a place of employment that is 


safe from recognized hazards.  In implementing this policy, the district shall willfully comply in 


a prudent manner with all occupational safety and health regulations.  Therefore, this program 


will comply with the Federal Hazards Communication Standard and the New York State Right to 


Know Law. 


 


PURPOSE 


 


The objective of the Hazard Communication Program is to ensure that the potential hazards of all 


chemical materials used at Saranac Central School are evaluated and that information concerning 


such hazards are communicated to appropriate personnel.  This program is based on 


Occupational Safety and Health Administration’s Hazard Communication Standard (29 CFR 


1910.1200) and the New York State Right to Know Law (1980 Laws, Chapter 551). 


 


LIST OF HAZARDOUS CHEMICALS 


 


The Saranac Central School District will maintain a list of all hazardous chemicals used in the 


facility, and update the list as necessary.  The hazardous chemical list will be updated upon 


receipt of hazardous chemicals at the facility.  The list of hazardous chemicals is maintained at 


the office of the Superintendent of Buildings and Grounds and at the Clinton-Essex-Warren-


Washington BOCES. 


 


MATERIALS/CHEMICAL LISTINGS AND MATERIAL SAFETY DATA SHEETS 


 


A hazardous materials inventory will be compiled and maintained in the Saranac Central School 


District.  This listing will include trade names, names of the manufacturer or supplier, and 


chemical names.  The inventory will be held and maintained by the department supervisor. 


 


A master materials inventory will be compiled for Saranac Central School, listing hazardous 


materials and substances used in the facility.  This inventory shall be maintained by the 


Superintendent of Buildings and Grounds and Coordinator of Special Services at the Clinton-


Essex-Warren-Washington BOCES.  For each hazardous material or substance listed in the 


inventory, a Material Safety Data Sheet will be obtained and maintained. 


 


Upon written request by employees or their designated representative, Material Safety Data 


Sheets must be provided.  Responses to requests will be made within 72 hours of the receipt of 


the request.  If a Material Safety Data Sheet is not immediately available, a copy of the request 


letter to the manufacturer or supplier for the Material Safety Data Sheet should be provided to 


the requestor. 
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LABELS AND OTHER FORMS OF WARNING 


 


The Superintendent of Buildings and Grounds or designee shall ensure that all hazardous 


chemicals in the facility are properly labeled.  Labels should list at least the chemical identity, 


appropriate hazard warnings, and the name and address of the manufacturer, importer or other 


responsible party.  The Superintendent of Buildings and Grounds will refer to the corresponding 


MSDS to verify label information.  Immediate use containers, small containers into which 


materials are drained for use on that shift by the employee drawing the materials, do not require 


labeling. 


 


The Superintendent of Buildings and Grounds or designee will regularly check to ensure that all 


containers in the facility are labeled. 


 


TRAINING 


 


Each employee who works with or is potentially exposed to hazardous materials or substances 


will receive initial training followed up with yearly training in the safe us of those hazardous 


materials or substances.  Additional training will be provided for employees whenever a new 


hazard is introduced into their work areas.  Hazardous material training will be conducted by the 


Clinton-Essex-Warren-Washington BOCES.   


 


The training will emphasize these elements: 


 


 * A summary of the standard and this written program 


* Hazardous chemical properties including visual appearance and odor and methods 


that can be used to detect the presence of release of hazardous chemicals 


* Physical and health hazards associated with potential exposure to workplace 


chemicals 


* Procedures to protect against hazards, e.g., personal protective equipment, work 


practices, and emergency procedures 


* Hazardous chemical spill and leak procedures 


* Where MSDS’s are located, how to understand their content, and how employees 


may obtain and use appropriate hazard information 


 


The Superintendent of Schools will monitor and maintain records of employee training and 


advise the facility manager of training needs. 
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NON-ROUTINE TASKS 


 


Maintenance or other supervisors contemplating a non-routine task, e.g. boiler repair, will 


consult with the Superintendent of Buildings and Grounds and will ensure that employees are 


informed of chemical hazards associated with the performance of these tasks and appropriate 


protective measure.  This will be accomplished by a meeting of supervisors and the 


Superintendent of Buildings and Grounds with affected employees before such work is begun. 


 


ADDITIONAL INFORMATION 


 


Further information on this written program, the hazard communication standard, and applicable 


MSDS’s is available by contacting the office of the Superintendent of Buildings and Grounds. 
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SARANAC CENTRAL SCHOOL DISTRICT 


School Safety Policy 
 
PURPOSE: 


 
It is the policy of the Saranac Central School District to ensure that all facilities within the district 


provide a safe and healthy environment for students, staff, visitors and for the school community as 


a whole.  It is recognized that this effort requires the participation of students, parents, district staff, 


administration, the Board of Education, local agencies and all members of the school community.  It 


is the goal of the Saranac Central School District to provide a healthy, safe and positive 


environment for student education through the combined efforts of all members of the school 


community in a proactive manner by the establishment of these working guidelines and expected 


standards of behavior. 


 


JURISDICTION: 
 


Requirements for this School Safety Plan will be in accordance with the Commissioner of 


Education of the State of New York Regulation 155.17. 


 


IMPLEMENTATION: 


 


It is recognized that the Saranac Central School District has an obligation to provide a safe and 


healthy environment for the entire school community.  A comprehensive District Safety Plan will 


encompass and enforce all necessary standards to provide a proper school environment and allow 


input from students, parents, district staff and the members of the school community in the creation 


of these guidelines. 


 


METHOD: 
 


The Saranac Central School District Safety Plan will be based and implemented on Commission 


Regulation Section 155.17 and all other applicable local, state and federal regulations that have 


recognized jurisdiction over the daily operations of the school district, including but not limited to 


the following: 


 


 1. A Comprehensive School District Safety Plan 


 2. A District Level Emergency Response Plan 


 3. School Building Level Emergency Response Plan 
4. A code of Conduct 


 5. K-12 Character Education 


 6. Fingerprinting of School Employees 


 7. Response to Allegations of Child Abuse 


 8. Establishment of a System of Violent Incident Prevention 


 9. Training of School Personnel in Violent Incident Prevention and Response 


 10. Notification and Incident Reporting 


11. A plan for Building Security 


 12. Designation of Appropriate School Safety Personnel 


 13. A plan for the Safe Transportation of Students to and from School 
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 14. Data Collection, Analysis, Communication and Response 


 15. A Program of Occupational Safety and Health 


 16. A Program of Coordinated School Health 


 17. A Plan for Facilities Maintenance, Renovation and Repair 


 


  


RESPONSIBILITY: 


 


Assignment of responsibility for the implementation of this plan will be by the Office of the 


Superintendent of Schools as Directed by the District Board of Education.  The overall 


responsibility of development and continuing update of the Plan will be administered through the 


joint efforts of the District Wide Health and Safety Committee involving all members of the School 


Community, including parents, students, staff and the general public, in combined effort with shared 


decision making teams and district administration.  The responsibility for enforcement and 


maintenance of the plan standards will be designated to appropriate individuals as deemed 


necessary by the Office of the Superintendent of Schools. 


 


SUMMARY: 


 


The requirements of the State Education Department in areas of violence prevention under 


S.A.V.E., the provision of safe and appropriate facilities for educational programs under 


R.E.S.C.U.E. (Rebuilding of Schools to Uphold Education), the raising of academic standards as 


proposed by the state Board of Regents and ensuring an environmentally safe atmosphere for 


district activities will require a comprehensive and collaborative approach involving all members of 


the local school community.  It is the policy of the Saranac Central School District to actively 


promote the involvement of all members of the school community as stakeholders and essential 


partners in the process. 
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SARANAC CENTRAL SCHOOL DISTRICT 


Project S.A.V.E. 
(Safe Schools Against Violence in Education) 


 


 


 
 The S.A.V.E. act was passed by the New York State Legislature and signed into law on July 24, 


2000 by Governor George E. Pataki. 


 


 The New York State Board of Regents approved amendments to the Regulations of the 


Commissioner of Education Section 155.17 in November of 2000.  These amendments contain the 


requirements for School Safety Plans. 


 


 The major component of S.A.V.E. is the development of School Safety Plans at the District and 


building level.  These plans are intended to define how each school district and individual building 


will respond to acts of violence and other disasters through PREVENTION, INTERVENTION, 


EMERGENCY RESPONSE and MANAGEMENT.  


 


 The District-wide Safety Plan was required to be developed by a District-wide School Safety 


Team.  The safety team consisted of representative of all members of the school community 


including staff, students, parents and local agencies. The Building-level Plan is to be developed by a 


Building Safety Team.  


 


 The first draft of the District Wide Safety and Health Plan was approved by the Board of 


Education on June 19, 2001 after a period of public review and comment. 


 


 The Plan was submitted to the State Education Department on July 19, 2001. 


 


 The required curriculum for staff training was developed during July and August 2001. 


 


 The initial staff training program was presented on September 4, 2001. Additional programs 


were scheduled during the school year 2001-2002.  This training included building safety team 


members, support staff, aides and monitors. 


 


 The final development of the building-level and district-wide plans was completed during the 


fall of 2001.  A plan review was done in June 2002. 


 


A copy of the District Wide School Safety Plan is placed in each building.  All staff members are 


encouraged to become familiar with the district plan as well as the plan for their individual building.  


Training exercises will be scheduled to help staff members and local agencies test the plan 


components.  Building safety teams, in conjunction with building administrators, will review 


elements of the building plans to ensure that individual staff members are aware of their roles and 


responsibilities in case of an emergency or other disaster. 
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SARANAC CENTRAL SCHOOL DISTRICT 


OCCUPATIONAL SAFETY AND HEALTH POLICY 


 


PURPOSE: 


 


It is the policy of the Saranac Central School District to ensue that all facilities within the district 


provide a safe working environment for the employees of the District.  Employee safety is critical 


for the well-being of the district staff and the State regulations provide for basic safety guidelines, 


an ongoing and comprehensive program of inspection, education and training must be provided to 


ensure that district employees are provided with a hazard free work place. 


 


JURISDICTION: 


 


Requirements for employee safety and health will be accordance with Federal OSHA Standards as 


applied through NYS Labor Law under the SOSHA Standards Chapter 729. 


 


IMPLEMENTATION: 


 


It is recognized that the school district as the employer has an obligation under Federal and State 


Law to provide a safe working environment for all employees.  It is also recognized that employees 


have responsibility as well in maintaining their workspace in a safe condition and in reporting 


situations and conditions which may cause a hazard in that workspace.  A comprehensive safety 


policy will encompass and enforce safety standards and allow input from all employees, staff and 


management. 


 


METHOD: 


 


The safety program at all district facilities will be based and implemented on NYSOSHA standards 


as taken from Federal OSHA Standards as written in 29 CFR 1910.  The program will encompass, 


but not be limited to: 


 


1. An ongoing Right to Know training program for all employees of the district. 


 


2. Maintenance of Material Safety Data Sheets for all products in use within the 


District. 


 


3. Regular inspections of all district facilities to ensure compliance with SOSHA 


regulations using the State Occupational Safety and Health Self-Inspection Manual 


for Schools as a guideline. 


 


4. An effective system of reporting, documentation and correction of all problems and 


discrepancies noted that allows input from employees, staff and management. 


 


5. Job specific training and education as required. 


 


6. Asbestos awareness training and education as required by SOSHA and EPA 


regulations. 
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7. Regular, timely and effective updates of all safety policies to ensure compliance with 


all Federal, State and local regulations. 


 


8. Utilization of available BOCES services to ensure proper education and training 


under State Education Department guidelines. 


 


RESPONSIBILITY: 


 


The assignment of responsibility for the implementation of this policy will be directed from the 


Office of the Superintendent of Schools.  It is recognized that each Department within the district 


has separate and distinct needs in ensuring the safety of employees in that area.  The overall 


responsibility for maintaining the SOSHA safety regulations in the physical plants of all the district 


facilities shall be delegated and enforced through the Office of the Superintendent of Buildings and 


Grounds.  As well, this office will be responsible for training and education of engineering, 


maintenance, and custodial staff as required under SOSHA regulations.  Other recognized 


departments that have individual job specific requirements in training and education are:  


Technology and Industrial Arts; Art Department; Driver Education; Food Service Department; 


Science Department; Transportation Department.  Individual responsibility for training in these 


areas shall be designated as appropriate to department heads and managers. 
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Saranac Central School District 


Pesticide Notification Policy 


And 


Integrated Pest Management Program 


 


 
Purpose 


It is the purpose of this program to establish standard operating procedures for Saranac Central School 


District in the public notifications required for use of pesticides.  In addition, the district shall promote the 


philosophy of least use and Integrated Pest Management (IPM) in considering pesticide use at all district 


owned facilities. 


 


Policy 
It is the policy of the Saranac Central School District to perform all legally required notifications regarding 


the storage, application, use and disposal of pesticides on or in all district facilities, buildings and grounds.  


Such notifications shall be made in accordance with all local, state and federal regulations.  It is also the 


policy of the district to follow the best management practices of an Integrated Pest Management Program and 


to minimize or eliminate the use of pesticides in the district. 


 


New York State Education Law Section 409-H effective July 1, 2001 requires all public and nonpublic 


elementary and secondary schools to provide written notification to all persons in parental relation, faculty 


and staff regarding the potential use of pesticides periodically throughout the school year. 


 


Saranac Central School District is required to maintain a list of persons in parental relation, faculty and staff 


who wish to receive 48-hour prior written notification of certain pesticide applications.  The following 


pesticide applications are not subject to prior notification requirements: 


 


•  the school remains unoccupied for a continuous 72 hours following the application of 


pesticide that would otherwise dictate the use of a 48-hour notification; 


 •  anti-microbial products; 


•  nonvolatile rodenticides in tamper resistant bait stations in areas inaccessible to children; 


•  nonvolatile insecticidal baits in tamper resistant bait stations in areas inaccessible to 


children; 


•  silica gels and other nonvolatile ready-to-use pastes, foams or gels in areas inaccessible to 


children; 


• boric acid and disodium octaborate tetra hydrate; 


• the application of EPA designated biopesticides; 


• the application of EPA designated exempt materials under 40CFR152.25; 


• the use of aerosol products with a directed spray in containers of 18 fluid ounces or less 


when used to protect individuals from imminent threat from stinging and biting insects 


including venomous spiders, bees, wasps and hornets. 


 


In the event of emergency application necessary to protect against an imminent threat to human health, a 


good faith effort will be made to supply written notification to those on the 48-hour prior notification list. 


 


If you would like to receive 48-hour prior notification of pesticide applications that are scheduled to occur in 


our school buildings, please contact the District Office at 565-5600. 


 


Please feel free to contact the Saranac Central School District IPM Coordinator (Superintendent of Buildings 


& Grounds) at 565-5620 for further information on these requirements.    
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SARANAC CENTRAL SCHOOL DISTRICT 


HAZARD COMMUNICATION PROGRAM 


 


 


NOTE: This is the Written Hazard Communication Program as required under OSHA CFR       


1910.1200 (c), with added sections required by the New York State Right to Know Law. 


 


 


POLICY: 


 


It is the policy of Saranac Central School to furnish employees a place of employment that is safe 


from recognized hazards.  In implementing this policy, the district shall willfully comply in a 


prudent manner with all occupational safety and health regulations.  Therefore, this program will 


comply with the Federal Hazards Communication Standard and the New York State Right to Know 


Law. 


 


PURPOSE: 


 


The objective of the Hazard Communication Program is to ensure that the potential hazards of all 


chemical materials used at Saranac Central School District are evaluated and that information 


concerning such hazards are communicated to appropriate personnel.  This program is based on 


Occupational Safety and Health Administration’s Hazard Communication Standard (29 CFR 


1910.1200) and the New York State Right to Know Law (1980 Laws, Chapter 551). 


 


LIST OF HAZARDOUS CHEMICALS 


 


The Saranac Central School District will maintain a list of all hazardous chemicals used in the 


facility, and update the list as necessary.  The hazardous chemical list will be updated upon receipt 


of hazardous chemicals at the facility.  The list of hazardous chemicals is maintained at the office of 


the Superintendent of Buildings and Grounds and at the Clinton-Essex-Warren-Washington 


BOCES. 


 


MATERIALS/CHEMICAL LISTINGS AND MATERIALS SAFETY DATA SHEETS 


 


A hazardous materials inventory will be compiled and maintained in the Saranac Central School 


District.  This listing will include trade names, names of the manufacturer or supplier, and chemical 


names.  The inventory will be held and maintained by the department supervisor. 


 


A master materials inventory will be compiled for Saranac Central School, listing hazardous 


materials and substances used in the facility.  This inventory shall be maintained by the 


Superintendent of Buildings and Grounds and Coordinator of Special Services at the Clinton-Essex-


Warren-Washington BOCES.  For each hazardous material or substance listed in the inventory, a 


Materials Safety Data Sheet (MSDS) will be obtained and maintained. 


 


Material Safety Data Sheets (MSDS) corresponding to the departmental inventories of hazardous 


materials or substances will be available in the work area on all work shifts.  Each binder of 


Materials Safety Data Sheets will include a guide for reading and interpreting a Material Safety 


Data Sheet. 







 


All Material Safety Data Sheets received from manufacturers or suppliers must be filled out in their 


entirety.  The use of generic or family names in the hazardous ingredients section will not be 


acceptable.  If there is no relevant information for a given category, it should be marked by the 


manufacturer or supplier to indicate that no applicable information was found.  Deficient Material 


Safety Data Sheets will be brought to the attention of the manufacturer or supplier for correction. 


 


Upon written request by employees or their designated representative, Material Safety Data Sheets 


must be provided.  Responses to requests will be made within 72 hours of the receipt of the request.  


If a Material Safety Data Sheet is not immediately available, a copy of the request letter to the 


manufacturer or supplier for the Material Safety Data Sheet should be provided to the requestor. 


 


LABELS AND OTHER FORMS OF WARNING 


 


The Superintendent of Buildings and Grounds is designated to ensure that all hazardous chemicals 


in the facility are properly labeled.  Labels should list at least the chemical identity, appropriate 


hazard warnings, and the names and address of the manufacturer, importer or other responsible 


party.  The Superintendent of Buildings and Grounds will refer to the corresponding MSDS to 


verify label information.  Immediate use of containers, small containers into which materials are 


drained for use on that shift by the employee drawing the materials, do not require labeling.  To 


meet the labeling requirements of HCS for other in-house container, refer to the label supplied by 


the manufacturer.  All labels for in-house container will be approved by the Superintendent of 


Buildings and Grounds prior to their use. 


 


The Superintendent of Buildings and Grounds will check on a monthly basis to ensure that all 


containers in the facility are labeled and that the labels are up to date. 


 


TRAINING 
 


Each employee who works with or is potentially exposed to hazardous materials or substances will 


receive initial training followed up with yearly training in the safe use of those hazardous materials 


or substances.  Additional training will be provided for employees whenever a new hazard is 


introduced into their work areas.  Hazardous material training will be conducted by the Clinton-


Essex-Warren-Washington BOCES. 


 


The training will emphasize these elements: 


 


 • A summary of the standard and this written program; 


• Hazardous chemical properties including visual appearance and odor and methods 


that can be used to detect the presence or release of hazardous chemicals; 


• Physical and health hazards associated with potential exposure to workplace 


chemicals; 


• Procedures to protect against hazards, e.g., personal protective equipment, work 


practices, and emergency procedures; 


 • Hazardous chemical spill and leak procedures; 


 • Where MSDS’s are located, how to understand their content, and how employees 


may obtain and used appropriate hazard information. 







 


 


The Superintendent of Schools will monitor and maintain records of employee training and advise 


the Superintendent of Buildings & Grounds of training needs. 


 


CONTRACTOR EMPLOYEES 


 


The Saranac Central School District’s architect, upon notification from the responsible supervisor, 


will advise outside contractors of any chemical hazards which may be encountered in the normal 


course of their work on the premises. 


 


NON-ROUTINE TASKS 


 


Maintenance or other supervisors contemplating a non-routine task, e.g. boiler repair, will consult 


with the Superintendent of Buildings and Grounds and will ensure that employees are informed of 


chemical hazards associated with the performance of these tasks and appropriate protective 


measure.  This will be accomplished by a meeting of supervisors and the Superintendent of 


Buildings and Grounds with affected employees before such work is begun. 


 


ADDITIONAL INFORMATION 


 


Further information on this written program, the hazard communication standard, and applicable 


MSDS’s is available at the Saranac Central School District Office and the Clinton-Essex-Warren-


Washington BOCES. 
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SARANAC CENTRAL SCHOOL DISTRICT 


MATERIAL SAFETY DATA SHEETS (MSDS) 


HAZARDOUS COMMUNCIATIONS BOOK 


 


 


INSTRUCTIONS FOR USE 


 


In compliance with OSHA Hazard Communications Standard (29 CFR 1910.1200) November 25, 


1985, Saranac Central School has been provided with MSDS for the products used in our facilities.  


The sheets provide information on the products, their use, special hazards, and emergency first aid 


treatment.  In order for the MSDS to serve their purpose in effective hazard communications, the 


enclosed information is made available to those responsible for control of operations using these 


products and to those ultimately handling the products.  As well, provision is made for emergency 


action in the event of product misuse or accident. 


 


To ensure that this information is available as needed to all facility personnel, the following 


recommended procedures will be implemented for use in the Saranac Central School District. 


 


1. MSDS Reference Books – A listing of material safety data sheets for products used or 


conceivably in use in the school district will be placed in each facility at the following 


locations: 


 


a. Saranac High School – Nurse’s office 


b. Saranac Middle School – Nurse’s office 


c. Saranac Elementary School – Nurse’s office 


d. Bus Garage – Transportation Supervisor’s office 


e. Morrisonville Elementary School – Nurse’s office 


f. Maintenance Building – Superintendent of Buildings and Grounds office 


g. Saranac Central School District Offices – Superintendent of Schools office 


 


2. Updates of all books will be made through the office of the Superintendent of Buildings and 


Grounds as the Health and Safety and Risk Management Coordinator.  Faculty and staff are 


required to request MSDS on all products ordered for use in their areas and to forward a 


copy to the Superintendent of Buildings and Grounds office for this purpose.  These sheets 


will then be forwarded to the person responsible for each MSDS book location with 


instructions for adding or updating as needed. 


 


3. Products in use at all facilities must be labeled as to contents and use of product.  If 


manufacturers’ labels are not available, standard identification labels will be available 


through the office of the Superintendent of Buildings and Grounds. 


 


4. In the event of an emergency, hazardous exposure, accident or product misuse, the person 


responsible on scene will utilize the following chain of contact to ensure proper response. 


 


a. First aid will be rendered by the school nurse at each location in accordance with MSDS 


information. 


b. If school nurse is not available, contact Saranac High School nurse’s office at 565-5806. 


c. Inform building principal or person responsible for facility of situation.  This person will 


determine whether further emergency measures are necessary and, if required, will 


activate the Saranac Central School Emergency Preparedness Plan. 







d. Notify the Superintendent of Buildings and Grounds if further information or manpower 


is required. 


e. A library of MSDS for Clinton/Essex school districts is maintained at the BOCES office 


in Plattsburgh, New York.  Contact:  Health/Safety Office at 561-0100. 


f. The following list of contact points is available for further information/assistance. 


 


1. New York Poison Control Center      (212)764-7667 


2. Vermont Poison Control Center     (802)658-3456 


3. National Pesticide Poison Center      (800)858-7378 


4. Champlain Valley Physicians Hospital Emergency Room  (518)561-2000 


5. Clinton County Fire/Rescue/EMS     (518)561-2222 


6. National Animal Poisons Control Center     (217)333-3611 


7. CHEMTREC Chemical Referral Center    (800)262-8200 


8. EPA Toxic Substance Control Act     (202)554-1404 


9. EPA – Region II - Asbestos      (201)231-6671 


10. NESHAP        (212)264-6770 


11. OSHA – Region II       (212)944-3432 


12. NYS Dept. of Environmental Conservation   (518)891-1370 


13. Poison Ex       (800)332-3073 


 


Saranac Central School District is committed to providing accurate health and safety information on 


the products in use in the district.  This program of information and action is for the sole purpose of 


helping to provide a safe workplace for faculty and staff, as well as a safe environment for students 


and visitors.  It is the individual responsibility of each employee of the district to ensure that 


chemical products are used in a safe manner and to make certain that proper training has been 


proved for those individuals using these products. 


 


If further information is required regarding this Policy, please contact: 


 


Office of the Superintendent of Schools – 565-5600 


or 


Office of the Superintendent of Buildings and Grounds – 565-5620 
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INFORMATION SECURITY BREACH AND NOTIFICATION 
  
 The Board of Education acknowledges the State’s concern regarding the 
rise in identity theft and the need for prompt notification when security breaches 
occur.  To this end, the Board directs the Superintendent of Schools, in accordance 
with appropriate business and technology personnel, to establish regulations 
which: 
 
 Identify and/or define the types of private information that is to be kept 


secure.  For purposes of this policy, “private information” does not include 
information that can lawfully be made available to the general public 
pursuant to federal or state law or regulation; 


 Include procedures to identify any breaches of security that result in the 
release of private information; and 


 Include procedures to notify persons affected by the security breach as 
required by law. 


 
Additionally, pursuant to Labor Law §203-d, the district will not 


communicate employee “personal identifying information” to the general public.  
This includes social security number, home address or telephone number, personal 
electronic email address, Internet identification name or password, parent’s 
surname prior to marriage, or driver’s license number.  In addition, the district will 
protect employee social security numbers in that such numbers shall not: be 
publicly posted or displayed, be printed on any ID badge, card or time card, be 
placed in files with unrestricted access, or be used for occupational licensing 
purposes.  Employees with access to such information shall be notified of these 
prohibitions and their obligations. 


 
Any breach of the district’s computerized data which compromises the 


security, confidentiality, or integrity of personal information maintained by the 
district shall be promptly reported to the Superintendent and the Board of 
Education. 
 
Ref: State Technology Law §§201-208 
 Labor Law §203-d 
 
Adoption date:  August 16, 2010 
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COMPUTER RESOURCES AND DATA MANAGEMENT REGULATION 


 


 The following rules and regulations govern the use of the district's computer network 


system, employee access to the Internet, and management of computerized records. 


 


I. Administration 


 


� The Superintendent of Schools shall designate a technology coordinator/designee to 


oversee the district's computer network. 


� The technology coordinator/designee shall monitor and examine all network activities, as 


appropriate, to ensure proper use of the system. 


� The technology coordinator/designee shall develop and implement procedures for data 


back-up and storage. These procedures will facilitate the disaster recovery plan and will 


comply with the requirements for records retention in compliance with the district’s policy 


on School District Records (1120). 


� The technology coordinator/designee shall be responsible for disseminating and 


interpreting district policy and regulations governing the use of the district's network at the 


building level with all network users. 


� The technology coordinator/designee shall provide employee training for proper use of the 


network and will ensure that staff supervising students using the district's network provide 


similar training to their students, to include providing copies of district policy and 


regulations ( including policy 4526, Information Technology Program) governing use of 


the district's network. 


� The technology coordinator/designee shall take reasonable steps to protect the network 


from viruses or other software that would comprise the network. 


� All student agreements to abide by district policy and regulations and parental consent 


forms shall be kept on file in the respective school main office.   


� All employee agreements to abide by district policy and regulations shall be kept on file in 


the district office. 


� Consistent with applicable internal controls, the Superintendent in conjunction with the 


school business official and the technology coordinator/designee will ensure the proper 


segregation of duties in assigning responsibilities for computer resources and data 


management.  


 


II. Internet Access 


 


  Student Internet access is addressed in policy and regulation 4526, Computer Use 


for Instruction.  District employees and third party users are governed by the following 


regulations: 
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• Employees will be issued an e-mail account through the district’s computer 


network. 


• Employees are expected to review their e-mail daily. 


• Communications with parents and/or students should be saved and the district will 


archive the e-mail records according to procedures developed by the technology 


coordinator/designee. 


• Employees may access the internet for education-related and/or work-related 


activities. 


• Employees shall refrain from using computer resources for personal use. 


• Employees are advised that they must not have an expectation of privacy in the use 


of the district’s computers. 


• Use of computer resources in ways that violate the acceptable use and conduct 


regulation, outlined below, will be subject to discipline. 


 


III. Acceptable Use and Conduct 


 


The following regulations apply to all staff and third party users of the district’s 


computer system: 


 


� Access to the district's computer network is provided solely for educational and/or 


research purposes and management of district operations consistent with the 


district's mission and goals. 


� Use of the district’s computer network is a privilege, not a right.   Inappropriate use 


may result in the suspension or revocation of that privilege. 


� Each individual in whose name an access account is issued is responsible at all 


times for its proper use. 


� All network users will be issued a login name and password.  Passwords must be 


changed every 90 days. 


� Only those network users with permission from the principal or technology 


coordinator/designee may access the district's system from off-site (e.g., from 


home). 


� All network users are expected to abide by the generally accepted rules of network 


etiquette.  This includes being polite and using only appropriate language.  Abusive 


language, vulgarities and swear words are all inappropriate. 


� Network users identifying a security problem on the district's network must notify 


appropriate staff.  Any network user identified as a security risk or having a history 


of violations of district computer use guidelines may be denied access to the 


district's network. 
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IV. Prohibited Activity and Uses 


 


 The following is a list of prohibited activity for all staff and third party users concerning 


use of the district's computer network. Any violation of these prohibitions may result in discipline 


or other appropriate penalty, including suspension or revocation of a user's access to the network. 


 


� Using the network for commercial activity, including advertising. 


� Infringing on any copyrights or other intellectual property rights, including copying, 


installing, receiving, transmitting or making available any copyrighted software on the 


district computer network. 


� Using the network to receive, transmit or make available to others obscene, offensive, or 


sexually explicit material. 


� Using the network to receive, transmit or make available to others messages that are racist, 


sexist, abusive or harassing to others. 


� Use of another’s account or password. 


� Attempting to read, delete, copy or modify the electronic mail (e-mail) of other system 


users. 


� Forging or attempting to forge e-mail messages. 


� Engaging in vandalism.  Vandalism is defined as any malicious attempt to harm or destroy 


district equipment or materials, data of another user of the district’s network or of any of 


the entities or other networks that are connected to the Internet.  This includes, but is not 


limited to, creating and/or placing a computer virus on the network. 


� Using the network to send anonymous messages or files. 


� Revealing the personal address, telephone number or other personal information of oneself 


or another person. 


� Using the network for personal recreation.   


� Intentionally disrupting network traffic or crashing the network and connected systems. 


� Installing personal software or using personal disks on the district’s computers and/or 


network without the permission of the appropriate district official or employee. 


� Using district computing resources for fraudulent purposes or financial gain. 


� Stealing data, equipment or intellectual property. 


� Gaining or seeking to gain unauthorized access to any files, resources, or computer or 


phone systems, or vandalize the data of another user.   


� Wastefully using finite district resources. 


� Changing or exceeding resource quotas as set by the district without the permission of the 


appropriate district official or employee. 


� Using the network while your access privileges are suspended or revoked. 


� Using the network in a fashion inconsistent with directions from teachers and other staff 


and generally accepted network etiquette.   
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V. No Privacy Guarantee 


 


 Users of the district’s computer network should not expect, nor does the district guarantee, 


privacy for electronic mail (e-mail) or any use of the district’s computer network.  The district 


reserves the right to access and view any material stored on district equipment or any material used 


in conjunction with the district’s computer network. 


 


VI. Sanctions 


 


 All users of the district’s computer network and equipment are required to comply with the 


district’s policy and regulations governing the district’s computer network. Failure to comply with 


the policy or regulation may result in disciplinary action as well as suspension and/or revocation 


of computer access privileges. 


 


 Any information pertaining to or implicating illegal activity will be reported to the proper 


authorities.  Transmission of any material in violation of any federal, state and/or local law or 


regulation is prohibited.  This includes, but is not limited to materials protected by copyright, 


threatening or obscene material or material protected by trade secret.  Users must respect all 


intellectual and property rights and laws. 


 


VII. District Responsibilities 


  


 The district makes no warranties of any kind, either expressed or implied, for the access 


being provided.  Further, the district assumes no responsibility for the quality, availability, 


accuracy, nature or reliability of the service and/or information provided.  Users of the district’s 


computer network and the Internet use information at their own risk.  Each user is responsible for 


verifying the integrity and authenticity of the information.   


 


 The district will not be responsible for any damages suffered by any user, including, but 


not limited to, loss of data resulting from delays, non-deliveries, misdeliveries, or service 


interruptions caused by its own negligence or any other errors or omissions.  The district also will 


not be responsible for unauthorized financial obligations resulting from the use of or access to the 


district’s computer network or the Internet. 


 


 Further, even though the district may use technical or manual means to regulate access and 


information, these methods do not provide a foolproof means of enforcing the provisions of the 


district policy and regulation. 


 


Adoption date:  12/1/14 


 


 
 








Premium Assistance Under Medicaid and the Children’s Health Insurance Program (CHIP)  


 


 


If you or your children are eligible for Medicaid or CHIP and you’re eligible for health coverage 


from your employer, your state may have a premium assistance program that can help pay for 


coverage, using funds from their Medicaid or CHIP programs.  If you or your children aren’t 


eligible for Medicaid or CHIP, you won’t be eligible for these premium assistance programs but 


you may be able to buy individual insurance coverage through the Health Insurance Marketplace.  


For more information, visit www.healthcare.gov.  


  


If you or your dependents are already enrolled in Medicaid or CHIP and you live in a State listed 


below, contact your State Medicaid or CHIP office to find out if premium assistance is available.   


 


If you or your dependents are NOT currently enrolled in Medicaid or CHIP, and you think you or 


any of your dependents might be eligible for either of these programs, contact your State Medicaid 


or CHIP office or dial 1-877-KIDS NOW or www.insurekidsnow.gov to find out how to apply.  If 


you qualify, ask your state if it has a program that might help you pay the premiums for an 


employer-sponsored plan.   


 


If you or your dependents are eligible for premium assistance under Medicaid or CHIP, as well as 


eligible under your employer plan, your employer must allow you to enroll in your employer plan if 


you aren’t already enrolled.  This is called a “special enrollment” opportunity, and you must 


request coverage within 60 days of being determined eligible for premium assistance. If you 


have questions about enrolling in your employer plan, contact the Department of Labor at 


www.askebsa.dol.gov or call 1-866-444-EBSA (3272). 
 


You may be eligible for assistance paying your employer health plan premiums.  Contact the 


agency below for more information on eligibility: 


  


Medicaid Website: http://www.nyhealth.gov/health_care/medicaid/ 
 


Phone: 1-800-541-2831 


 


 


For more information on special enrollment rights, contact either: 


 


U.S. Department of Labor  U.S. Department of Health and Human Services  


Employee Benefits Security Administration Centers for Medicare & Medicaid Services 


www.dol.gov/ebsa  www.cms.hhs.gov                                            


1-866-444-EBSA (3272) 1-877-267-2323, Menu Option 4, Ext. 61565  
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FAMILY AND MEDICAL LEAVE REGULATION 
 
 Consistent with the federal Family and Medical Leave Act of 1993 
(FMLA) as amended, the Board of Education shall provide up to twelve (12) 
workweeks of unpaid leave in a twelve (12) month period for its eligible 
employees.  In addition, FMLA provides eligible employees with 26 workweeks 
of leave in a single 12 month period to care for a covered service member with a 
serious illness or injury incurred in the line of duty.   
 
 An eligible employee must have been employed for at least twelve 
months, have worked at least 1,250 hours during the prior twelve months, and be 
employed at a worksite where at least 50 employees are employed by that 
employer within a 75 mile radius of that worksite. 
 
Right to Benefits During Leave 
 
 An eligible employee is entitled to a total of twelve workweeks of unpaid 
family and medical leave.  Any employee who uses the unpaid leave shall have 
his/her health benefits continued during the leave, shall not have any previously 
accrued benefits altered and shall be returned to an equivalent position according 
to established Board policies and collective bargaining agreements.  The 
employee is not entitled to accrue seniority during the leave. 
 
 The district requires, an employee to use available paid leave time for 
purposes of a family or medical leave.  However, an employee may only use 
accrued paid leave in accordance with the applicable collective bargaining 
agreement. 
 
Family and Medical Leave 
 
 Family leave is available when a child is born to the employee, adopted by 
an employee or one is placed with the employee for foster care.  Medical leave is 
available in order for the employee to take care of a spouse, child, parent who has 
a serious health condition, when the employee has a serious health condition 
rendering him/her unable to perform the functions of the employee's job.  Military 
caregiver leave is available to employees who are family members of covered 
service members with a serious illness or injury incurred in the life of duty on 
active duty.  Military caregiver leave is a special entitlement that allows the 
employee to extend FMLA leave to 26 workweeks.  Qualifying exigency leave is 
available to employees when a family member is called to active duty in support 
of a contingency operation. 
 
 A child shall include any individual whether biological, adopted, a foster 
child, a stepchild, a legal ward, or a child standing in loco parentis who is under 
eighteen years of age or, if over eighteen, is incapable of self-care due to a mental 
or physical disability.  A parent shall include the biological parent of the  
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employee or an individual who stood in loco parentis to the employee when 
he/she was a child.  Next of kin shall mean the nearest blood relative other than 
spouse, parent, son, daughter, as defined in federal regulation.   
 
 A serious health condition means an illness, injury, impairment, or 
physical or mental condition that involves inpatient care or continuing treatment 
by a health care provider. 
 
 Family leave must be taken within one year of the birth or placement of 
the employee's child.  If both spouses are employed by the district, the combined 
amount of leave for family leave or medical leave is limited to twelve weeks.  
  
Notice to Take Leave 
 
 The employee shall notify the district of his/her request for family or 
medical leave at least 30 days prior to the date when the leave is to begin, when 
such leave is foreseeable.  If such leave is not foreseeable then notice shall be 
given as early as is practical.  If the employee requests medical leave, reasonable 
attempts shall be made to schedule treatment so as not to disrupt the district's 
operations.   
 
 Employees, absent unusual circumstance, must comply with the district’s 
usual and customary notice and procedural requirements for requesting leave. 
 
Intermittent Leave 
 
 An employee who requests family leave, shall not be provided intermittent 
leave or a reduced leave schedule unless the employee and district mutually agree.  
Intermittent leave may be provided for medical leave, however, the district may 
transfer the employee to a comparable position if it will better accommodate such 
intermittent periods of leave.  For instructional employees who request medical 
leave and it is foreseeable that the medical treatment shall cause the employee to 
be on leave for more than 20% of the total number of working days in the period 
of leave, the district may require the employee to take a block of time or to 
transfer to an equivalent position for which the employee is qualified, but which 
better accommodates intermittent periods of leave. 
 
Military Leave: Leave Related to Active Duty or a Call to Active Duty 
 
 If the necessity for leave because of a qualifying exigency arising from the 
fact that a family member is on active duty or has been notified of an impending 
call to active duty is foreseeable, the employee shall give such notice to the 
district as soon as is reasonable and practicable. 
 
 The School Board requires that a request for leave because of a qualified 
exigency arising from the fact that the employee’s spouse, son, daughter,  
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or parent is on active duty or has been notified of an impending call to active duty 
be supported by a certification issued in accordance with regulations.  
 
Certification 
 
 The district requires the employee requesting medical leave to present a 
certification from the health care provider of the person for whom the employee is 
taking the leave.  Upon request by the district, the employee must provide the 
certification within 15 days.  The certificate shall include: 
 
1. the date on which the serious health condition commenced; 
2. the probable duration of the condition; 
3. the appropriate medical facts within the knowledge of the health care 


provider regarding the condition; 
4. a statement that the employee is needed to care for the family member and 


an estimate of the amount of time that such employee shall be needed or a  
 statement that the employee is unable to perform the functions of the 
 employee's position; and 
5. the dates and duration of medical treatment if the request for intermittent 
 leave is for a planned medical treatment. 
 


If the district doubts the validity of the certification, then, at the district's 
expense, a second opinion may be required from a health care provider selected 
by the district.  The school physician cannot give this opinion.  If the two opinions 
conflict, a third health care provider, at the district's expense, may be chosen by 
the two parties to render a final opinion. 
 
Restoration 
 
 An instructional employee who begins any type of leave at least five (5) 
weeks before the end of an academic term, may be required not to return until the 
new term begins if the leave is at least three (3) weeks long and the employee 
would return during the last three (3) weeks of the term.   
 


An instructional employee who begins leave, for any purpose other than 
personal illness, less than three (3) weeks prior to the end of the term and the 
leave is longer than five (5) working days, may be required not to return until the 
new term begins. 
 
Failure to Return 
 
 The district may recover the health care premiums paid during the leave if 
the employee fails to return from the leave.  However, recovery cannot occur if 
the employee fails to return because of the continuation, recurrence, or onset of a 
serious health condition or due to circumstances beyond the control of the 
employee. 
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Effect on Existing Laws or Agreements 
 
 The Board shall ensure that family and medical leave, consistent with the 
Family and Medical Leave Act, is provided to all eligible employees, whether or 
not they are covered by a collective bargaining agreement.  Any collective 
bargaining agreement which contains greater leave benefits than this policy shall 
remain in force. 
 
Notice of Policy 
 
 The district shall post a notice prepared or approved by the Secretary of 
Labor stating the pertinent provisions of the Family and Medical Leave Act, 
including information concerning enforcement of the law. 
 
Adoption date:  August 16, 2010 
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ANTI-HARASSMENT 
 
 The Board of Education is committed to providing an educational and 
working environment that promotes respect, dignity and equality and that is free 
of discrimination. In keeping with this commitment, the Board condemns and 
strictly prohibits all forms of harassment on school grounds, school buses and at 
all school-sponsored activities, programs and events including those that take 
place at locations outside the district. 
 
 Because harassment can occur staff to student, staff to staff, student to 
student, male to female, female to male, male to male or female to female, it shall 
be a violation of this policy for any student, employee or third party (school 
visitor, vendor, etc.) to harass any student or employee. 
 
 Harassment consists of unwelcome communication (verbal, written or 
graphic) and/or physical conduct based on a person’s protected status such as 
race, color, creed, ancestry, religion, national origin, sex, gender, sexual 
orientation, age, marital status, veteran status, citizenship status, or disability. 
 
 Sexual harassment deserves special mention. Unwelcome sexual 
advances, requests for sexual favors, sexually motivated physical conduct or other 
physical, verbal, visual conduct or communication of a sexual nature constitute 
sexual harassment when:  
 
1. submission to that conduct or communication is made a term or condition, 


either explicitly or implicitly, of an employee's employment or a student's 
education (including any aspect of the student's participation in school-
sponsored activities, or any other aspect of the student's education); or  


2. submission to or rejection of that conduct or communication by an 
individual is used as a factor in decisions affecting an employee's 
employment or a student's education; or  


3. the conduct or communication has the purpose or effect of substantially or 
unreasonably interfering with an employee's work performance or a 
student's academic performance or participation in school-sponsored  
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4. activities, or creating an intimidating, hostile or offensive working or 


educational environment. 
 
 All district employees and students are responsible to help assure that 
harassment is avoided. If you feel that you have experienced, witnessed or have 
information regarding possible harassment, you should notify the district’s 
designated Title IX Compliance Officer or another district official immediately. 
The Board prohibits retaliation against anyone, who, in good faith, reports 
possible harassment, makes a harassment complaint, cooperates in a harassment 
complaint investigation or any related proceeding. 
 
 The district shall investigate all harassment complaints promptly and 
thoroughly. Regulations have been developed implementing specific procedures 
for reporting, investigating and acting upon allegations of discrimination and 
harassment. To the extent possible, all complaints will be treated in a confidential 
manner. Limited disclosure may be necessary to complete a thorough 
investigation.  
  
 If, after appropriate investigation, the district finds that a student, an 
employee or a third party has violated this policy, prompt corrective action will be 
taken in accordance with the applicable collective bargaining agreement, district 
policy and state law. 
 
 A copy of this policy shall be distributed to all supervisory and non-
supervisory personnel, employees and students and posted in appropriate places. 
A summary of this policy shall also be included in appropriate school publications 
such as student and parent handbooks. 
 
 The Title IX Compliance Officer for the district is the Business 
Administrator, Saranac Central School District, P.O. Box 8, Saranac, NY 12981, 
(518) 492-7451. 
 
Ref: Education Amendments of 1972, Title IX, 20 U.S.C.§1681 et seq. 
 Americans with Disabilities Act, 42 U.S.C. §12101 et seq. 
 Title VI, Civil Rights Act of 1964, 42 U.S.C. §2000d et seq. 
 Title IX, Education Amendments of 1972, 20 U.S.C. §1681 et seq. 
 §504, Rehabilitation Act of 1973, 29 U.S.C. §794 
 Individuals with Disabilities Education Law, 20 U.S.C §§1400 et seq. 


Title VII of Civil Rights Act (1964), 42 U.S.C. §2000-e; 34 CFR §100 et 
seq. 
Davis v. Monroe County Board of Education, 526 U.S. 629, 652 (1999) 
Gebser v. Lago Vista Independent School District, 524 U.S, 274 (1998) 
Faragher v. City of Boca Raton, 524 U.S. 775 (1998) 
Burlington Industries v. Ellerth, 524 U.S. 742 (1998) 


 Oncale v. Sundowner Offshore Services, Inc., 523 U.S. 75 (1998) 
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Franklin v. Gwinnett County Public Schools, 503 U.S. 60 (1992) 
Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986) 


 
 
Adoption date:  August 16, 2010  
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INFORMATION SECURITY BREACH AND NOTIFICATION 
REGULATION 


 
Definitions 
 
 “Private information” shall mean personal information (i.e., information 
such as name, number, symbol, mark or other identifier which can be used to 
identify a person) in combination with any one or more of the following data 
elements, when either the personal information or the data element is not encrypted 
or encrypted with an encryption key that has also been acquired: 
 
 Social security number; 
 Driver’s license number or non-driver identification card number; or 
 Account number, credit or debit card number, in combination with any 


required security code, access code, or password which would permit 
access to an individual’s financial account. 


 
Note:  “Private information” does not include publicly available information 


that is lawfully made available to the general public pursuant to state or federal law 
or regulation. 
 
 “Breach of the security of the system” shall mean unauthorized acquisition 
or acquisition without valid authorization of computerized data which 
compromises the security, confidentiality, or integrity of personal information 
maintained by the district.  Good faith acquisition of personal information by an 
officer or employee or agent of the district for the purposes of the district is not a 
breach of the security of the system, provided that the private information is not 
used or subject to unauthorized disclosure. 
 
 To successfully implement this policy, the district shall inventory its 
computer programs and electronic files to determine the types of personal, private 
information that is maintained or used by the district, and review the safeguards in 
effect to secure and protect that information. 


 
Procedure for Identifying Security Breaches 
 
 In determining whether information has been acquired, or is reasonably 
believed to have been acquired, by an unauthorized person or a person without 
valid authorization, the district shall consider: 
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1. indications that the information is in the physical possession and control of 


an unauthorized person, such as a lost or stolen computer, or other device 
containing information;  


2. indications that the information has been downloaded or copied;  
3. indications that the information was used by an unauthorized person, such 


as fraudulent accounts, opened or instances of identity theft reported; 
and/or 


4. any other factors which the district shall deem appropriate and relevant to 
such determination. 
 


Security Breaches – Procedures and Methods for Notification 
 
 Once it has been determined that a security breach has occurred, the 
following steps shall be taken: 
 
1. If the breach involved computerized data owned or licensed by the district, 


the district shall notify those New York State residents 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 time possible and without 
unreasonable delay, consistent with the legitimate needs of law 
enforcement, or any measures necessary to determine the scope of the 
breach and to restore the reasonable integrity of the system. 


  The district shall consult with the New York State Office of Cyber 
Security and Critical Infrastructure Coordination (CSCIC) to determine the 
scope of the breach and restoration measures. 


2. If the breach involved computer data maintained by the district, the district 
shall notify the owner or licensee of the information of the breach 
immediately following discovery, if the private information was or is 
reasonably believed to have been acquired by a person without valid 
authorization. 


 
Note: The notification requirement may 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. 
 
 The required notice shall include (a) district contact information, (b) a 
description of the categories information that were or are reasonably believed to 
have been acquired without authorization and (c) which specific elements of 
personal or private information were or are reasonably believed to have been 
acquired.  This notice shall be directly provided to the affected individuals by 
either: 
 
1. Written notice 
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2. Electronic notice, provided that the person to whom notice is required has 
expressly consented to receiving the notice in electronic form; and that the 
district keeps a log of each such electronic notification. In no case, 
however, shall the district require a person to consent to accepting such 
notice in electronic form as a condition of establishing a business 
relationship or engaging in any transaction. 


3. Telephone notification, provided that the district keeps a log of each such 
telephone notification. 


 
However, if the district can demonstrate to the State Attorney General that (a) the 
cost of providing notice would exceed $250,000; or (b) that the number of persons 
to be notified exceeds 500,000; or (c) that the district does not have sufficient 
contact information, substitute notice may be provided.  Substitute notice would 
consist of all of the following steps: 
 
1. E-mail notice when the district has such address for the affected individual;  
2. Conspicuous posting on the district’s website, if they maintain one; and 
3. Notification to major media 
 
Notification of State and Other Agencies 
 
 Once notice has been made to affected New York State residents, the 
district shall notify the State Attorney General, the Consumer Protection Board, 
and the State Office of Cyber Security and Critical Infrastructure Coordination as 
to the timing, content, and distribution of the notices and approximate number of 
affected persons.  
 
 If more than 5,000 New York State residents are to be notified at one time, 
the district shall also notify consumer reporting agencies as to the timing, content 
and distribution of the notices and the approximate number of affected individuals.  
A list of consumer reporting agencies will be furnished, upon request, by the 
Office of the State Attorney General. 
 
Adoption date:  August 16, 2010 
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INFORMATION TECHNOLOGY PROGRAM  


 


The Board of Education is committed to the optimization of education through 


application of information technology tools.  The Board recognizes the value of computers, 


electronic devices and computer-related information technology in pursuit of the district's 


educational mission and goals.  It is the intent of the Board that information technology resources 


be utilized in district classrooms and curriculum to enhance the teaching & learning experience 


of students, teachers and staff. 


 


 All users of the district’s computer network and the Internet must understand that use is a 


privilege, not a right, and that use entails responsibility.  


 


The Board directs the Superintendent of Schools to establish procedures and regulations 


governing the use and security of the district's information technology resources. 


 


The Board also directs the Superintendent to submit a comprehensive technology plan to 


address the utilization of the district's information technology resources including but not limited 


to software applications, online databases, electronic bulletin boards and electronic mail in 


furtherance of the district's educational mission and goals for the Board's approval.  This plan 


shall thereafter be revised as necessary to reflect changes in the district's information technology 


needs. 


 


Failure to comply with district policies and regulations addressing use of information 


technology may result in disciplinary action. 


 


Adoption date:  March 5, 2013   
 





