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MOUNT SINAI SCHOOL DISTRICT  
 
The board understands its role as the policy-making body responsible for the governance of the 
Mount Sinai School District.  The documents contained in this policy manual reflect the will of 
the duly elected Board of Education.  The board, the employees of the School District, and the 
students it serves, as well as those persons in the buildings or on the grounds of the School 
District are all governed by the policies set forth in this policy manual.  It shall be the policy of 
the Board of Education to establish goals for the District biennially and to review the progress 
toward those goals annually. 
 
 
POLICY DRAFTING 
 
Adoption of new policies, or changing existing policies, is the responsibility of the Board of 
Education and Superintendent. 
 
Proposals for new policies, or changes to existing policies, may be initiated in writing by any 
Board Member or by any committee of the board. 
 
 
POLICY ADOPTION 
 
Policies introduced and recommended to the board shall not be adopted until a subsequent 
meeting.  Thus, time shall be given to permit further study and also to give an opportunity to 
interested working parties to react.  However, temporary approval may be granted by the board in 
lieu of formal policy to meet emergency conditions or special events, which will take place before 
formal action can be taken.   
 
 
POLICY DISSEMINATION 
 
The superintendent is directed to establish and maintain an orderly plan for preserving and 
making accessible the policies adopted by the board and the administrative rules and regulations 
needed to put them into effect.   
 
Accessibility is to extend at least to all employees of the School District, to members of the board 
and to all persons in the community.   
 
 
POLICY REVIEW 
 
The board should follow through on the policies it has formulated.  It shall evaluate how the 
policies have been executed by the school staff and shall weigh the results.  The board shall rely 
on the school staff, students and the community for providing evidence of the effect of the 
policies, which it has adopted.   
 
The board shall strive to keep its policies up-to-date.  To achieve this end, it shall direct the 
superintendent to call to its attention policies that are in need of revision.  The superintendent 
shall be given authority to call in policy manuals as necessary for updating.   
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SCHOOL DISTRICT OFFICER and EMPLOYEE CODE OF ETHICS/CONFLICT OF 
INTEREST 
 
The Board of Education is committed to avoiding any situation in which the existence of 
conflicting interests of any officer or employee may call into question the integrity of the 
management or operation of the school district.  The Board recognizes that sound, ethical 
standards of conduct serve to increase the effectiveness of district officers and staff as educators 
and public employees in the community.  Adherence to a code of ethics promotes public 
confidence in the district and furthers the attainment of district goals. 
 
The Board also recognizes its obligation to adopt a code of ethics setting forth the standards of 
conduct required of all district officers and employees under the provisions of the General 
Municipal Law.  Therefore, every officer and employee of the district, whether paid or unpaid, 
shall adhere to the following code of conduct: 
 
Gifts:  An officer or employee shall not directly or indirectly solicit any gift or accept or receive 
any gift having a value of $75 or more, whether in the form of money, services, loan, travel, 
entertainment, hospitality, or any other form, under circumstances in which it could reasonably be 
inferred that the gift was intended to influence him or her in the performance of his or her official 
duties or was intended as a reward for any official action on his or her part. 
 
However, the Board welcomes and encourages the writing of letters or notes expressing gratitude 
or appreciation to staff members.  Gifts from children that are principally sentimental in nature 
and of insignificant financial value may be accepted in the spirit in which they are given. 
 
Confidential Information:  An officer or employee shall not disclose confidential information 
acquired by him or her in the course of his or her official duties or use such information to further 
his or her personal interest.  An officer or employee shall not discuss confidential information 
outside of his/her official duties or forum. 
 
Representation before the Board or District:  An officer or employee shall not receive or enter 
into any agreement, expressed or implied, for compensation for services to be rendered in relation 
to any matter before the school district. 
 
Disclosure of Interest in Matters Before the Board:  A member of the Board of Education and 
any officer or employee of the District, whether paid or unpaid, must publicly disclose the nature 
and extent of any interest they or their spouse have, will have or later acquire in any actual or 
proposed contract, purchase agreement, lease agreement or other agreement involving the school 
district (including oral agreements), to the governing body and his/her immediate supervisor 
(where applicable) even if it is not a prohibited interest under applicable law.  Such disclosure 
must be in writing and made part of the official record of the school district.  Disclosure is not 
required in the case of an interest that is exempted under Section 803(2) of the General Municipal 
Law.  The term “interest” means a pecuniary or material benefit accruing to an officer or 
employee.  Exceptions to the conflict of interest law can be found in Section 802 of the General 
Municipal Law. 
 
Investments in Conflict with Official Duties:  An officer or employee shall not invest or hold 
any investment directly in any financial, business, commercial or other private transaction that 
creates a conflict with his or her official duties. 
 
Private Employment:  Professional staff (SED certified) may accept and provide private paid 
employment from a parent or other source for professional services (tutoring, therapy, etc.) for 
students who are not part of their active caseload (regular class or related services) during a 
particular school year provided that: 
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a) the building principal is advised of such proposed employment and its 

circumstances and finds no conflict of interest 
b) availability for such employment shall not in any way be advertised on school 

property to students and/or parents either verbally or through written flyers 
c) private employment services are not provided on school property  

 
Future Employment:  an officer or employee shall not, after the termination of service or 
employment with the district, appear before the Board in relation to any action, proceeding, or 
application in which he or she personally participated during the period of his or her service or 
employment or that was under his/her active consideration. 
 
Conflict of Interest:  No person employed by the district shall allow any matter, concern or 
interest, personal, financial or otherwise to influence or interfere with the performance of his or 
her duties.  Should such a matter, concern or interest arise, the employee shall bring the matter to 
the attention of his or her supervisor or the Board to seek ways to reduce or eliminate the 
influence or interference. 
 
The Board affirms its commitment to adhere scrupulously to all applicable provision of law 
regarding material conflicts of interest. 
 
Distribution of Code of Ethics/Conflict of Interest 
The Superintendent of Schools shall cause a copy of this Code of Ethics/Conflict of Interest to be 
distributed via the School District’s website to every member of the Board, every officer and 
employee of the school district.   
 
 
MEMBERS 
 
Official actions of the Mount Sinai Board of Education can be taken only at duly constituted 
board meetings.   
 
Individual board members or groups of board members do not have the authority to speak for the 
board and may not make commitments for the board unless directed to act on behalf of the board.  
Board members shall deal with such relative matters only through the recognized chain of 
command.   
 
 
DUTIES OF THE BOARD PRESIDENT 
 
The duties of the President of the Mount Sinai Board of Education shall include the following:   
 
 a. To preside at all meetings of the board.  
 b. To appoint committees with the advice of fellow board members.   
 c. To call special meetings as considered necessary or on request.   
 d. To act as an ex-officio member of all committees.   
 e. When authorized by the board, to execute such documents.   

f. To perform the usual and ordinary duties of the office.   
g. To act as spokesperson on behalf of the board for matters relating to public 

information. 
 
The position of President does not preclude the right to vote on all questions, or the right to serve 
as a committee chairperson.   
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DUTIES OF THE VICE-PRESIDENT 
 
The Vice President of the Mount Sinai Board of Education shall have the power to exercise the 
duties of the President in case of the President's absence or inability to act.   
 
 
MEETINGS 
 
The regular meetings of the Mount Sinai Board of Education shall take place monthly as 
determined at the reorganization meeting.  If a change is made in the time or date of the regular 
meetings, prior public notice will be given.   
 
Special meetings of the board may be convened whenever necessary.   
 
 
NOTIFICATION OF MEETINGS 
 
Board members shall be sent notification of board meetings, which will include the agenda of the 
meeting.  They will be provided whenever possible with information, financial data and other 
background material in advance of the meetings in order to assist the board in reaching sound 
decisions in the most objective manner and as efficiently as possible.   
 
 
AGENDA 
 
The President of the Mount Sinai Board of Education or appropriate designee, in consultation 
with the superintendent, will prepare the agenda for each board meeting.   
 
Any member of the board may submit requests for inclusion of items on the agenda.   
 
The agenda of regular meetings shall allow recognition and introduction of community members 
and time shall be set aside specifically for community discussion.   
 
The agenda will include items of information on the educational programs on a continuing basis.  
Such information as may be provided to the board by the clerk, treasurer, administration and staff 
in advance of the meetings will be sent out with the agenda.   
 
 
QUORUM 
 
A quorum of the Mount Sinai Board of Education shall consist of four of the total of seven board 
members.   
 
 
MINUTES 
 
It shall be the responsibility of the clerk of the Mount Sinai Board of Education to keep records of 
all proceedings at meetings of the board and to furnish copies of these minutes as per the 
requirements of the Open Meetings Law. 
PUBLIC PARTICIPATION IN BOARD MEETINGS 
 
The board recognizes its responsibility to conduct the business of the district in an orderly and 
efficient manner and will, therefore, require reasonable control to regulate public presentations to 
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the board.  A person wishing to be heard by the board during time set aside for community 
discussion shall first be recognized by the president.  Persons shall identify themselves and 
proceed with their comments as briefly as the subject permits.  The president is responsible for 
the orderly conduct of the meeting and shall rule on such matters as the time to be allowed for 
public discussion, the appropriateness of the subject being presented and the suitability of the 
time for such presentation.  The board as a whole shall have the final decision in determining the 
appropriateness of all such rulings.   
 
 
EXECUTIVE SESSION 
 
Executive Session of the Mount Sinai Board of Education shall be conducted as per Public 
Officer’s Law s-105 (Open Meetings Law concerning Executive Session).  
 
 
MEMBERSHIPS 
 
The Mount Sinai Board of Education shall maintain membership in the National School Boards 
Association, the New York State School Boards Association, Nassau-Suffolk School Boards 
Association and Brookhaven Town School Boards Association.  The aforementioned shall be 
subject to budget considerations prevailing each year.   
 
 
SCHOOL BOARD MEMBERS - CONFERENCES, CONVENTIONS, WORKSHOPS 
 
In recognition of the need for continuing in-service training and development for its members, the 
Board of Education encourages the participation of all members at meetings and activities of area 
and state, as appropriate, school boards associations, as well as in the activities of other 
educational groups.  
 
In order to control both the investment of time and funds necessary to implement this policy, the 
board establishes these principles and procedures for its guidance: 
 
1.  When any board member attends a conference, convention, or workshop, the member will be 

requested to share information, recommendations, and materials acquired at the meeting. 
 
2.  Approval of the majority of the board is needed for a board member to attend a conference out 

of the Nassau/Suffolk area or for expenses above $100. 
 

3.  The board will reimburse conference attendees (board members) for reasonable and necessary 
expenses not paid for directly by the district (travel, hotel, meals, registration). 

 
 
ADVISORY COMMITTEES 
 
The Board of Education may appoint individuals to serve on Citizens' Advisory Committees to 
assist in the study of current or impending problems and to make advisory recommendations for 
consideration by the board.   
 
Said resolution shall state the organization and scope of the work of the committee.  When, in the 
opinion of the board, the work of a standing committee has been completed, the board may 
dissolve the committee.   
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The reports of such committees shall be made directly to the board, and all publicity or press 
releases concerning the assignment, meeting, or activities of any committee shall be under the 
direction of the board through its president or the superintendent. 
 
 
BOARD COMMITTEES 
 
Committees of the Mount Sinai Board of Education may include, but not be limited to, the 
following:   
 

a. Boundaries 
 

b. Transportation 
 

c. *Building and Facilities 
 

d. Finance-Budget 
 

e. School-Community Relations 
 

f. Negotiations 
 

g. Policy 
 
*Indicates Citizens' Advisory Participation  
 
 
AUDIT COMMITTEE CHARTER 
 
Audit Committee Authority 
 
Pursuant to a resolution adopted on November 16, 2005, the Board of Education of the Mount 
Sinai School District has established an audit committee to assist the Board in the oversight of 
both the internal and external audit functions.  The requirement to create an audit committee was 
established by Education Law s2116-c.  According to s2116-c (4), the role of an audit committee 
shall be advisory and any recommendations it provides to the Board shall not be substituted for 
any required review and acceptance by the Board of Education.    
 
Mission 

 
The Board of Education of the Mount Sinai School District has established an audit committee to 
provide oversight of the following matters: 

 
 Assist the Board in providing oversight of the internal and external audit functions, 

including the appointment of the internal and external auditors. 
 Review the scope, plan and coordination of the external audit. 
 Review corrective action plans and necessary improvement based on audit findings and 

recommendations received from external and internal auditors. 
 Oversee the competitive Request for Proposal Process (RFP) used to solicit quotations for 

the District’s annual external audit.  
 
Composition and Requisite Skills 
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The Mount Sinai School District Audit Committee is comprised of the full membership of the 
Board of Education.  
 
Duties and Responsibilities 
 
The duties and responsibilities of the Mount Sinai School District Audit Committee include the 
following: 
 
External Audit Focus 

 Recommend selection of the external auditor to the Board of Education. 
 Meet with the external auditor prior to commencement of the audit to review the 

engagement letter. 
 Review and discuss with the external auditor any risk assessment of the district’s fiscal 

operations developed as part of the auditor’s responsibilities under governmental auditing 
standards for a financial statement audit and federal single audit standards, if applicable. 

 Review the external auditor’s assessment of the district’s system of internal controls. 
 Receive and review the draft annual audit report and accompanying draft management 

letter and, working directly with the external auditor, assist the Board of Education in 
interpreting such documents. 

 Make a recommendation to the Board of Education on accepting the annual audit report. 
 Review any corrective action plan developed by the school district and assist the Board 

of Education in the implementation of such plans. 
 

Internal Audit Focus 
 Make recommendations to the Board of Education regarding the appointment of the 

internal auditor. 
 Assist in the oversight of the internal audit function. 
 Review the results of internal audit activities and significant recommendations and 

findings of the internal auditor. 
 Monitor implementation of the internal auditor’s recommendations by management. 
 Provide input on the performance evaluation of the internal auditor. 

 
Administrative Matters 

 The audit committee shall administer other related duties as prescribed by the Board as 
well as in accordance with any revisions to the Committee’s charter. 

 
Membership 
 
The membership duties of the Mount Sinai Audit Committee include the following: 
 

 Good Faith – Members of the Committee shall perform their duties in good faith, in a 
manner they reasonably believe to be in the best interests of the Committee and the District 
with such care as a generally prudent person in a similar position would use under similar 
circumstances. 
 
 Independence – The following individuals would be precluded from being an Audit 
Committee member: 

 
o Someone currently employed by the District or previously employed by the District 

during the past two years. 
o Someone currently providing services contractually to the District or previously 

providing services contractually to the District during the past two years.  
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o Someone of the immediate family (husband, wife & any children and their spouses) 
of an individual who is, or has been employed by the district, providing services 
contractually to the District or contractually related to the District as a board member 
or an administrator. 

o Someone who is a partner in, a controlling owner or an executive of, any for-profit 
business to which the district made, or from which the district received, payments 
that are or have been significant to the district or the for-profit business entity in any 
of the past five years. 

 
 Confidentiality – During the exercise of duties and responsibilities, the Committee 
members may have access to confidential information.  The Committee shall have an 
obligation to the district to maintain the confidentiality of such information. 
 
 Oath of Office – All non-board members, who are members of the Audit Committee, 
should be administered the District’s oath of office by the District Clerk. 
 

Decision-Making Process 
 
All decisions shall be reached by consensus of those members present at the meeting.  Consensus 
is defined as an acceptable solution that all can agree to support.  If consensus cannot be reached, 
polling of the voting membership will take place and simple majority will rule.  A quorum 
constitutes a simple majority of the total membership and meetings will not be conducted unless a 
quorum is present. 
 
Meetings and Notification 
 
The Mount Sinai School District Audit Committee shall meet as necessary.  As the Audit 
Committee is a “Committee of the Whole Board,” any actions taken by the audit committee 
would be part of the regular board minutes and comport with said minute guidelines. 
 
 
PREPARATION OF BUDGET DOCUMENT 
 
The superintendent, or his appointee, shall determine the manner in which the annual budget is to 
be compiled and issue instructions to the staff.  He shall also establish a time schedule for the 
preparation of the budget to be known as the "Budget Calendar."   
 
The superintendent shall present the annual budget to the board together with his/her 
recommendations on the needs of the district considered in the light of the funds available.   
 
 
FINANCIAL REPORTS  
 
The Assistant Superintendent for Business shall be responsible for maintaining the books and 
records of the district in audit form.  S/he shall prepare, or cause to be prepared, all fiscal reports, 
keep necessary records to control adequately the financial transactions of the district and prepare 
financial statements.   
 
The assistant superintendent for business shall file all fiscal reports with the County, State or 
Federal agencies, as required.   
 
 
MONIES IN SCHOOL BUILDING  
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Monies collected by school district employees and by student treasurers shall be handled with 
good and prudent business practice.   All monies collected shall be receipted and accounted for 
and directed without delay to the proper location of deposit.  In no case shall monies be left 
overnight in schools except in safes provided for safekeeping of valuables and even then no more 
than a few dollars should be so kept.  All school banks shall provide for making bank deposits 
after regular banking hours in order to avoid leaving money in school overnight.   
 
 
PETTY CASH 
 
The board hereby establishes a petty cash fund for each instructional building of the district. The 
person responsible for the petty cash fund shall be the principal of the building. The maximum 
amount of each fund shall not exceed $100 at any time. The principal shall be responsible for 
receiving and recording deposits into the fund and the payment of monies out of the fund. Each 
such payment shall be recorded in a ledger book indicating the date the payment was made, to 
whom the payment was made, and the purpose for the payment. Any accompanying receipts shall 
be kept by the principal of the building in support of the items entered into the ledger. Payments 
from the petty cash fund may be made for materials, supplies or services only when payment is 
required upon delivery of the materials, supplies or service.  
 
There shall also be established a petty cash fund for the maintenance department, the 
transportation department, the food service department, and central administration. The person 
responsible for the fund in each case shall be the person who is the head of the department. The 
maximum amount of the fund shall be $100 and payments from such funds may be made only for 
materials, supplies or services and only when such payment is required upon delivery.   
 
All petty cash funds established hereby, which would not operate during July or August, will be 
closed out by June 30 of any year. Such funds will be reduced to zero and any monies in such 
fund on June 30 will be returned to the general fund.  
 
 
TRANSFER OF FUNDS BETWEEN CATEGORIES 
 
The transfer of funds between and within functional unit appropriations is commonly required 
during the school year.  The Superintendent of Schools, or his/her designee, in accordance with 
the Regulations of the Commissioner of Education, is authorized to make budget transfers 
between line item accounts, so long as the transfer for any one item does not exceed $50,000, 
excluding payroll codes.  All transfers in excess of $50,000 require prior Board of Education 
approval.  End of year transfers, transferred after the close of the fiscal year as part of the closing 
process, will not need prior Board approval.  
 
 
 
 
 
EMPLOYEE BONDS 
 
All school district employees who, in the course of their duties, handle funds shall be covered for 
$25,000 under a Blanket Position Bond.   
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PROFESSIONAL APPRAISAL 
 
The Board of Education shall employ a professional appraisal firm periodically to conduct a 
complete physical survey of the value of school property for insurance purposes and for record 
keeping.  The values of all school property will be kept up-to-date by means of annual reports 
submitted by professional appraisers.  The appraisers’ reports shall act as a guide for determining 
insurance values.   
 
 
SALE AND DISPOSAL OF OBSOLETE PERSONAL PROPERTY 
 
The superintendent shall, at least once each year, recommend to the Board of Education the 
disposal of certain items of personal property, which are of no value to the district.  The board 
shall act upon the superintendent’s recommendation, and if the board determines that there is 
such property it may be disposed of either by outright disposal or through public sales or auction, 
such method of disposal shall be determined at the time of the superintendent’s recommendation.  
 
 
INVENTORIES 
 
The administration shall keep an accounting record of textbooks, library books, and movable 
equipment (including audio visual education equipment, athletic equipment, music equipment, 
uniforms, typewriters, and related supplies).  The superintendent shall report to the board losses 
of equipment and related supplies not consumed in the process of use.   
 
 
INTERNAL CLAIMS AUDITOR 
 
The Board of Education will designate and appoint an internal claims auditor to be responsible 
for overseeing the audit of all claims to the District according to local procedures and 
requirements and New York State and federal laws and regulations, and general auditing and 
accounting practices.  The internal claims auditor shall serve at the pleasure of the Board and 
shall report directly to the board.  The internal claims auditor cannot be a school Board member, 
Superintendent, Clerk of the Board, Treasurer, official responsible for business management, 
purchasing agent, or staff directly involved in accounting and purchasing functions.  Delegation 
for claims auditor services may be through inter-municipal cooperative agreements, shared 
services through BOCES, or an independent contractor.  The claims auditor need not be a District 
resident. 
 
The internal claims auditor shall be responsible for formally examining, allowing or ejecting all 
accounts, charges, claims or demands against the School District.  The auditing process shall 
determine: 
 

1. That the proposed payment is for a valid and legal purpose; 
2. That the obligation was incurred by an authorized District official; 
3. That the items for which payment is claimed were in fact received or, in the case of 

services, that they were actually rendered; 
4. That the obligation does not exceed the available appropriation; and that the 

submitted voucher is in proper form, mathematically correct, does not include 
previously paid charges, and is in agreement with the purchase order or contract upon 
which it is based. 

 
The internal claims auditor will certify all claims as ready for payment directly to the Treasurer.  
All claims shall be presented to and approved by the internal claims auditor prior to payment.  
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The internal claims auditor and the Treasurer shall develop appropriate procedures for the 
auditing of District claims by the internal claims auditor. 
 
 
REIMBURSEMENT FOR EXPENSES REGARDING CONFERENCES, CONVENTIONS, 
WORKSHOPS, MEETINGS 
 
All actual and necessary registration and tuition fees, expenses of travel, meals, and lodging 
incurred in connection with conferences, conventions, and workshops related to School District 
business will be reimbursed upon the submission of receipts for such expenses along with a 
statement of the purpose for such expenses.  Such receipts shall be submitted within 21 calendar 
days of when the expense was incurred.  The consumption of alcoholic beverages is not a 
permitted expense, nor is any travel expense associated with a spouse. 
 
Travel expenses that are reimbursable include hotel room charges, mileage, taxi expenses, rental 
car expenses and meals.  Travel expenses that are not reimbursable include charges for in-room 
movies and alcoholic beverages. 
 
If an employee can reasonably be expected to attend a conference, convention, or workshop and 
return home that day, the employee will be reimbursed for all actual and necessary travel 
expenses such as mileage and meals, but will not be reimbursed for lodging.  If the employee’s 
attendance at a conference, convention or workshop reasonably requires that the employee stay 
overnight, the employee will be reimbursed for all actual and necessary travel expenses in 
accordance with this policy, such as travel, meals, and lodging. 
 
The maximum reimbursement rate for lodging, meals and incidental expenses shall be that set by 
the U.S. General Services Administration for the location involved.  Exceptions to these rates 
may be made if circumstances warrant.  Such exceptions are to be authorized by the 
Superintendent, Deputy Superintendent or Assistant Superintendent for Curriculum, Instruction 
and Staff Development.  
 
Mileage shall be reimbursed at the then current IRS rate. 
 
Employees should either seek a purchase order for lodging in advance, if possible, or request a 
sales tax exemption form to be presented to the place of lodging upon registration so that 
employees do not incur a personal expense for items that are not reimbursable – sales tax relative 
to lodging for school business. 
 
Costs noted within this policy that are not reimbursable, or are not reimbursable under law, 
remain the responsibility of the employee. 
 
Authorization to attend a conference, convention, or workshop requiring travel for which 
reimbursement is sought must first be obtained from the Superintendent, Deputy Superintendent, 
or Assistant Superintendent for Curriculum, Instruction, and Staff Development in writing and 
submitted before any claim or expense may be paid.   
 
Extending travel for personal reasons is not a reimbursable expense.  Extending business travel 
for personal reasons must first be authorized by the Superintendent, Deputy Superintendent, or 
Assistant Superintendent for Curriculum, Instruction and Staff Development.  Any costs 
associated with such additional travel must be paid by the officer or employee. 
 
Advance of monies for estimated expenditures, registration and tuition fees, travel, meals, and 
lodging may be made to a person duly authorized to attend a conference, convention, or 
workshop requiring travel expenses.  Itemized vouchers must be submitted after attendance and 
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any monies advanced in excess of expenditures must be refunded within 14 calendar days of 
attendance.  Where an officer or employee fails to return such excess advance, the School District 
will deduct, when applicable, the amount of such unreturned excess advance from the salary or 
other money owed the officer or employee by the School District. 
 
The Board of Education recognizes that from time to time it may be appropriate to provide meals 
and refreshments at District meetings or events which are being held for an educational purpose. 
The Deputy Superintendent, Assistant Superintendent for Business, and Assistant Superintendent 
for Curriculum, Instruction, and Staff Development are charged with the authorizing of such 
expenditures.  Building Principals should advise the Deputy Superintendent, Assistant 
Superintendent for Business or Assistant Superintendent for Curriculum, Instruction and Staff 
Development in advance, when possible, if meals or refreshments are to be provided at building 
level events.  Expenditures made on such meals and refreshments should be appropriately 
documented with a receipt, appropriately itemized, and submitted to the District’s Business 
Office within 21 calendar days of incurring such expense.   
 
Examples of authorized categories of such expenditures include, but are not limited to, meals and 
refreshments for staff on teacher orientation day at the beginning of each year, staff recognition 
day, superintendent’s conference day and community/district meetings. 
 
Expenses for meals actually and necessarily incurred at meetings of school district personnel may 
be reimbursable upon the submission of appropriate receipts within 21 days of incurring such 
expense only if the school district business which is conducted is of an immediate nature and it is 
essential to conduct such a meeting during mealtime.  Furtherance of the school district’s 
business must be the main purpose of such a meeting and the meal only incidental thereto.  
Documentation seeking reimbursement shall recite the reason why the meeting was required to be 
conducted during a mealtime. 
 
Expenses for meals actually and necessarily incurred for a Board meeting will be reimbursable 
only when the meeting is deemed essential to be conducted during a mealtime.  Documentation 
seeking reimbursement shall recite the reason why the meeting was required to be conducted 
during a mealtime. 
 
 
FIXED ASSET 

The Mount Sinai Union Free School District recognizes the need to implement the required 
accounting and financial reporting standards promulgated by the Governmental Accounting 
Standards Board (GASB). GASB Statement 34 was issued to provide new and additional 
information to the diverse users of the District’s financial statements. 

A fixed asset or capital asset is defined as a physical commodity (i.e. land, buildings, machinery, 
vehicles, equipment, and furnishings) having an estimated period of usefulness in excess of one 
year and an estimated value of at least $5,000. 
 
The Mount Sinai Union Free School District is committed to fostering proper management of the 
District’s assets. 
 
Guidelines 
 
1. The disposal of all fixed assets shall be recorded and approved for disposition by the Board. 
2. Obsolete or surplus items shall be kept to the lowest levels. 
3. The Board shall designate a person who will be responsible for safeguarding all fixed assets 

and who will ensure that none is removed from school property unless authorized by the 
Board. 
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4. Generally, capital assets should be considered for disposal when they can be identified with 
one or more of the following: 

 
a) Obsolete:  An asset which is no longer suitable for its original purpose and which is 
incapable of being modified to achieve an acceptable level of operation, with little or no 
resale value. 
b) Not Repairable:  An asset which cannot be repaired or restored to an acceptable level of 
operation, or where the cost of repair in relation to replacement cost is not economically 
justifiable. 
c) Surplus:  An asset may become surplus if it is in excess of estimated requirements or if 
the purpose for which it was originally acquired no longer exists. 

 
Recording of Fixed Assets 
 
All assets will be recorded on an ongoing basis in a Fixed Asset Register.  The Register will 
record an identifying number, a description of the asset, the location of the asset, and the original 
cost of the asset. 
 
All items that are listed as fixed assets shall be tagged and identified in the District’s Register of 
Assets.  All other assets shall be tagged if such assets may be conducive to theft and have a value 
of at least $100, (e.g., a digital camera costing $400) and shall be included in the Register.   
 
Physical Inventory of Fixed Assets 
 
Inventories are physical reviews and confirmation of the District’s assets.  A periodic evaluation 
of the inventory will ensure the integrity of the amounts in the Districts financial statements, 
maintain current insurance valuations, and assist in loss detection. 
 
Inventories shall be conducted as follows: 
 
 Land and building – every five years; 
 Machinery, equipment, vehicles, furnishings – every two years; 
 All other fixed assets – at least annually. 

 
Any assets not accounted for must be immediately brought to the attention of the Board. 
 
Transfer of Fixed Assets 
 
The transfer of an asset from its original location must be specified in the Register by date, the 
new location, the purpose of the transfer, and the person(s) responsible for the transfer. 
 
 
 
Disposal of District Property 
 
Policy 
 
Building Principals are responsible for identifying obsolete or surplus equipment and supplies 
within their areas(s) of responsibility.  Each year a determination shall be made of equipment, 
supplies and or materials that are obsolete and cannot be salvaged or utilized effectively or 
economically by the District.  Such equipment, supplies, or materials shall be sold through bid 
procedures, if possible, for the highest possible price.  The Assistant Superintendent for Business 
shall be authorized to dispose of obsolete or surplus equipment and supplies in the following 
manner: 
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1. Reassign the items, as needed, to other locations within the School District; 
2. Centralize the storage of items of potential usefulness; 
3. Discard or sell as surplus those items determined to be of no further use or worthless 

following approval by the Board of Education. 
 
Following approval by the Board of Education, items may be sold in the following manner: 
 
1. Offer to sell the items to local municipalities or local non-profit organization; 
2. Sell items at a public sale.  In the event of a public sale, notice of availability of such 

equipment, supplies, and materials and requests for bids shall be disseminated through 
announcements in local newspapers and such other appropriate means,  Items shall be offered 
for sale to the general public except that no Board member, officer or employee of the 
District shall be eligible to bid on the equipment, supplies and or materials; and 

3. Sell remaining items as scrap for the best obtainable amount or discard in the safest, least 
expensive manner. 

 
 
CREDIT CARD USE 
 
Gasoline credit cards may be issued in the name of the School District for use by the custodial 
and grounds staff.  Said cards to be given to the person(s) in charge of the buildings and grounds 
departments.  Such credit cards shall be issued in an amount not to exceed $2,500 and shall only 
be used for fuel purchases, vehicle repairs, and automotive/power equipment related expenses 
which are directly related to the School District.  An original receipt for such expense must be 
delivered to the Business Office within 21 calendar days of incurring such expense.  Any claim 
submitted by the credit card company shall be paid within a reasonable time to avoid incurring 
service or interest charges. 
 
Any employee, before using a credit card in accordance with this policy, shall be required to 
review and sign an acknowledgment form indicating that the employee understands and will 
comply with the established credit card policies and procedures. 
 
The School District shall have different individuals in charge of purchasing, payments and 
reconciliation functions related to credit card usage. 
 
The School District shall review periodically, but at least twice a year, credit card usage which 
shall include the need to assess the reasonableness of the nature and number of purchases. 
 
The use of credit cards for purposes other than those stated in this policy will result in an 
investigation of such use and may lead to disciplinary action up to and including termination, 
personal liability for any damages or loss resulting from the improper use of such credit cards, 
and the filing of criminal charges. 

 
ACKNOWLEDGMENT FORM 

 
I, _____________________________, have read and understand the Mount Sinai School 
District’s Credit Card Policy and will comply with it.  I fully understand that the use of a credit 
card for purposes other than that stated in the policy will result in an investigation of such use and 
may lead to disciplinary action up to and including termination, personal liability for any 
damages or loss resulting from the improper use of such credit cards, and the filing of criminal 
charges. 
 
___________________________  _________________________________ 
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Dated      Signature 
 
 
Witnessed by: 
 
___________________________   
Signature 
 
 
(Original shall be kept in the school district’s files.  A copy of the executed form shall be given to 
the employee for the employee’s file). 
 
 
TECHNOLOGY USE – Cell Phones, Internet Access for Employees, and the like 
 
Cell Phones 
 
The Board may from time to time contract with an outside vendor for the provision of cell phones 
and cell phone service.  Employees assigned exclusive use of District cell phones shall be 
responsible for any personal use of the cell phone in any month where the minutes used on the 
cell phone exceed the number of minutes provided for in the calling plan contract between the 
School District and the vendor.  In the case of those cell phones not exclusively assigned to 
employees of the District, employees found responsible for non-business use of the cell phone 
will be billed when the minutes used in any given month exceed the contracted for call plan. 
 
The Deputy Superintendent, Assistant Superintendent for Business, and/or the Assistant 
Superintendent for Curriculum, Instruction and Staff Development are authorized to determine 
who shall be assigned a cell phone for both exclusive and periodic/event usage.  As a general 
rule, administrators and key custodial staff will normally be assigned a cell phone due to the 
nature and requirements of their positions.  Periodic or event usage will be determined on an as 
needed basis by those authorized herein to make said determinations.  In addition, the Deputy 
Superintendent, Assistant Superintendent for Business, and Assistant Superintendent for 
Curriculum, Instruction and Staff Development may delegate the authorization process for 
periodic or event usage to building principals and the Director of Athletics and Director of Fine 
Arts to facilitate the practical and efficient operation of school programs. 
 
A log shall be maintained indicating who was assigned a cell phone which shall include the date 
and reason(s) for such assignment.  
 
 
Internet Access for Employees  
 
Employees of the Mt. Sinai Union Free School District may be issued a password and e-mail 
address for use on the District’s internal network.  The password and e-mail address may also 
allow the individual user to access the Internet from district computers.  Employees should be 
aware that district computer use is primarily there to support the educational mission of the 
District. 
  
The Board recognizes the integral and ubiquitous nature of technology in the workplace. Further, 
it understands and recognizes that such instruments are, in most cases, two-way sources of 
communication and that e-mails, text messages, voicemail, etc., may arrive from any quarter, 
some of which may undoubtedly not be school related.  The Board also understands and accepts 
that in this day of instant communications, employees may speak with, e-mail or communicate in 
some fashion with those who are unrelated to the course of normal school business.  For example 
a spouse e-mailing a spouse about childcare or child pick-up, someone receiving an automated 
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message for a package delivery tracking system, or an instant alert message on a school closing 
due to weather are just a few examples of the numerous possibilities of such contact and outreach 
that may occur.   
  
As long as these communications and technology use do not unreasonably interfere with the 
course of learning and school business and results in no additional cost to the district, the Board 
understands and accepts that this is part of the interface of daily life, both business and personal. 
It is also understood and accepted that district personnel may have files/voicemail/etc. that are not 
school related on their technology as long as these do not unreasonably interfere with learning, 
school business or school operation, or violate the specific restrictions as noted below. 
  
Mount Sinai Union Free School District employees shall not use a District computer: 
  

 without authorization of the supervisor of the IT Department prior to loading software 
including free-ware or share-ware not licensed to the District on any district computer 
resource.  This includes peripherals such as printers or storage devices which may be 
connected to District computer resources unless they are the property of the Mt. Sinai 
Union Free School District without express permission.  No computers other than those 
belonging to the District may be physically connected to the District’s network; 

 
 to access, transmit, or retransmit material which promotes violence or advocates 

destruction of property, including information concerning the manufacture of destructive 
devices, such as explosives, fireworks, smoke bombs, incendiary devices or the like; 

 
 to access, transmit, or retransmit any information which is or may be harmful to minors 

or staff, including but not limited to pornographic material; 
 
 to access, transmit or retransmit material which advocates or promotes violence or hatred 

against particular individuals or groups of individuals or advocates or promotes the 
superiority of one racial, ethnic or religious group over another; 

 
 to use or possess bootleg software.  Bootleg software means any software which has been 

downloaded or is otherwise in the user’s possession without the appropriate registration 
of the software, including the payment of any fees owed to the owner of the software; 

 
 to use encryption software from any access point within the School District; 

 
 to transmit e-mail through an anonymous remailer; 

 
 to access the Internet from a School District computer using a non-School District 

Internet account; 
 
 to use an instant messenger service or program, Internet Relay Chat or other forms of 

direct electronic communication, or entering a chat room; 
 
 to commit or attempt to commit any act involving the use of the network which disrupts 

the operation of the network within the School District or any network connected to the 
Internet, including the use or attempted use or possession of computer viruses or so-
called hacking or other unlawful activities on line; 

 
 to disable or attempt to disable filtering software.  However, such filtering software may 

be disabled for bona fide research or other lawful purposes, when the Building Principal, 
IT Manager, Assistant Superintendent for Curriculum & Instruction, Assistant 
Superintendent for Business, or Deputy Superintendent has given written permission to 
disable the filtering software. 
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In addition to the above, it is also understood that administrators’ job responsibilities often 
require them to take work home. The electronic transfer of work documents and projects will 
facilitate the completion of “paperwork” that is an ever-demanding, ever-increasing part of 
administrative duties and responsibilities that often extend beyond the school day and on 
weekends, vacation periods and holidays. Also, on many occasions the teaching staff has off-site 
job responsibilities (i.e. reporting of grades, responding to emails, lesson planning, etc.).  In 
recognition of these demands, the Board authorizes the use of District technology outside of 
school, particularly at home – either portable or fixed technology. The cost of Internet service to 
facilitate said use will be borne by the administrator/teacher. It is accepted that such technology in 
residence may have files and information that are not school related.  
  
A violation of this policy may result not only in loss of Internet privileges, but disciplinary action 
up to and including termination of employment. 
 
 
VEHICLE USE 
 
The use of a personal vehicle in the course of School District business is defined and 
administered through the negotiated contracts with respect to each bargaining group which 
includes the non-instructional staff, teaching staff, administrators and superintendent. 
 
The chief custodian, due to the requirements and nature of the position, is authorized to have the 
use of a 24-hour vehicle which includes, but is not limited to, travel to and from home and work 
as well as activities related to the requirements of the position.  It is understood that on occasion 
the vehicle may be used for personal activities within a few miles of the chief custodian’s home 
(i.e. stopping at the store, running an errand, going to the post office).  The superintendent and 
deputy superintendent are authorized to make adjustments, as appropriate, in the use of the 24-
hour vehicle; and shall advise the Board of any substantial change to the current practice. 
 
 
NON-RESIDENT TUITION 
 
As the Board of Education has determined that the district can no longer provide for the 
"tuitioning" of students into the district in a fiscally prudent manner, effective July 1, l997, it shall 
be the policy of the Mount Sinai Board of Education not to accept non-resident students in the 
Mount Sinai School District, except (a) non-resident students of future Mount Sinai residents who 
have contracted for the purchase or lease of a residence in Mount Sinai, and (b) former Mount 
Sinai students who attended Mount Sinai schools continuously in the past may continue to do so 
after their parent(s) and/or legal guardian(s) relocate their domicile outside Mount Sinai. 
 
The Board of Education recognizes that the changes in policy concerning non-resident students 
enacted July 1, l997 may have a significant financial impact on those parent(s) and/or legal 
guardian(s) whose non-resident students previously had been accepted into Mount Sinai Schools 
on a tuition basis.  Therefore, though the Board of Education reserves the right to unilaterally 
change this policy upon notice to the parent(s) and/or legal guardian(s) of non-resident students, 
the board will allow admission of non-resident students on a tuition basis under one of the above 
listed criteria at the tuition rate of $4,000.00 per year per student to be increased by 5% per year 
through graduation or withdrawal from the district. 
 
Where the non-resident student(s) has (have) been accepted in the Mount Sinai School District on 
a tuition basis and the parent(s) and/or legal guardian(s) of the non-resident student(s) owns real 
property in the Mount Sinai School District and pays Mount Sinai School District taxes on that 
real property, New York State law requires that the amount of Mount Sinai School District taxes 
paid must be deducted from the tuition charged for the non-resident student(s). 
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Payment of Mount Sinai School District taxes on real property in the Mount Sinai School District 
does not obligate the Board of Education to accept a non-resident student of said taxpaying 
parent(s) and/or legal guardian(s)). 
 
The Office of Civil Rights of the United States Department of Education has stated that charging 
a disabled non-resident student a higher rate than that charged for a non-disabled non-resident 
student constitutes discrimination on the basis of a disability in violation of Section 504 of the 
Rehabilitation Act of 1973.  Therefore, non-resident disabled students who are accepted must be 
charged the same tuition as accepted non-resident students who are not disabled. 
 
One quarter of the total yearly tuition is to be paid on/or before August 31, November 30, 
February 28 and May 31.   
 
If the parent(s) and/or legal guardian(s) of a non-resident student wishes to withdraw their child 
or if the school district finds it necessary to exclude a student, the following quarterly 
reimbursement schedule will be in effect: 
 
 withdrawal/exclusion during the first week of each quarter:     85% reimbursement 
 withdrawal/exclusion during the second week of each quarter:  75% reimbursement 
 withdrawal/exclusion during the third week of each quarter:     50% reimbursement 
 withdrawal/exclusion thereafter:        0% reimbursement 
 
The parent(s) and/or legal guardian(s) of an admitted non-resident student is (are) advised that the 
tuition charge will entitle the non-resident student to all rights and privileges afforded to resident 
students with the exception of transportation.  Transportation will be the responsibility of the 
parent(s) and/or legal guardian(s) of the non-resident student. 
 
Resident students who move out of the boundaries of the district after February 28/29 of any year 
will be allowed to finish the school year without a tuition charge being assessed provided that 
they adhere to all other policies of the district. 
 
In addition to the foregoing requirements and criteria for admission of the non-resident student(s), 
the parent(s) and/or legal guardian(s) of such student must complete an application for each non-
resident student and return it to the district office prior to admission. 
 
The non-resident student(s) and their parent(s) and/or legal guardian(s) must abide by the policies 
and procedures of the district, and must also abide by the rules, regulations, and procedures of the 
school building that the non-resident student attends.  These policies, rules, regulations and 
procedures may be found in the Mount Sinai School District Policy Manual that is in the school 
building that the non-resident student attends.   
 
Admission of non-resident students is contingent on there being sufficient room within the 
academic program into which the student seeks to enroll.  No student shall be admitted when such 
admission would cause the class or program to exceed the enrollment limits set out in the 
regulations of the Commissioner of Education or in an applicable collective bargaining 
agreement, or where the addition of a student would require the district to hire another 
instructional employee or support staff for the class or program in which the student seeks to 
enroll.   
 
 
INVESTMENTS 
 
Scope 
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This investment policy applies to all moneys and other financial resources available for 
investment on its own behalf or on behalf of any other entity or individual. 
 
Objectives 
 
The primary objectives of the School District’s investment activities are, in priority order,  
 

o to conform with all applicable federal, state and other legal requirements (legal); 
o to adequately safeguard principal (safety); 
o to provide sufficient liquidity to meet all operating requirements (liquidity); and 
o to obtain a reasonable rate of return (yield). 

 
Delegation of Authority 
 
The governing board’s responsibility for administration of the investment program is delegated to 
the treasurer who shall establish written procedures for the operation of the investment program 
consistent with these investment guidelines.  Such procedures shall include an adequate internal 
control structure to provide a satisfactory level of accountability based on a data base or records 
incorporating description and amounts of investments, transaction dates, and other relevant 
information and regulate the activities of subordinate employees. 
 
Prudence  
 
All participants in the investment process shall seek to act responsibly as custodians of the public 
trust and shall avoid any transaction that might impair public confidence in the School District to 
govern effectively. 
Investments shall be made with judgment and care, under circumstances then prevailing, which 
persons of prudence and intelligence exercise in the management of their own affairs, not for 
speculation, but for investment, considering the safety of the principal as well as the probable 
income to be derived. 
 
All participants involved in the investment process shall refrain from personal business activity 
that could conflict with proper execution of the investment program, or which could impair their 
ability to make impartial investment decisions. 
 
Diversification 
 
It is the policy of the School District to diversify its deposits and investment by financial 
institution, by investment instrument, and by maturity scheduling. 
 
Internal Controls 
 
It is the policy of the School District for all moneys collected by any officer or employee of the 
government to transfer those funds to the treasurer within five business days of deposit, or within 
the time period specified in law, whichever is shorter. 
 
The treasurer is responsible for establishing and maintaining an internal control structure to 
provide reasonable, but not absolute, assurance that deposits and investments are safeguarded 
against loss from unauthorized use or disposition, that transactions are executed in accordance 
with management’s authorization and recorded properly, and are managed in compliance with 
applicable laws and regulations. 
 
Collateralizing of Deposits 
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In accordance with the provisions of General Municipal Law, s10, all deposits of the School 
District, including certificates of deposit and special time deposits, in excess of the amount 
insured under the provisions of the Federal Deposit Insurance Act shall be secured: 
 

a) By a pledge of “eligible securities” with an aggregate “market value” as provided by 
GML, s10, equal to the aggregate amount of deposits from the categories designated in 
Appendix A to the policy.  

 
b) By an eligible “irrevocable letter of credit” issued by a qualified bank other than the bank 

with the deposits in favor of the government for a term not to exceed 90 days with an 
aggregate value equal to 140% of the aggregate amount of deposits and the agreed upon 
interest, if any.  A qualified bank is one whose commercial paper and other unsecured 
short-term debt obligations are rated in one of the three highest rating categories by at 
least one nationally recognized statistical rating organization or by a bank that is in 
compliance with applicable federal minimum risk-based capital requirements. 

 
c) By an eligible surety bond payable to the government for an amount at last equal to 100% 

of the aggregate amount of deposits and the agreed upon interest, if any, executed by an 
insurance company authorized to do business in New York State, whose claims – paying 
ability is rated in the highest rating category by at least two nationally recognized 
statistical rating organizations. 

 
Safekeeping and Collateralization 
 
Eligible securities used for collateralizing deposits shall be held by depositary or a third party 
bank or trust company subject to security and custodial agreements as determined by the 
treasurer. 
 
The security agreement shall provide that eligible securities are being pledged to secure the 
School District deposits together with agreed upon interest, if any, and any costs or expenses 
arising out of the collection of such deposits upon default.  It shall also provide the conditions 
under which the securities may be sold, presented for payment, substituted or released and the 
events which will enable the School District to exercise its rights against the pledged securities.  
In the event that the securities are not registered or inscribed in the name of the School District, 
such securities shall be delivered in a form suitable for transfer or with an assignment in blank to 
the School District or its custodial bank. 
 
The custodial agreement shall provide that securities held by the band or trust company, or agent 
of and custodian for, the School District, will be kept separate and apart from the general assets of 
the custodial bank or trust company and will not, in any circumstances, be commingled with or 
become part of the backing for any other deposit or other liabilities.  The agreement should also 
describe that the custodian shall confirm the receipt, substitution or release of the securities.  The 
agreement shall provide for the frequency of revaluation of eligible securities and for the 
substitution of securities when a change in the rating of a security may cause ineligibility.  Such 
agreement shall include all provisions necessary to provide the School District a perfected interest 
in the securities. 
 
Permitted Investments 
 
As authorized by General Municipal Law s11, the School District authorizes the treasurer to 
invest moneys not required for immediate expenditure for terms not to exceed its projected cash 
flow needs in the following types of investments: 
 
 Special time deposit accounts; 
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 Certificates of deposit; 
 Obligations of the United States of America; 
 Obligations guaranteed by agencies of the United States of America where the payment 

of principal and interest are guaranteed by the United States of America; 
 Obligations of the State of New York; 
 Obligations issued pursuant to LFL s24.00 or 25.00 (with approval of the State 

Comptroller) by any municipality, school district or district corporation other than the 
School District; 

 Obligations of public authorities, public housing authorities, urban renewal agencies and 
industrial development agencies where the general State statutes governing such entities 
or whose specific enabling legislation authorizes such investments. 

 Certificates of Participation (COPs) issued pursuant to GML 109-b. 
 Obligations of this School District, but only with any moneys in a reserve fund 

established pursuant to GML s6-c, 6-d, 6-e, 6-g, 6-h, 6-j, 6-k, 6-m, or 6-n. 
 
All investment obligations shall be payable or redeemable at the option of the School District 
within such times as the proceeds will be needed to meet expenditures for purposes for which the 
moneys were provided and, in the case of obligations purchased with the proceeds of bonds or 
notes, shall be payable or redeemable at the option of the School District within two years of the 
date of purchase. 
 
Authorized Financial Institutions and Dealers 
 
The School District shall maintain a list of financial institutions and dealers approved for 
investment purposes and establish appropriate limits to the amount of investments which can be 
made with each financial institution or dealer.  All financial institutions with which the School 
District conducts business must be credit worthy.  Banks shall provide their most recent 
Consolidated Report of Condition (Call Report) at the request of the school district.  Security 
dealers not affiliated with a bank shall be required to be classified as reporting dealers affiliated 
with the New York Federal Reserve Bank, as primary dealers.  The treasurer is responsible for 
evaluating the financial position and maintaining a listing of proposed depositaries, trading 
partners and custodians.  Such listing shall be evaluated at least annually. 
 
Purchase of Investments 
 
The treasurer is authorized to contract for the purchase of investments: 
 

a) Directly, including through a repurchase agreement, from an authorized trading partner. 
 

b) By participation in a cooperative investment program with another authorized 
governmental entity pursuant to Article 5G of the General Municipal Law where such 
program meets all the requirements set forth in the Office of the State Comptroller 
Opinion No. 88-46, and the specific program has been authorized by the governing 
board. 

 
c) By utilizing an ongoing investment program with an authorized trading partner pursuant 

to a contract authorized by the governing board. 
 
All purchased obligations, unless registered or inscribed in the name of the School District, shall 
be purchased through, delivered to and held in the custody of a bank or trust company.  Such 
obligations shall be purchased, sold or presented for redemption or payment by such bank or trust 
company only in accordance with prior written authorization from the officer authorized to make 
the investment.  All such transactions shall be confirmed in writing to the School District by the 
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bank or trust company.  Any obligation held in the custody of a bank or trust company shall be 
held pursuant to a written custodial agreement as described in General Municipal Law, s10. 
 
The custodial agreement shall provide that securities held by the bank or trust company, as agent 
of and custodian for, the School District, will be kept separate and apart from the general assets of 
the custodial bank or trust company and will not, in any circumstances, be commingled with or 
become part of the backing for any other deposit or other liabilities.  The agreement shall describe 
how the custodian shall confirm the receipt and release of the securities.  Such agreement shall 
include all provisions necessary to provide the School District a perfected interest in the 
securities.   
 
Repurchase Agreements 
 
Repurchase agreements are authorized subject to the following restrictions: 
 
 All repurchase agreements must be entered into subject to a Master Repurchase 

Agreement. 
 Trading partners are limited to banks or trust companies authorized to do business in New 

York State and primary reporting dealers. 
 Obligations shall be limited to obligations of the United States of America and 

obligations guaranteed by agencies of the United States of America. 
 No substitution of securities will be allowed. 
 The custodian shall be a party other than the trading partner. 

 
 
PROCUREMENT OF GOODS AND SERVICES ENACTED IN ACCORDANCE WITH 
GENERAL MUNICIPAL LAWS 104-B 
 
The Board of Education views purchasing as serving the educational program by providing 
necessary supplies, equipment and related services.  Purchasing will be centralized in the 
Business Office under the authority of the Purchasing Agent (Superintendent) or Deputy 
Purchasing Agent (Assistant Superintendent for Business) as designated by the Board. 
 
It is the goal of the Board to purchase competitively, without prejudice or favoritism, and to seek 
the maximum educational value for every dollar expended.  Competitive bids or quotations shall 
be solicited in connection with purchases pursuant to law.  The General Municipal Law requires 
that purchase contracts for materials, equipment and supplies involving an estimated annual 
expenditure exceeding $20,000 and public work contracts involving an expenditure of more than 
$35,000 will be awarded only after responsible bids have been received in response to a public 
advertisement soliciting formal bids.  The Purchasing Agent or the Assistant Superintendent for 
Business is authorized to conduct bid openings on behalf of the Board of Education. 
 
Purchasing when Competitive Bidding Not Required 
 
Goods and services which are not required by law to be procured by the district through 
competitive bidding will be procured in a manner as to ensure the prudent and economical use of 
public monies, in the best interests of the taxpayers, to facilitate the acquisition of good and 
services of maximum quality at the lowest possible cost under the circumstances, and to guard 
against favoritism, improvidence, extravagance, fraud and corruption. 
These purchases can be secured by the following procurement methods: 
 

 Through requests for proposals 
 By written or verbal quotations 
 Items under a county contract 
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 Items under a state contract 
 Under a federal contract 
 Under a contract of another political subdivision 
 By articles manufactured in state correctional institutions 
 From agencies for the blind and severely disabled 
 Or through any other appropriate method of procurement 

Opportunities shall be provided to all responsible suppliers to do business with the school district.  
Purchases will be made through available state contracts of the Office of General Services, 
county contracts, or agreements entered into by school districts for joint purchasing whenever 
such purchases are in the best interests of the district.  In addition, the district will make 
purchases from correctional institutions and severely disabled persons through charitable or non-
profit-making agencies, as provided by law.  
 
The district will provide justification and documentation of any contract awarded to an offeror 
other than the lowest responsible dollar offeror, setting forth the reasons why such award is in the 
best interests of the district and otherwise furthers the purposes of section 104-b of the General 
Municipal Law. 
 
The Purchasing Agent will not be required to secure alternative proposals or quotations for: 
 

 Emergencies where time is a crucial factor; 
 Procurements for which there is no possibility of competition (sole source items); or 
 Small procurements when solicitations of competition would not be cost-effective. 

The Board authorizes the Superintendent of Schools, with the assistance of the Assistant 
Superintendent for Business and the Purchasing Agent, to establish and maintain an internal 
control structure to ensure, to the best of their ability, that the district’s assets will be safeguarded 
against loss from unauthorized use or disposition, that transactions will be executed in accordance 
with the law and district policies and regulations, and recorded properly in the financial records 
of the district. 
 
The Purchasing Agent shall be responsible for the establishment and implementation of the 
procedures and the standard forms for use in all purchasing and related activities in the district. 
Such procedures shall comply with all applicable laws and regulations of the state and the 
Commissioner of Education. 
 
No Board member, officer or employee of the school district shall have an interest in any contract 
entered into by the Board or the district, as provided in Article 18 of the General Municipal Law. 
 
The unintentional failure to comply with the provisions of section 104-b of the General Municipal 
Law or the district’s policies regarding procurement will not be grounds to void action taken nor 
give rise to a cause of action against the district or any officer or employee of the district. 
 
Ref: Education Law §§305(14); 409-I; 1604(29-a); 1709(4a) (14) (22); 2503(7-a); 255(7-a) 
 General Municipal Law §§102; 103; 103-g; 104; 104-b; 109-a; 800 et seq. 
 State Finance Law §§97-g (3), (4), (5), 163; 163-b; 165-a 
 County Law §408-a (2) 
 
ADMINISTRATIVE (PURCHASING) REGULATIONS  
 
The following sets forth the procedures for the procurement of goods and services by the district: 
 
Definitions 
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Purchase Contract: a contract involving the acquisition of commodities, materials, supplies or 
equipment 
 
Public Work Contract: a contract involving services, labor or construction 
 
Professional Service Contract: a contract involving work rendered by an independent contractor 
who has a professed knowledge of some department of learning or science. 
 
General Municipal Law 
 
The General Municipal Law requires that purchase contracts for materials, equipment and 
supplies involving an estimated annual expenditure exceeding $20,000 and public work contracts 
involving an expenditure of more than $35,000 will be awarded only after responsible bids have 
been received in response to a public advertisement soliciting formal bids.  Similar procurements 
to be made in a fiscal year will be grouped together for the purpose of determining whether a 
particular item must be bid. 
 
Competitive Bidding Required 
 

Method of Determining Whether Procurement is Subject to Competitive Bidding 
 
The District will first determine if the proposed procurement is a purchase contract or a 
contract for public work. 
 
If the procurement is either a purchase contract or a contract for public work, the district 
will then determine whether the amount of the annual procurement is above the 
applicable monetary threshold as set forth above. 
 
The District will also determine whether any exceptions to the competitive bidding 
requirements (as set for the below) exist. 
 
Contract Combining Professional Services and Purchase 
 
In the event that a contract combines the provision of professional services and a 
purchase, the district, in determining the appropriate monetary threshold criteria to apply 
to the contract, will determine whether the professional service or the purchase is the 
predominant part of the transaction. 

 
Opening and Recording Bids; Awarding Contracts 

The Purchasing Agent, or the Assistant Superintendent for Business in his/her absence, 
will be authorized to open and record bids.  Contracts will be awarded by the Board of 
Education to the lowest responsible bidder or a purchase contract bid of best value (as 
recommended by the Purchasing Agent), who has furnished the required security after 
responding to an advertisement for sealed bids. 
 
Documentation of Competitive Bids 

The District will maintain proper written documentation which will set forth the method 
in which it determined whether the procurement is a purchase or a public work contract. 
A quote which exceeds the bid limit will be awarded only when such award is in the best 
interests of the district and otherwise furthers the purposes of Section 104-b of the 
General Municipal Law.  The district will provide justification and documentation of any 
such contract awarded. 
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Leases of Personal Property 
 
In addition to the above-mentioned competitive bidding requirements, Section 1725 of 
the Education law requires that the District will be subject to competitive bidding 
requirements for purchase contracts when it enters into a lease of personal property.  
Documentation:  The District will maintain written documentation such as quotes, cost-
benefit analysis of leasing versus purchasing, etc. 
 

Exceptions to Competitive Bidding Requirements 

The District will not be subject to competitive bidding requirements when the Superintendent or 
Board of Education, in its discretion, determines that one of the following situations exists: 
 
1. Emergency situations where: 
 

 The situation arises out of an accident or unforeseen occurrence or condition 

 A district building, property, or the life, health or safety of an individual on district 
property is affected 

 
 The situation requires immediate action which cannot await competitive bidding. 

 
However, when an emergency situation exists, the District will make purchases at the 
lowest possible costs, seeking competition by informal solicitation of quotes or 
otherwise, to the extent practicable under the circumstances. 
 
Documentation:  The District will maintain records of verbal (or written) quotes and 
attach to all purchase orders. 
 

2. When the District purchases surplus or second-hand supplies, materials or 
 equipment from the federal or state governments or from any other political 
 subdivision or public benefit corporation with the state. 
 
 Documentation:  the district will maintain market price comparisons (verbal or  written 
 quotes) and the name of the government entity 
 
3.  When there is only one possible source from which to procure goods or services 
 required in the public interest.   
  

Documentation:  The district will maintain written documentation of the unique  benefits 
of the item or service purchased as compared to other items or  services available in the 
marketplace; that no other item or service provides substantially equivalent or similar 
benefits; and that, considering  the benefits received the cost of the item or service is 
reasonable when compared to conventional methods.  In addition, the documentation will 
provide that there is no possibility of competition for the procurement of the goods. 

 
Quotes When Competitive Bidding Not Required 
 
Goods and services which are not required by law to be procured by the district through 
competitive bidding will be procured in a manner so as to ensure the prudent and economical use 
of public monies in the best interests of the taxpayers.  Alternative proposals or quotations will be 
secured by requests for proposals, written or verbal quotations or any other appropriate method or 
procurement, as set forth below and be attached to all purchase orders. 
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Methods of Documentation: 
 
Verbal Quotations:  the telephone log will set forth, at a minimum, the date,  item or 
service desired, price quoted, name of vendor, name of vendor’s  representative; (See 
Exhibit #E.1.), to be sent to Business Office and to be  attached to Purchase Order. 
 
Written Quotations:  vendors will provide, at a minimum, the date, description of the item 
or details of service to be provided, price quoted, name of contact.  The District will 
maintain documentation consistent with Exhibit E.2 to be sent to Business Office and to 
be attached to Purchase Order. 
 
Requests for Proposals:  the District will contact a number of professionals (e.g., 
architects, engineers, accountants, lawyers, underwriters, fiscal consultants, etc.)  and 
request that they submit written proposals.  The RFP’s may include negotiations on a fair 
and equal basis.  The RFP’s and evaluation of such proposals will consider price plus 
other factors such as: 

 
 The special knowledge or expertise of the professional or consultant 

service 
 The quality of the service to be provided 
 The staffing of the service 
 The suitability for the district’s needs 

 The district will first locate prospective qualified firms by: 
 Advertising in trade journals 
 Checking listings of professionals 
 Making inquiries of other districts or other appropriate sources 

 
The District will then prepare a well-planned RFP which will contain critical details of 
the engagement, including the methods which it will use in selecting the service. 

 
Purchase/Public Work: Methods of Competition to be Used for non-Bid Procurements; 
Documentation to be Maintained 

The District will require the following methods of competition be used and sources of 
documentation maintained when soliciting non-bid procurements in the most cost-effective 
manner possible: 
 

1. Purchase Contracts up to $20,000 
a. Contracts from $2,500 to $7,500: 3 Verbal quotes; 
 Documentation will include notations of 3 verbal quotes, see section 5A 
b. Contracts in excess of $7,501 to $19,999: 3 written quotes, see section 
 5A 

2. Public Work contracts up to $35,000 
a. Contracts from $2,500 to $7,500: 3 verbal quotes; 
 Documentation will include notations of 3 verbal quotes, See section 5A 
b. Contracts in excess of $7,001 to $34,999: 3 written quotes, See section 
 5A 

3. Emergencies:  Verbal or written quotes are required if possible, as the situation 
 dictates.  Notations of quotes should be documented and submitted to the 
 Business Office to be attached to Purchase Order. 
4. Professional Services:  RFP; Documentation will include written proposals. 
5. Sole Source:  Documentation will include, among other things, the unique 
 benefits of the patented item as compared to other items available in the 
 marketplace; that no other item provides substantially equivalent or similar 
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 benefits; and that considering the benefits received, the cost of the item is 
 reasonable, when compared to conventional methods.  The district will 
 document that there is no possibility of competition for the procurement of the 
 goods, (i.e. letter from the company indicating they are the sole source of the 
 item or service being provided. 

 
Quotes Not Required When Competitive Bidding Not Required 

The District will not be required to secure such alternative proposals or quotations for those 
procurements as permitted by state law: 
 

 Emergencies where time is a crucial factor 
 Procurements for which there is no possibility of competition (sole source items) 
 Procurements of professional services, which, because of the confidential nature of 

the services, do not lend themselves to procurement through solicitation 
 Very small procurements when solicitations of competition would not be cost-

effective 
 Under a federal contract 
 Under a contract of another political subdivision 
 Under a county contract 
 Under a state contract 
 Of articles manufactured in state correctional institutions  
 From agencies for the blind and severely disabled. 

 
Procurements From Other Than The Lowest Responsible Dollar Offeror 
 
The District will provide justification and documentation of any contract awarded to an offeror 
other than the lowest responsible dollar offeror, setting forth the reasons why such award is in the 
best interests of the district and otherwise furthers the purposes of Section 104-b of the General 
Municipal Law. 
 
Standardization 
 
Upon the adoption of a resolution by the Board of Education stating that, for reasons of efficiency 
or economy, there is a need for standardization for a particular type or kind of all current and 
future purchases. 
 
 
 
 

PURCHASING EXHIBIT #1 
 

VERBAL QUOTATION – TELEPHONE LOG 
 

DATE CALLED:____________________ 
 

Item or Service Desired:__________________________________________________ 
 
 
 
 
 

Vendor Name Vendor Rep 
Name 

Quantity Unit Price Shipping if 
applicable

Total Quote

1.      



 28

 
 
 

     

2. 
 

     

 
 

     

3. 
 

     

 
 

     

 
 
 
 
 
 
 
 

The Mt. Sinai School District is Requesting a Written Quote 
for: 
 
 
Scope and Location of the Work: 
 
 
 
 
 
 
Notes for the Contractor: 

 This is an Article 8 public works job per the Department of Labor. 
 This is a prevailing wage job that requires certification of payroll.  For information 

on prevailing wage you may contact the Department of Labor (631-228-3915) or 
visit their website (www.labor.ny.gov) to get your PRC number. 

 The contractor must provide a certificate of insurance with the required coverage 
listed in the attached requirements.  It is at the district’s discretion to waive any part 
of the insurance requirements. 

 An inspection of the site is mandatory prior to acceptance of the quote. Please 
contact Dwight Lukasz at 631-870-2845 or Scott Reh at 631-870-2902 to arrange 
inspection. 

  
**************************************************** 

 
 

(FOR THE CONTRACTOR – please fill in the blanks below) 
 
Job Quote:  Quotes will be accepted by fax (631-473-0905), or delivered or mailed to Ms. Linda Jensen, 
Mt. Sinai School District, 118 North Country Rd. Mt. Sinai, NY 11766, by _______ on _________, 
_________ __, 20__.                (time) 
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______ I am an unincorporated sole proprietor not subject to prevailing wage regulations. 
 
Name, Address and Phone Number of company: 
 
_____________________________ _________________________________ _____________
Name Address Phone # 
 
Quote Given By: 
 
 
_____________________________ _________________________ ________________________

Printed Name Signature Title 
 
 
 
EXTRACLASSROOM ACTIVITY FUNDS  
 
Extraclassroom activity funds are defined in the Regulations of the Commissioner of Education 
as "funds raised other than by taxation or through charges of a board of education, for, by, or in 
the name of a school, student body or any subdivision thereof.” Basically, extraclassroom activity 
funds are those operated by and for the students. Monies are usually collected voluntarily by 
pupils and are spent by them as they see fit so long as they abide by established regulations.  
 
Extraclassroom activity funds must not be confused with funds accounted for in accordance with 
the Uniform System of Accounts prescribed by the State Comptroller. Procedures discussed in 
this policy and applicable regulation applies only to extraclassroom activity funds.  

The Board of Education recognizes that the fundamental task of the schools is to prepare young 
people for life. In order for this preparation to be done properly, the educational program of the 
schools must be as wide as life itself. An integral part of such a program is extraclassroom 
activities. They represent an essential part of the educational experiences, which should be 
available to young people. In order to promote the organization and maintenance of 
extraclassroom activities and to provide for the proper handling and safeguarding of 
extraclassroom activity funds, the board of education hereby adopts rules and regulations for the 
guidance of students, teachers and principals.  

Purpose  

Student extraclassroom activities may only be formed for educational and school service purposes 
and may only be formed by students in grades 6-12.  

Definition  
 
Extraclassroom activity funds are funds raised other than by taxation or through charges of a 
board of education, for, by, or in the name of a school, student body, or any subdivision thereof.  
 
Organizational Procedures  

Students desiring to form an extraclassroom activity shall petition their principal in writing. The 
petition shall state the purpose of, and describe the activities of, the proposed extraclassroom 
activity, and shall be signed by at least seven students before it is presented to the principal for 
action. If the purpose of the proposed extraclassroom activity falls within the scope of educational 
or school service purposes and if the necessary space and equipment are available, the principal, 
in conjunction with the petitioning students, shall seek a suitable advisor. When these procedures 
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have been accomplished, the building principal shall recommend to the superintendent that the 
extraclassroom activity be approved by the Board of Education.  
 
Approved Extraclassroom Activities   

All extraclassroom activities shall be approved by the Board of Education. The superintendent 
shall maintain an up-to-date register of all extraclassroom activities that are approved or 
discontinued.  
 
Faculty Advisor  

Each extraclassroom activity shall have a faculty advisor recommended by the superintendent and 
appointed by the Board of Education. The faculty advisor shall attend all meetings of the 
extraclassroom activity.  
 
Meetings  

All extraclassroom activities shall meet at least once monthly while school is in session. These 
meetings shall be held on school property. Extraclassroom activities shall not meet outside school 
property unless they have received the consent of their school principal.  
 
 
Officers  

Each extraclassroom activity shall have a president, secretary, and treasurer. These officers shall 
be elected annually from among the membership by secret ballot.  
 
Financial Procedures  

All extraclassroom activity funds shall be handled in accordance with the regulation for the 
safeguarding, accounting, and auditing of these funds.  

Inactive Clubs and Leftover Funds  

An inactive extraclassroom activity shall be defined as one having no financial activity for one 
full school year. If an inactive club is identified, the central treasurer is directed to liquidate the 
leftover funds of this club in accordance with the following. Leftover funds of inactive or 
discontinued extraclassroom activities and of graduating classes shall automatically revert to the 
account of the general student organization or student council (High School – Government 
Account, Middle School – Student Council Account). Inactive clubs must follow the 
organizational procedures set forth in this policy to re-activate previously existing activities.  

Sales, Campaigns and Fundraising Activities  

The chief faculty counselor shall provide information to the central treasurer (if any questions 
arise, the central treasurer will make the superintendent aware) on sales, campaigns and 
fundraising activities of all extraclassroom activity clubs, including the nature of the event, dates 
of operation, duration of sale or campaign, and means of solicitation (e.g., door-to-door. direct 
mailing, etc.).  

Travel and Transportation  

All overnight trips and foreign travel must receive approval from the Board of Education. The 
chief faculty counselor shall provide a written itinerary to each student, along with a copy of the 
code of acceptable conduct and secure written permission from a student's parent/guardian for all 
overnight and foreign travel. Every effort should be made to provide the educational travel 
opportunity to all eligible students. The faculty advisor must assure that there is sufficient adult 
supervision at all times.  
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District transportation may be provided, upon timely and proper request, at cost. Each club will 
be invoiced for actual cost upon trip completion. Trip cost estimates may be obtained from the 
business office. Although use of private carrier is permitted, the faculty advisor is required to 
ascertain that the driver(s) are properly insured, properly licensed and that the vehicle is 
appropriate, legal and safe. The safety of all students and adults must be guaranteed.  
 
Risk Management  

The chief faculty counselor shall work with the business official to assure that the district's 
exposure to any risk resulting from club activities or fundraisers is minimized. In all cases where 
a vendor will be using district facilities to conduct its event, the district requires a certificate of 
insurance with the district named as an additional insured. Periodically, the district may request 
that its primary liability insurance carrier conduct a review of the activities of its extraclassroom 
activities and may prohibit certain events based on the review results.  
 
Equipment Acquisitions  
 
All equipment purchases shall be evidenced by official action of a majority of the club or activity 
members. Title to all equipment acquired with extraclassroom activity funds shall reside with the 
district and be carried as an insurable asset on its list of insurable values. All equipment shall be 
operated on district property, unless express permission from the superintendent is secured to use 
the equipment or have it reside off premises. Such equipment shall be tagged as district property 
but is available for exclusive use by the extraclassroom activity club acquiring the item.  
 
Contracts, Commitments and Guarantees  
 
All contracts, commitments and guarantees require approval of the district’s purchasing agent. All 
commitments and contracts shall be the sole responsibility of the extraclassroom activity club 
giving rise to the transaction, regardless of change in advisors, membership or officers.  
 
Administrative Regulations 
 
Subject:  Rules for the Safeguarding, Accounting, and Auditing of Extraclassroom Activity 
Funds 
 
General  
 
There are certain principles and procedures that should be followed in establishing an adequate 
accounting system for extraclassroom activity funds. The following basic devices are essential to 
the proper management of such funds:  
 
Basic Principles  
 

A. Two separate and independent sets of records of receipts and expenditures shall be 
maintained.  

B. The authority to expend monies shall be distinct and separate from the custody of these 
monies.  

C. At least two individuals shall take part in each act of disbursing money.  
D. The custodian of funds and the accounting officer or auditor shall both report to the 

Board of Education or its designated representative regularly and independently at 
intervals.  

E. All accounts shall be audited at least annually.   
F. The accounting system shall be such that it will yield the largest possible educational 

return to students without sacrificing the safety of funds or exposing students to undue 
responsibility or unnecessary routine.  

 
Appointment of Officers  
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The Board of Education shall appoint, on the recommendation of the superintendent, members of 
the regular faculty and non-instructional staff to fill the following positions:  
 

1) Central Treasurer  
2) Faculty Advisors (appointed by the chief faculty counselor) 
3) Activity Treasurers  
4) Chief Faculty Counselor (usually the building principal) 
5)  Faculty Auditor 
6) Independent Auditor  
 

The building principals shall be chief faculty counselor(s) and shall recommend faculty advisors 
for each extraclassroom activity.  
 
Each extraclassroom activity shall elect an activity president, secretary, and treasurer (students).  
 
Function and Duties of Officers  
 

1) CENTRAL TREASURER (appointed by the Board of Education)  
 
It shall be the duty of the central treasurer to have custody of all funds. All disbursements of 
funds shall be by means of pre-numbered check forms signed by the central treasurer upon receipt 
of a disbursement order signed by the activity treasurer and faculty advisor. The central treasurer 
shall have no part in the approval of payments but shall disburse funds only on the presentation of 
a properly signed pay order in duplicate providing, of course, that there are sufficient funds 
available in the account. The completed check will be sent to the vendor after posting. The central 
treasurer shall sign a receipt for all funds placed in his/her custody and he/she shall deposit these 
funds promptly in a bank designated by the Board of Education.  
 
Once each month, the central treasurer shall receive and verify the bank statements and once each 
quarter prepare reports for presentation to the faculty auditor and the board of education.  These 
central treasurer reports and reconciliation of bank balances should show beginning balances, 
receipts for the month, disbursements for the month, and ending balances for each club. 
 

2) FACULTY ADVISOR  
 
It shall be the duty of these officers to guide and advise the pupil officers in planning 
extraclassroom activities and the planning of financial budgets.  The advisors shall assist the 
activity treasurer in the preparation of statements of income.  He/she shall audit these statements 
and sign them as acknowledgements of verification of the income statement to be attached to 
deposit slips.  The advisor shall guide the student treasurer in posting his/her account ledger and 
from time to time shall check the balancing of the activity treasurer’s accounts and the 
completeness of their supporting evidence.  The faculty advisor shall supervise expenditures by 
insuring that funds are available before approving each proposed purchase and by signing all pay 
orders drawn on the central treasurer for disbursement of funds.  The faculty advisor is 
responsible for determining which of the activities of his/her organization are subject to sales tax 
and for taking steps to see that all tax information is accurately recorded and sent to the central 
treasurer.  The faculty advisor shall constantly work toward the goal of insuring the largest 
educational return from the activities participated in by the pupils.   
 

3) ACTIVITY TREASURER 
 
The activity treasurer shall receive all monies raised by his/her activity and the advisor shall 
deposit such funds with the central treasurer.  Duplicate deposit slips shall be made out and 
signed by both the advisor and activity treasurer.  One of these is to be retained by the central 
treasurer, and one, after being signed by the central treasurer, is to be returned to the activity 
treasurer together with a central treasurer’s receipt. 
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The activity treasurer shall pay all bills by issuing pay orders signed by himself/herself and the 
faculty advisor.  This form is to be made in duplicate and is an order for the central treasurer to 
issue a check for payment of the invoice, which shall be attached to the pay order.  The central 
treasurer will keep one copy of the pay order and return the other copy to the activity treasurer.  
The central treasurer will then send the check to the vendor involved after posting. 
 
The activity treasurer shall keep a ledger showing all receipts and expenditures and indicating a 
daily running balance.  He/she shall file all supporting data, chronologically, as evidence for the 
entries made in the ledger. 
 
 4)  CHIEF FACULTY COUNSELOR   
 
It shall be the duty of this officer to coordinate the financial planning of all projects of the various 
pupil organizations in his building; to consult with the faculty advisors; to appoint a faculty 
advisor for each activity in his building on a year-to-year basis; and to submit to the board of 
education for approval all new activity organizations initiated by the students.  He/she shall 
investigate all problems and disputes concerning the student organizations under his jurisdiction 
and shall effect action that will enable these problems and disputes to be resolved.  In addition, he 
shall be charged with implementation of any corrective action plan developed as part of the audit 
of the activities under his jurisdiction. 
 
 5)  FACULTY AUDITOR 
 
The function of the auditor shall be distinct and separate from the duties of the other officers.  
The person appointed as auditor shall have no part in the approval of payments, the planning of 
income, or in the keeping of records and forms.  This policy prohibits the appointment of a 
building principal or the chief school officer as auditor inasmuch as the building principal should 
serve as chief faculty counselor, and the chief school officer would have general supervision of 
the entire system and be responsible for the decisions of the chief faculty counselor and the 
faculty advisors.   
 
In order to establish the responsibility of the auditor and to make available to this office adequate 
evidence of all financial transactions, the auditor shall receive once each quarter from the central 
treasurer on a regular date designated by the chief school officer, a complete statement of the 
accounts showing the balance for each activity and the total balance for all accounts.  In addition, 
the auditor will call in the ledgers kept by the activity treasurers at least twice a year and on a 
rotating basis, in order to compare the balance as shown on the central treasurer’s report with the 
balance recorded in the ledger of the activity treasurer.  He/she should also examine various 
transactions and paperwork to determine if correct procedures are being used.  He/she shall 
certify on these pages the accuracy of the entries posted and the available balances listed. 
 
In the event that the ledgers of the activity treasurer do not agree with the ledger kept by the 
central treasurer, the auditor shall base his investigation on the supporting evidence kept by the 
activity treasurer and the central treasurer in the form of audited receipt statements, signed 
deposit slips, original audited bills, signed pay orders, cancelled checks, and bank statements.  
The entries in the central treasurer’s books and activity treasurer’s ledgers are, in the final 
analysis, based on forms bearing not only the signature of the activity treasurer, but also the 
counter signature of the faculty advisor. 
 
At the end of the school year, it shall be the duty of the auditor to assemble the monthly reports 
and prepare a composite report listing the financial condition of each activity for the full school 
year for the guidance of the chief school officer and the board of education. 
 

6) INDEPENDENT AUDITOR  
 
The independent auditor is appointed by the Board of Education to make an annual audit of all 
school district finances and should be required to include the extraclassroom activity fund as a 
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part of his/her annual audit. This audit should include a statement of receipts, disbursements, and 
balances for each activity together with a reconciliation of cash.  
 
Procedures in Handling Funds 
 
Receipt of Money 
 
Upon receiving money, the activity treasurer will take the following steps:  
 

1) Ensure that if the money received is from a fundraising event, that a completed profit/loss 
statement is on file or accompanies the money received.  

2) Count the money received and reconcile with the individual project profit or loss 
statement that is involved in the transaction. The faculty advisor should sign the 
statement next to the signature of the activity treasurer, check any activity treasurer 
receipts involved, place the receipts in a bank deposit bag and place the bag in the school 
vault until the next school day. No activity money should be taken home by anyone.   

3) Prepare the deposit slip, obtain the signature of the faculty advisor on the deposit slip 
following his/her review.  

4) Return all funds used for making change.  
5)   Receive the duplicate deposit slip signed by the central treasurer.  
6) Enter the amount of the deposit in the activity fund register indicating the source from 

which the funds were received.  
7) File chronologically, the supporting data consisting of the duplicate deposit slip, and, if 

applicable, the profit or loss statement.  These forms provide the evidence for the entries 
made in the activity treasurer’s books.   

 
Payments 
 
When merchandise is to be purchased, the advisor is responsible for being sure the purchase is 
proper in all respects. When the goods are received and the bill arrives, the activity treasurer, 
under the faculty advisor's supervision, checks the goods and bill to see that there are no 
discrepancies. When it is determined that the bill is correct, the following steps are taken:  
 

1) The payment order is prepared in duplicate and signed by both the activity treasurer and 
faculty advisor.   

2) The final audited bill is attached to the original pay order form and both are given to the 
central treasurer.   

3) The central treasurer records the consecutive pay order number on the forms and prepares 
the check.  

4) The central treasurer makes the entries in his/her books and files both the original pay 
order and the bill as evidence for the entries.  

5) A copy of the pay order will be sent to the activity treasurer.    
6) The activity treasurer makes the necessary entry in his/her books indicating to whom the 

check is made out and the reason.  The central treasurer then sends the check to the 
vendor.  The central treasurer, to give evidence for the entry, files the pay order.   

 
Advances  
 
To provide ways and means for financing certain types of activities which do not lend themselves 
to the usual procedures, it is suggested provision be made for “advances.”  For example, to 
provide the necessary cash for student organization activity trips, the activity treasurer of the 
group will draw a payment order in the same manner as when paying for a purchase except that in 
explaining the payment he/she will state that the check is to be drawn to himself, giving essential 
facts regarding the trip.  A detailed statement of estimated expenditures and the like should 
accompany this order.  Such a payment order should be pre-audited and approved the same as any 
other payment order.  After audit and approval, the central treasurer will draw the necessary 
voucher check.  The activity treasurer will thus secure the requested cash.  After the trip, the 
activity treasurer shall file with the central treasurer a detailed statement of actual expenditures 
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and turn over any balance not accounted for.  The statement should, of course, be audited and 
approved by the faculty advisor.   
 
The use of the "advance" procedure shall be very carefully limited and closely supervised.  The 
device should be used only in case of real need, and not merely for convenience.  
 
In order to avoid confusion in the case of advances for making change for admission tickets sold 
and to avoid inflation of accounts, a “service account” shall be set up.  This account is charged 
with the advance and credited with the return of the money.  Then the exact amount of net 
receipts can be credited to the activity.   
 
Transfer of Funds From One Activity to Another  
 
It may be necessary or desirable, occasionally, to transfer funds from one activity to another.  
This may be done by the use of a payment order.  The treasurer of the activity managing the 
donation will upon proper authorization draw a payment order stating all essential facts.  The 
central treasurer will then effect the necessary transfer in his accounts, and no money will actually 
change hands.   
 
Bonding of the Central Treasurer  
 
The Board of Education shall require the central treasurer of the extraclassroom activity fund to 
be bonded for no less than the amount of the average cash balance of the fund.  
 
Investing Extraclassroom Activity Account Monies  
 
The central treasurer may entrust a portion of the fund in a time deposit account, a certificate of 
deposit, a savings account, or other investment approved by the Board of Education. The 
investment of this money must be authorized by the Board of Education and shall be credited to 
each activity account based on its pro-rata principal investment.  
 
 
FUND BALANCE POLICY 
 
Resolved, upon the recommendation of the Superintendent, the Board of Education hereby adopts 
the Fund Balance Policy that was proposed at the June 15, 2011 Board Meeting as follows: 
 
GASB has issued Statement No. 54, Fund Balance reporting and Governmental Fund Type 
Definitions (GASB 54).  The objective of this Statement 54 is to enhance the usefulness of fund 
balance information by providing clearer fund balance classifications that can be more 
consistently applied. 
 
Part 1 - Fund Balance Classifications (pursuant to GASB Statement 54) 
 
Non-spendable - consists of assets that are inherently non-spendable in the current period either 
because of their form or because they must be maintained intact, including prepaid items, 
inventories, long-term portions of loans receivable, financial assets held for resale, and principal 
of endowments. 
 
Restricted- consists of amounts that are subject to externally enforceable legal purpose 
restrictions imposed by creditors, grantors, contributors, or laws and regulations of other 
governments; or through constitutional provisions or enabling legislation.  Because the State 
regulates the establishment, funding and use of school district reserves, generally, reserves will be 
classified as restricted fund balance. 
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Committed-consists of amounts that are subject to a purpose constraint imposed by a formal 
action of the government’s highest level of decision-making authority before the end of the fiscal 
year, and that require the same level of formal action to remove the constraint.  The New York 
State Office of the State Comptroller at the present time believes that in the NYS school districts 
will not have any committed fund balance. 
 
Assigned- consists of amounts that are subject to a purpose constraint that represents an intended 
use established by the board or by their designated official.  The purpose of the assignment must 
be narrower than the purpose of the general fund, and in funds other than the general fund, 
assigned fund balance represents the residual amount of fund balance.  Assigned Fund Balance 
generally includes encumbrances and appropriated fund balance. 
 
Unassigned-represents the residual classification for the government’s general fund, and could 
report a surplus or deficit.  In funds other than the general fund, the unassigned classification 
should be used only to report a deficit balance resulting from overspending for specific purposes 
for which amounts had been restricted, committed, or assigned. 

 
Part 2 - General Policy 
 
Fund balance measures the net financial resources available to finance expenditures within 
current or future periods.  The Districts Unassigned General Fund- Fund Balance will be 
maintained to provide the District with financial stability and a margin of safety to fund 
unanticipated contingent expenditures that may occur unexpectedly during the fiscal year.  The 
unassigned general fund-fund balance used for these purposes may only be appropriated by 
resolution of the Board of Education unless voter approval is required. 
 
Any portion of Fund Balance may be applied or transferred for a specific purpose either by voter 
approval if required by law or by formal action of the Board of Education if voter approval is not 
required.  Amendments or modification to the applied or transferred fund balance must also be 
approved by formal action of the Board of Education. 
 
The Board of Education shall delegate the authority to assign fund balance, for encumbrance 
purposes, to the person(s) to whom it has delegated the authority to sign purchase orders. 
 
In circumstances where an expenditure is incurred for a purpose for which amounts are available 
in multiple fund balance classifications (e.g., expenditures related to reserves). 
 
The expenditure is to be spent first from the restricted fund balance to the extent appropriated by 
either budget vote or board approved budget revision and then from the unrestricted fund 
balance.  Expenditures incurred in the unrestricted fund balances shall be applied first to the 
assigned fund balance to the extent that there is an assignment and then to the unassigned fund 
balance. 
 
 
BUS SAFETY 

 
The Mount Sinai School District is proud of its bus safety record.  It must be remembered 
however, that bus safety is greatly dependent upon the behavior of the students riding the bus.   
Safety on the school bus is not solely the responsibility of the school administrator and the bus 
driver.  Safety is a matter of teamwork and requires the constant support and attention of the 
pupils and the parents, as well as the personnel of the schools. 
 
Our purpose is to clarify for the parent and the pupil their responsibility in contributing to the 
safety of our school transportation program. 
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Parent Responsibility 
 
Parents should study the transportation regulations with their children.  At the same time, the 
importance of observing these regulations should be stressed to the pupil not only for his own 
safety but to protect the lives of all students riding the school bus. 
 

1) Parents are responsible for the actions and safety of pupils walking to and from bus stops. 
2) Parents are responsible for the actions of the pupils at the bus stops.  The school assumes 

responsibility for pupils only after they have boarded the district vehicles.  
3) Any parental concerns in relation to school bus, driver or student problems must be 

directed to the school authorities for action.  Parents are NOT PERMITTED on board a 
school bus while the bus is actively engaged in transporting children. 

4) Help the driver maintain his schedule by making sure that pupils are ready on time.  The 
driver is not expected to wait for students. 

5) Do not ask the driver to stop at places other than the regular bus stops.  The drivers are 
not permitted to do this except by proper authorization from a school official. 

 
Student Responsibility 
 
The student's responsibility to the bus driver and fellow students is very important.  A responsible 
student will: 
 

1. Be on time at your designated school bus stop.  Stay to the side of the road while waiting 
for the bus.  Conduct yourself in a safe manner while waiting. 

2. Respect the property rights of others, especially if the bus stop is in front of someone's 
house. 

3. Wait for the bus to come to a complete stop before attempting to enter. 
4. Keep head and hands inside the bus at all times. 
5. Loud talking or unnecessary confusion could cause a disruption and divert the driver's 

attention and may contribute to a serious accident. 
6. Treat bus equipment with respect.  Damage to the seats, etc., must be paid for by the 

offender.  Never tamper with the bus or any of its equipment. 
7. No objects larger than that which may be held on the student's lap are permitted.  No 

objects made of glass or sharp metals are allowed.  Whenever possible students should 
place instruments and other large objects in the front of the bus. 

8. Keep books, packages, coats and all other objects out of the aisles.  All aisles and exits 
must be kept clear. 

9. Bus riders are not permitted to leave their seats while the bus is in motion. 
10. Students are expected to be courteous to fellow students and the bus driver. 
11. No smoking or use of drugs or alcohol on school buses is permitted. 
12. In case of an emergency, remain on the bus, unless directed to exit by the driver. 
13. Obey the driver's instructions at all times. 
14. Do not throw anything out of the bus windows.  Horseplay is not permitted around or on 

the school bus. 
15. No open packages of food or drink are allowed on the bus. 
16. Students should cross the street 10 feet in front of the bus.  When crossing the street 

students should advance to a point protected by the bus and wait for a signal from his/her 
bus driver to finish crossing the street.  Students must not walk along the sides of the bus.  
Do not cross the street in the back of the bus. 

 
 
FIELD TRIPS AND EXCURSIONS 
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A field trip is understood to be any excursion outside of the school building or grounds, which is 
considered an educational experience for students and is planned and supervised by school 
faculty. 
 
Field trips are recognized to be activities, which have a definite relationship to and are a natural 
outgrowth of the curriculum.  They should provide an educational opportunity, which is not 
obtainable in the school environment. 
 
Where possible, the educational experience should be brought to the school in the form of an 
assembly, lecture, demonstration or film. 
 
It shall be the policy of the board that any field trip shall be approved by the superintendent or the 
building principal as designee and by the board where deemed necessary by the superintendent.  
In addition to field trips, the superintendent may authorize instructional days at approved sites 
that are beyond the bounds of the school site.  Said instructional days must be under the direct 
supervision of the regularly assigned teacher and will be at the discretion of the superintendent, 
subject to the availability of funds in the budget. 
 
 
BUS SUSPENSION  
 
These are the policies and procedures for bus suspension in effect in the district.  It is important 
that every parent be aware that: 
 

1. School administrators will enforce these procedures, as directed by the Board of 
Education. 

2. Even though students are suspended from buses, they are expected to be in 
school.  When a bus suspension takes place, it is the parent's responsibility to get 
the child to and from school. 

3. Parents have the responsibility for teaching self-control and good manners to 
their children, while the school has the responsibility of educating and 
transporting.  If students cannot control their behavior on a school bus and 
continuously disrupt the safety and order of the bus and fellow students they will 
lose their riding privilege. 

 
Procedures 
 
The administrator in charge will take into consideration the age of the offender and the severity of 
the situation.  In regard to all reports, each will be determined on its merit and will be 
investigated: 
 
First Report -  
The bus driver will report all incidents in writing on the official district form.  Names and a 
description of the violation are given on this report form, which is turned in to the building 
principal.  The building principal sends home the first "warning" letter.  The parent is expected to 
discuss this report with the child. 
 
Second Report - 
Should a second incident occur with the same child, the driver will forward a written report to the 
principal.  The principal will send a second notice to the parents and other parties.  This letter 
may indicate a bus riding suspension of five days and the beginning day of this suspension. 
 
Third Report - 



 39

After a third incident occurs with the same child, the driver will forward an official report to the 
principal.  The third letter will be sent to the parent indicating an indefinite suspension from bus 
riding. 
 
SPECIAL NOTE: A serious infraction of the rules may result in immediate suspension, with 

no warning letter sent, if in the opinion of school officials an immediate 
suspension is necessary to ensure the safety of the child and of all 
children. 

 
General Information 
 
Students will sometimes bring in a note asking to take another bus.  Always clear this with the 
school administrator because some buses may exceed capacity loads if extra children are 
permitted to ride on them. 
AIDS  

 
A. Definitions 
"HIV-related illness" means any clinical illness that may result from or be associated with HIV 
infection, including AIDS. 
 
"Protected individual" shall mean a person who is the subject of an HIV-related test or who has 
been diagnosed as having an HIV-related illness. 
 
"Capacity to consent" means an individual's ability, determined without regard to such 
individual's age, to understand and appreciate the nature and consequences of a proposed health 
care service, treatment or procedure, and to make an informed decision concerning such service, 
treatment or procedure. 
 
B.  Confidentiality and Release of Information 
 
School officials and employees shall keep HIV-related information confidential, however 
obtained.  The information shall not be disclosed to any person, unless the protected individual 
(or a person with capacity to consent) has completed and signed the Health Department 
Authorization for Release form ("Authorization Form"), a court order granted under Public 
Health Law-2785 has been issued, or the person to whom the information has been furnished is 
authorized to receive such information under Public Health Law FL-2782 without a release form.  
Persons authorized to receive HIV information without a release include physicians providing 
care, agencies monitoring such care, and insurance companies for payment purposes.  Disclosure 
to school personnel staff requires a release or court order. 
 
C.  Testing 
 
No HIV-related testing of any student shall take place without first receiving the written informed 
consent of the person to be tested on a form approved by the State Health Department.  Such 
consent shall only be given by an individual with capacity to consent as defined above. 
 
D.  Penalties 
 
Persons who disclose confidential HIV information to unauthorized parties or who fail to obtain 
informed consent for the HIV test, may be subject to a $5,000.00 penalty and a criminal 
misdemeanor charge. 
 
E.  Procedures 
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1. Procedures set forth here shall be followed in any instance where the school district 
receives confidential HIV-related information concerning a student from the student 
and/or person in parental relation to the student without benefit of an Authorization Form 
or court order. 

 
a. The superintendent or building administrator to whom the information has been given 

shall request a meeting with the person in parental relation and/or the student for the 
purpose of discussing the student's condition, concerns and, should the situation arise, 
educational alternatives.  Such alternatives may include homebound instruction 
during periods of short-term illness as well as provision of educationally related 
support services.  At this point, school or public health personnel may be consulted 
provided that the appropriate authorization form is obtained.  The person in parental 
relation and/or the student should be apprised of this and asked to sign such release 
form for personnel whose consultation is needed for delivery of appropriate 
educational services. 

b. If a school officer or employee who has not been made privy to confidential HIV-
related information pursuant to an authorization form or court order reasonably 
believes that a student may present a clear and imminent danger to an individual 
whose life or health may unknowingly be at significant risk as a result of contact with 
the person, he/she should express these concerns to the superintendent or building 
principal who may attempt to obtain an authorization form from the individual or 
someone else with the capacity to consent.  Should this request be refused, the 
superintendent may recommend to the school board that the district seek an order for 
disclosure of confidential HIV-related information, pursuant to Public Health Law-
2785  

c. If a professional staff member of a school district who has been made privy to 
confidential HIV-related information pursuant to an authorization form or court order 
reasonably believes that a student may present a clear and imminent danger to an 
individual whose life or health may unknowingly be at significant risk as a result of 
contact with the person, he/she should make a referral of the student to the CSE, if 
appropriate.  Staff is also expected to encourage students to seek advice from their 
physician and AIDS counseling center and to behave responsibly by contacting those 
persons with whom they have engaged in behavior of significant risk. 

 
2. If a student has been referred to the CSE and the CSE reasonably believes either (a) that 

the student may present a clear and imminent danger to an individual whose life or health 
may unknowingly be at significant risk as a result of contact with the student, or (b) that 
the student has or is suspected of having a handicapping condition and that the condition 
may be due, in whole or in part, to HIV-related illness, the CSE shall inform the 
superintendent, who shall attempt to obtain an authorization form from the student or 
someone else with the capacity to consent.  Should this request be refused, the 
superintendent may recommend to the school board that the district seek an order for 
disclosure of confidential HIV-related information, pursuant to Public Health Law-2785. 

 
When seeking the confidential information through either said form or court order, the 
superintendent shall attempt to have the person or court agree to disclose such 
information to the CSE, and may attempt to have the person or court agree to disclose 
such information to the classroom teacher(s) and any other personnel the superintendent 
and the school attorney believe are appropriate. 

 
3. At such time as the CSE receives confidential HIV-related information, it shall, on a 

case-by-case basis, review all of the medical information pertinent to the individual 
situation and make a determination as to whether the current mode of instruction and 
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classroom setting for the student meets his/her current and ongoing needs or if it is 
appropriate.   

 
In making its determination, the CSE shall consider the following factors:(a) the physical 
condition of the student and any behavior which might increase the risk of transmission 
of the virus; and (b) the expected type of interaction with others in the school setting. 
 
The CSE may also consult with the appropriate public health officials pursuant to article 
27-F of the Public Health Law.  In all other respects, the CSE shall carry out its 
responsibilities and make recommendations based upon a written evaluation setting forth 
the reasons for the recommendations, to the student, parent or guardian of the student, 
and Board of Education as it would with any other student who has or is suspected of 
having a handicapping condition. 
 
Because of the provisions in article 27-F of the Public Health Law permitting physicians 
to disclose confidential HIV-related information under certain circumstances, the school 
physician will be required to attend all meetings of the CSE in regard to students 
suspected or diagnosed as having HIV-related illness. 

 
4. If no such consent or court order is obtained, the district shall take no further action in 

this matter and shall instruct the appropriate officers or employees not to disclose 
information in regard to the case. 

 
5. Pursuant to Public Health Law-article 27-F, a physician may, upon the consent of a 

parent or guardian, disclose confidential HIV-related information to a state, county or 
local health officer for the purpose of reviewing the medical history of a child to 
determine the fitness of the child to attend school. 

 
Additional Matters 
 
In the event of the presence of any contagious or communicable disease (such as chicken pox or 
measles, etc.) in the school population, which may constitute a risk to an infected individual, the 
superintendent, building principal or school nurse with authorization to obtain the confidential 
HIV-related information, shall inform the student, the student's parents or legal guardian about 
such risk.  Any temporary decision or recommendation in such circumstances should be made by 
the individual's personal physician and the student's parents in consultation with the 
superintendent, building principal, school physician and nurse. 
 
 
INTERNET PROTECTION POLICY 
 
Internet access will be provided to students in accordance with the terms of this policy.  Internet 
access from school computers is reserved solely for educational purposes.  Use by outside groups 
is prohibited.  Use by student clubs and organizations is limited to those times when the Internet 
access points are not in use for instruction, and shall be limited to educational purposes and 
governed by this policy.  Access to the Internet will be under the direction and supervision of the 
staff assigned to the particular Internet access area or computer.   
 
The school district reserves the right to monitor all Internet activity including transmission and 
receipt of e-mail. Use of e-mail is limited to school district purposes.  
 
No computer in the district having Internet access shall be operated by a student unless Internet 
access from the computer is subject to filtering software. To the extent possible, such filtering 
software shall be designed and it shall operate so that images that are obscene, pornographic or 
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harmful to minors shall not be displayed.  Images or language that advocate or promote violence 
or hatred against particular individuals or groups of individuals or promotes the superiority of one 
racial, ethnic or religious group over another shall not be displayed. For purposes of this policy, 
the phrase harmful to minors means any picture, image, graphic image file, or other visual 
depiction that, taken as a whole, and with respect to minors, appeals to prurient interest in nudity, 
sex or excretion; depicts, describes or represents in a patently offensive way with respect to what 
is suitable for minors an actual or simulated sexual act or sexual contact, actual or simulated 
normal or perverted sexual acts, or a lewd exhibition of the genitals and, taken as a whole, lacks 
serious literary, artistic, political, religious or scientific value as to minors.  
 
 
 

PROHIBITED CONDUCT 
 
No student shall while using a computer or other devise connected to the Internet:   
 

1. Access, transmit or retransmit material that promotes violence or advocates destruction of 
property, including information concerning the manufacture of destructive devices, such 
as explosives, fireworks, smoke bombs, incendiary devices or the like.  

 
2. Access, transmit or retransmit any information that is harmful to minors as that phrase is 

defined in this policy.   
 

3. Access, transmit or retransmit material that advocates or promotes violence or hatred 
against particular individuals or groups of individuals or advocates or promotes the 
superiority of one racial, ethnic or religious group over another.   

 
4. Use or possess bootleg software. Bootleg software means any software that has been 

downloaded or is otherwise in the user's possession without the appropriate registration 
of the software, including the payment of any fees owed to the owner of the software.  

 
5. Use or possess gaming software.  Gaming from the Internet is restricted by the Internet 

filter.  Students shall not bypass this restriction by directly loading games on the network. 
 

6. Use encryption software from any access point within the school district.  
 

7. Transmit credit card or other personal identification information, including home 
addresses or telephone numbers from any school district computer.  

 
8. Transmit e-mail through an anonymous remailer.  

 
9. Access the Internet from a school district computer using a non-school district Internet 

account.  
 

10. Use an instant messenger service or program. Internet Relay Chat or other forms of direct 
electronic communication, or enter a chat room without the express permission of the 
staff member supervising the computer resource.  

 
11. Commit or attempt to commit any willful act involving the use of the network, which 

disrupts the operation of the network within the school district or any network connected 
to the Internet, including the use or attempted use or possession of computer viruses or 
so-called hacking or other unlawful activities on line.  
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12. Disable or attempt to disable filtering software. This includes using redirection, proxy, or 
other means to access sites that are directly blocked by the filtering software.  However, 
such filtering software may be disabled for bona fide research or other lawful purposes, 
when the building principal of the building in which such research or other lawful 
activity will be conducted has given written permission to disable the filtering software.  

 
In addition to those penalties set forth in the student discipline code, a violation of this Internet 
policy may also result in loss of Internet privileges.  
 
Opinions, advice, services, and all other information expressed on line are those of the on-line 
authors and not of the school district. The Internet contains information pertaining to a variety of 
subjects. Not all of this information is accurate or reliable, particularly where the advice of 
medical, legal, accounting, or other professionals would be appropriate. Users are advised not to 
rely on advice found on the Internet. The school district is not responsible for such advice.   
 
The school district does not guarantee or imply that access to the Internet will always be available 
when students want access or that the software provided by the district will always work as 
intended. The school district is not responsible for failures in the operation or technical 
functioning of the Internet or the computers or software used to access the Internet.  
 
 
INDIVIDUAL COMPETITOR SPORT  
 
The Mount Sinai Board of Education recognizes the importance of athletics in the total 
educational experience of the students.  The board also recognizes its fiduciary responsibility to 
the community.  This responsibility dictates that the board cannot fund all programs based upon 
the individual likes and desires of the residents or the student body.  The Board of Education 
must be judicious and selective in its budget deliberations, making every effort to allocate 
taxpayer dollars where they will affect the greatest number of students. 
 
The Board of Education, however, does not want to limit a student's participation in a sport based 
upon the limitations inherent in a school district budget or based upon the determinations of the 
Board of Education that the district will not offer and/or fund a particular sport.  In cases where a 
student wishes to participate in a sport that is not offered by the school district, the Board of 
Education hereby directs the administration to develop procedures, which will allow student 
participation. 
 
The procedures developed will provide the student with school district sponsorship, thereby; 
allowing the student an opportunity to participate provided that: 
 

 All expenditures required for participation by a student in an individual competitor sport 
will be the responsibility of the student and/or the parents or guardians; 

 Responsibility for transportation needs, uniforms, attendance at events and practices will 
be the responsibility of the parent or guardian; 

 Obtaining a coach and team which will allow the student to participate will be the 
responsibility of the parent or guardian; and, 

 All rules, regulations, and practices are in accordance with Section XI and their policies 
on Individual Competitor Sports. 

 
 
CODE OF CONDUCT 
 
I. Introduction 
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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 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, to 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.  
 
II. Definitions 

 
A. “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. 

 
B. “Parent” means parent, guardian or person in parental relation to a student. 
 
C. “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.  

 
D. “School function” means any school-sponsored extracurricular event or activity.  
 
E.  Bullying 

Bullying, under the amended Dignity for All Students Act, has the same meaning as 
harassment (see below).  The accompanying regulation provides more guidance 
regarding the definition and characteristics of bullying to help the school community 
recognize the behavior. 
 

F.  Cyberbullying 
Cyberbullying is defined as harassment (see below) through any form of electronic 
communication. 

 
G. Hazing 

Hazing is an induction, initiation or membership process involving harassment which 
produces public humiliation, physical or emotional discomfort, bodily injury or public 
ridicule or creates a situation where public humiliation, physical or emotional 
discomfort, bodily injury or public ridicule is likely to occur. 

 
H. Sexual Harassment 

Sexual harassment means bullying, harassment or discrimination of a sexual nature, as 
defined by the District’s sexual harassment policy. 

 
I.  Sexting 



 45

Sexting means taking nude or semi-nude photos or videos of self or others and 
forwarding them electronically. 

 
J. “Violent student” means a student under the age of 21 who: 

 Commits an act of violence upon a school employee, or attempts to do so. 
 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 a 
school function, or attempts to do so or acts in concert with other persons to do 
so. 

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

weapon. 
 Threatens, while on school property or at a school function, to use a weapon. 
 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. 

 Knowingly and intentionally damages or destroys school district property. 
 
K. “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, slingshot, metal knuckle knife, box cutter, 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. 

 
L. “Discrimination and Harassment - Harassment has been defined in various ways in 

federal and state law and regulation.  The Board recognizes that these definitions are 
important standards but the board’s goal is to prevent misbehavior from escalating in 
order to promote a positive school environment and to limit liability.  The Dignity for 
All Students Act (ss10-18 of education Law) defines harassment as the creation of a 
hostile environment by conduct or by threats, intimidation or abuse, including 
cyberbullying, that (a) has or would have the effect of unreasonably and substantially 
interfering with a student’s educational performance, opportunities or benefits, or 
mental, emotional or physical well-being; (b) reasonably causes or would reasonably 
be expected to cause a student to fear for his or her physical safety; (c) reasonably 
causes or would reasonably be expected to cause physical injury or emotional harm 
to a student; or (d) occurs off school property and creates or would foreseeably create 
a risk of substantial disruption within the school environment, where it is foreseeable 
that the conduct, threats, intimidation or abuse might reach school property.  The 
harassing behavior may be based on any characteristic including but not limited to a 
person’s actual or perceived: 
 Race 
 Color 
 Weight 
 National origin 
 Ethnic group 
 Religion 
 Religious practice 
 Disability 
 Sex 
 Sexual orientation, or 
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 Gender (including gender identity and expression). 
 
For the purpose of this definition, the term “threats, intimidation or abuse” shall 
include verbal and non-verbal actions. 
 
In some instances, bullying or harassment may constitute a violation of an 
individual’s civil rights.  The district is mindful of its responsibilities under the law 
and in accordance with district policy regarding civil rights protections. 
In order to streamline the wording of this policy and regulation, the term bullying 
will be used throughout to encompass harassment, intimidation, cyberbullying and 
hazing behaviors. 
 

M.  Prevention 
The school setting provides an opportunity to teach children and emphasize among 
staff that cooperation with and respect for others is a key district value.  A program 
geared to prevention is designed to not only decrease incidents of bullying but to help 
students build more supportive relationships with one another by integrating the 
bullying prevention program into classroom instruction.  Staff members and students 
will be sensitized through district-wide professional development and instruction to 
the warning signs of bullying as well as to their responsibility to become actively 
involved in the prevention of bullying before overt acts occur. 
 
Curricular material that raises awareness and sensitivity to discrimination or 
harassment and civility in the relationships of people of different races, weights, 
national origins, ethnic groups, religions, religious practices, mental or physical 
abilities, sexual orientation, sexes or gender expression or identities will be included 
in the instructional program K-12. 
 
In order to implement this program the Board will designate at its annual 
organizational meeting a Dignity Act Coordinator (DAC) for each school in the 
district.  One of the DAC’s will be designated as the district-wide coordinator.  The 
role of each DAC is to oversee and enforce this policy in the school to which they are 
assigned. 
 

N.  Intervention 
Intervention by adults and bystanders is an important step in preventing escalation 
and resolving issues at the earliest stages.  Intervention will emphasize education and 
skill building. 
 
Successful intervention may involve remediation.  Remedial responses to bully and 
harassment include measures designed to correct the problem behavior, prevent 
another occurrence of the behavior and protect the target.  Remediation may be 
targeted to the individual(s) involved in the bullying behavior or environmental 
approaches which are targeted to the school or district as a whole. 
 
In addition, intervention will focus upon the safety of the target.  Staff is expected 
when aware of bullying to report it in accordance with this policy, either refer the 
student to the designated resources for assistance or to intervene in accordance with 
this policy. 
 

O.  Provisions for Students Who Do Not Feel Safe at School 
The Board acknowledges that, notwithstanding actions taken by district staff, 
intervention may require a specific coordinated approach if the child does not feel 
safe at school.  Students who do not feel safe at school are limited in their capacity to 
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learn and reach their academic potential.  Staff, when aware of bullying, should 
determine if accommodations are needed in order to help ensure the safety of the 
student and bring this to the attention of the building principal.  The building 
principal, other appropriate staff, the student and the student’s parent(s) will work 
together to define and implement any needed accommodations. 
 
The district recognizes that there is a need to balance accommodations which 
enhance student safety against the potential to further stigmatize the targeted student.  
Therefore, each case will be handled individually.  The student, parent/guardian and 
school administrator will collaborate to establish safety provisions that best meet the 
needs of the targeted student. 
 
Follow-up discussion and/or meetings will be scheduled, as needed, to ensure that 
safety concerns have been adequately addressed and to determine when and if 
accommodations need to be changed or discontinued. 

 
P.  Training 

The Board recognizes that in order to implement an effective bullying prevention and 
intervention program, professional development is needed.  The Superintendent, the 
DAC and the District Professional Development Team will incorporate training to 
support this program in new teacher orientation and the annual professional 
development plan, as needed.  Training opportunities will be provided for all staff 
including but not limited to security, cafeteria and hall monitors and all staff who 
have contact with students.  The DAC will be trained in accordance with state 
requirements and will continue their professional development as to successfully 
support this policy and program. 

 
Q.  Non-Retaliation 

All complaints and those who participate in the investigation of a complaint in 
conformity with state law and district policies, who have acted reasonably and in 
good faith, have the right to be free from retaliation of any kind. 

 
III. Student Rights and Responsibilities 

 
A. Student Rights - The district is committed to safeguarding the rights given to all 

students under state and federal law.  In addition, to promote a safe, healthy, orderly 
and civil school environment, all district students have the right to: 
 Take part in all district activities on an equal basis regardless of race, color, 

creed, national origin, religion, gender or sexual orientation or disability. 
 Present their version of the relevant events to school personnel authorized to 

impose a disciplinary penalty in connection with the imposition of the penalty. 
 Access school rules and, when necessary, receive an explanation of those rules 

from school personnel. 
 

B. Student Responsibilities - All students have the responsibility to: 
 Contribute to maintaining a safe and orderly school environment that is 

conducive to learning and to show respect to other persons and to property.  
 Be familiar with and abide by all district policies, rules and regulations dealing 

with student conduct. 
 Attend school every day, unless they are legally excused, and be in class, on 

time, and prepared to learn. 
 Work to the best of their ability in all academic and extracurricular pursuits and 

strive toward their highest level of achievement possible. 
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 React to direction given by teachers, administrators and other school personnel in 
a respectful, positive manner. 

 Work to develop mechanisms to control their anger. 
 Ask questions when they do not understand. 
 Seek help in solving problems that might lead to discipline. 
 Dress appropriately for school and school functions. 
 Accept responsibility for their actions. 
 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. 

 
Note: Students should consider school their place of business and conduct 
themselves accordingly. 

 
IV. Essential Partners 

 
A. Parents - All parents are expected to: 

 Recognize that the education of their child(ren) is a joint responsibility of the 
parents and the school community. 

 Send their children to school ready to participate and learn. 
 Ensure their children attend school regularly and on time. 
 Ensure absences are excused.  Students may be excused (legal absence) from 

school for student illness, illness or death in the family, quarantine, required 
court appearances, religious observance, attendance at health clinics, and 
approved college visits.  Parents should be aware that parental notes are notes of 
explanation and not notes of excuse.  Absences are excused only for the reasons 
previously cited.  Under law, the responsibility for this judgment has been 
assigned to the school district. 

 Recognize that children who are ill or who may be infectious to others should not 
be sent to school.   

 Insist their children be dressed and groomed in a manner consistent with the 
student dress code. 

 Help their children understand that in a democratic society appropriate rules are 
required to maintain a safe, orderly environment. 

 Know school rules and help their children understand them. 
 Convey to their children a supportive attitude toward education and the district. 
 Build good relationships with teachers, other parents and their children’s friends. 
 Help their children deal effectively with peer pressure. 
 Inform school officials of changes in the home situation that may affect student 

conduct or performance. 
 Provide a place for study and ensure homework assignments are completed. 

 
Note: Further information and description about public conduct on school grounds is 
noted in Section XIV.  Parents/visitors should be familiar with those expectations and 
requirements too.   

 
B. Teachers - All teachers are expected to: 

 Maintain a climate of mutual respect and dignity, which will strengthen students’ 
self-concept and promote confidence to learn. 

 Be prepared to teach. 
 Demonstrate interest in teaching and concern for student achievement. 
 Know school policies and rules and enforce them in a fair and consistent manner. 
 Communicate to students and parents: 
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a. Course objectives and requirements 
b. Marking/grading procedures 
c. Assignment deadlines 
d. Expectations for students 
e. Classroom discipline plan 

 Communicate regularly with students, parents and other teachers concerning 
growth and achievement. 

 
C. Guidance Counselors - All counselors are expected to: 

 Assist students in coping with peer pressure and emerging personal, social and 
emotional problems. 

 Initiate teacher/student/counselor conferences and 
parent/teacher/student/counselor conferences, as necessary, as a way to resolve 
problems. 

 Regularly review with students their educational progress and career plans. 
 Provide information to assist students with career planning. 
 Encourage students to benefit from the curriculum and extracurricular programs.  

 
D. Principals/Administrators - All principals/administrators are expected to: 

 Promote a safe, orderly and stimulating school environment, supporting active 
teaching and learning. 

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

 Evaluate on a regular basis all instructional programs. 
 Support the development of, and student participation in, appropriate 

extracurricular activities. 
 Be responsible for enforcing the code of conduct and ensuring that all cases are 

resolved promptly and fairly. 
 
E. Superintendent is expected to: 

 Promote a safe, orderly and stimulating school environment, supporting active 
teaching and learning. 

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

 Inform the board about educational trends relating to student discipline. 
 Work to create instructional programs that minimize problems of misconduct and 

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

that all cases are resolved promptly and fairly. 
 

F. Board of Education is expected to: 
 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. 

 Adopt and review at least annually the district’s code of conduct to evaluate the 
code’s effectiveness and the fairness and consistency of its implementation.  
 

V. 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 
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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 but not limited to, hair style/color, 
jewelry, make-up and nails, shall: 

1. Be safe, appropriate and not disrupt or interfere with the educational process. 
2. Not include items or language that are vulgar, obscene, displays adult themes, be libelous 

or denigrate others on account of race, color, religion, creed, national origin, gender, 
sexual orientation or disability. 

3. Not promote and/or endorse the use of alcohol, tobacco or illegal drugs and/or encourage 
other illegal or violent activities. 

4. Be such that all outer clothing must appropriately cover undergarments. 
 

A. Long Pants: 
Students may wear long pants that: 
 Are neat and clean 
 Are composed of intact and opaque fabric 
 Meet the safety requirements set forth by specific student activities (i.e., shop, 

laboratories) 
 

B. Footwear: 
Students shall wear shoes/sneakers/boots that: 
 Are neat, clean, and intact 
 Are not a safety hazard to self or others 

 Note: footwear must be worn at all times 
 

C. Shorts (Skorts): 
Students may wear shorts that: 
 Are neat and clean 
 Are constructed of intact and opaque fabric 
 Meet the requirements set forth by specific student activities (i.e., shop, laboratories) 
Students may not wear shorts that: 
 Have an inseam of less than three inches 
 Are revealing or provocative 

 
D. Skirts: 

Students may wear skirts that: 
 Are neat and clean 
 Are intact and constructed of opaque fabric 
 Meet the requirements of specific student activities (i.e., shop, laboratories) 
Students may not wear skirts that: 
 Are revealing or provocative 
 Are higher than mid-thigh 

 
E. Shirts: 

Students shall wear a shirt that: 
 Is neat and clean 
 Is intact and constructed of opaque fabric 
 Is constructed with a strap over each shoulder 
 Is long enough to be tucked in 
 Meets the requirements of specific student activities (i.e., shop, laboratories) 
Students shall not wear a shirt that: 
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 Exposes the midriff 
 Is an extremely brief garment; such as:  tube-top, halter top, net-top, see-through, or 

has a plunging neckline (front or back) 
 Has spaghetti straps 

 
F. Dresses: 

Students may wear dresses that meet the descriptions of shirts and skirts listed above  
(same rationale).  

 
G. Outerwear: 

Students may wear a jacket or coat to school as required by weather conditions.  It must 
be removed upon entering the school building and placed in a locker during regular 
school hours and while in school buildings. 

 
H. Hats/Head Apparel 

Hats may be worn in the public areas of a school building (i.e., hallways, lobbies, 
entrances, corridors) and may only be worn in the classroom with the permission of the 
teacher.   
 
NOTE:  Teachers may withdraw permission at their discretion. 

 
I. Gangs: 

Defined:   
The term gang as used in this policy refers to all groups of three or more individuals who 
share a common interest, bond or activity characterized by criminal, delinquent or 
otherwise disruptive conduct engaged in collectively or individually. 
 
Gang attire:   
No manner of grooming or apparel, including clothing, jewelry, hats, emblem and 
badges, which by virtue of color, arrangement, trademark, or attribute is associated with 
or denotes membership in or affiliation with any gang will be permitted in school 
buildings, school grounds, buses or school activities on or off the school campus. 

 
The following are prohibited: 

 Lettering, patches, or insignia on backpacks, handbags, scarves, bandannas, or 
other personal items related to gang activity as recognized by the school 
administration. 

 Use of colors, symbols, or styles related to gang activity as recognized by the 
school administration. 

 
J. Miscellaneous: 

The following are prohibited: 
 Facial or body jewelry that presents a safety concern or serves to disrupt learning 

or orderly, appropriate conduct of students in school.  Earrings for both male and 
female students are permitted. 

 Wallet chains. 
 Sunglasses or tinted eye wear worn inside school buildings. 

 
Clubs, teams, and other groups of students must follow the “opt-out” provisions prior to 
wearing attire with the same or similar color, lettering, or insignia. 

 
Each building principal or his or 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.  



 52

 
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, but not limited to, in-school suspension for the day.  Any student 
who repeatedly fails to comply with the dress code shall be subject to further discipline, 
up to and including, but not limited to, out-of-school suspension.  

 
K. Opt-out Provision:  

School administration must be contacted regarding exemption from the dress code policy 
when religious, cultural, or medical reasons exist.  The opt-out provision shall be utilized 
prior to the occurrence of a dress code violation.  If a request for an opt-out is denied the 
applicant may appeal the denial to the superintendent within five school days.  If the 
superintendent denies the application, the applicant may appeal the denial to the Board of 
Education within five days of the superintendent’s written denial.  The decision of the 
board will be final.   

 
VI. 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 the students’ ability to 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 penalties for their conduct. 
 
A student shall be subject to disciplinary action in relation to the following:  
 

a) Being under the influence of an alcoholic beverage, drinking an alcoholic beverage or in 
possession of an alcoholic beverage on school premises (including buildings or grounds) 
or on a bus going to or from a school function or a school-sponsored function.  Alcoholic 
beverages shall mean and include alcohol, spirits, liquor, wine, beer and cider having 
alcoholic content.  

b) The use, possession, sale, gift, sharing or distribution of any drug or controlled substance, 
including prescription/over the counter drugs, marijuana or any instruments for the use of 
such drugs, controlled substance or marijuana such as a pipe, syringe or other 
paraphernalia, while on school premises (including buildings or grounds) or on a bus 
going to or from a school function or school-sponsored function.  Excepted is any drug 
taken in accordance with a current prescription signed by a physician, which is to be 
taken by the particular student at the time in question in concert with district’s procedure 
regarding medications. 
 
Note: If an administrator has suspicion that a student has consumed alcohol or has taken 
an illegal substance prior to or during school hours or at a school sponsored event, the 
student will be administered an alcosensor test or an oral (saliva) fluid based drug test as 
appropriate (any refusal to take either test will be considered as an admission of guilt). 
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c) Stealing, lying, cheating, plagiarism, copying, altering records, other acts of dishonesty or 

assisting others to any of the aforementioned.  (High School students see Honor Code) 
d) Engaging in conduct and/or behavior that endangers the health, safety and welfare of 

others.  Examples include [but are not limited to]:  bullying, intimidation, hazing, 
threatening, menacing, harassing or assisting others in any of the aforementioned.  

e) Engaging in any act of discrimination or harassment as defined in this code.   
f) Fighting or causing physical harm to another.  
g) Disrespect toward school personnel (faculty or staff).  
h) Possession or use of a weapon, which constitutes a firearm or destructive device, on 

school premises.  School premises include school grounds, school buildings, a school bus 
or school sponsored activities at off campus locations.  

i) Possession or use of knives or other weapons not included in section (g) on school 
premises.  School premises include school grounds, school buildings, a school bus or 
school sponsored activities at off campus locations. 

j) Students are not permitted to use electronic devices such as cell phones, MP3 players, 
iPods, radios, headsets, CD players, laser pointers, electronic games, etc. in school.  The 
use of such electronic communication devices such as cell phones, texting devices, 
recording devices, etc., without prior consent of the principal’s or his/her designee’s 
consent is prohibited and will result in disciplinary action. 

k) Misuse or unauthorized use of technology including, but not limited to, school phones, 
computers, software, intra/internet or inappropriate web sites.  

l) Failure to comply with the directions of a teacher, administrator or other school 
employee.  

m) Trespassing – students are not permitted in other school buildings (other than the one 
they attend) without prior permission from the administration in charge of the building.  

n) Engaging in acts of sexual harassment as defined in the district's sexual harassment 
policy.  

o) Using in either words, clothing, or signs, profane, lewd, vulgar, abusive language or 
words, which may incite or defame another person. 
Note: Defame means to attack the good name of another by making false or unprivileged 
statements or representations about an individual or identifiable group of individuals that 
harms or intends to harm the reputation of a person or persons by demeaning them. 

p) Selling, using, sharing or possessing obscene material. 
q) Gambling 
r) Lateness for, missing or leaving school or class without permission or an excuse given by 

a faculty member.  
s) Any willful act, which disrupts the normal operation of the school community.   
t) Possessing tobacco products of any kind while on school district property, school 

transportation or at a school function. 
u) Smoking a cigarette, cigar, pipe, e-cigarette or vaporizer or using chewing or smokeless 

tobacco on school premises (including buildings or grounds) or on a bus going to or from 
a school function or a school-sponsored function.  

v) Disrupting the educational process.  
w) Interfering with the teacher's authority over the classroom.  
x) Acting as a violent pupil.  
y) Intentionally damaging or destroying the personal property of a student, visitor, teacher, 

administrator, or other district employee. 
z) Violates the civil rights of another student.  
aa) Violates the district’s dress code.  
bb) Engaging in misconduct while on a school bus 
cc) Disruptive Behavior 

 
Note: Acting in concert with or instigating others to do any of the above is also prohibited. 
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VII.  Incident Reporting and Investigation 
 
Although it can be difficult to step forward, the district can’t effectively address bullying if 
incidents are not reported.  Students who have been bullied, parents whose children have been 
bullied or other students or staff who observe bullying behavior are encouraged and expected to 
make a verbal and/or written complaint to any school personnel in accordance with the training 
and guidelines provided.  Staff who observe or learn of incident(s) of bullying are required, in 
accordance with State law, to make an oral report to the Building DAC.  Appeals shall be 
forwarded to the DAC at Mount Sinai School District, 118 North Country Road, Mount Sinai, 
New York 11766 within one school day and to fill out the district reporting form within two 
school days.  If a staff person is unsure of the reporting procedure, he/she is expected to inquire 
about how to proceed by speaking with his/her supervisor.  A district employee may be deemed 
to have permitted unlawful discrimination or harassment if he/she fails to report an observed 
incident, whether or not the target complains. 
 
At all times, complaints will be documented, tracked and handled in accordance with the 
regulations and procedures accompanying this policy, or, if applicable, 0100 Equal Opportunity 
and Nondiscrimination, or 0110, Sexual Harassment and the district’s Code of Conduct.  The 
Dignity Act Coordinator (DAC) will prepare a report for the Superintendent based on complaints 
filed.  Incidents will be included in the Violent and Disruptive Incident Reporting (VADIR) 
system when applicable. 
 
An equitable and thorough investigation will be carried out by the Building DAC.  In addition, 
the results of the investigation shall be reported back to both the target and the accused.  If either 
of the parties disagree with the results of the investigation, they can appeal the findings.  Verified 
bullying incidents that meet the criteria established by the state will be included in the statewide 
reporting system when applicable, in accordance with law and regulation. 
 
The Board has access to the annual VADIR report, as well as any other state required report 
relevant to bullying and/or school climate, for each building and for the district as a whole.  
Based on the review of the data, the Board may consider further action, including but not limited 
to modification of this policy and additional training. 
 
Note: In the case of a weapon found, particularly a firearm or destructive device, a call to 911 
shall be made immediately.   
 
VIII.  Disciplinary Penalties  
 
Procedures and Referrals - 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 and fair so as to be the most effective in 
changing student behavior.  In determining the appropriate disciplinary action, school personnel 
authorized to impose disciplinary penalties will consider the following: 

 The student’s age. 
 The nature of the offense and the circumstances that led to the offense. 
 The student’s prior disciplinary record. 
 The effectiveness of other forms of discipline. 
 Information from parents, teachers and/or others, as appropriate. 
 Other extenuating circumstances. 
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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. 
 

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 range of penalties, which 
may be imposed for the conduct set forth in Section VI, is as follows:  

 Verbal (i.e. oral) warning;  
 Written warning;  
 Written notification to parent;   
 Probation;  
 Reprimand;  
 Detention;  
 Suspension from transportation;  
 Suspension from athletic participation;  
 Suspension from social or extracurricular activities;  
 Suspension of other privileges;  
 Exclusion from a particular class;  
 Involuntary transfer; or  
 Suspension from instruction.  

 
When the student repeatedly is substantially disruptive of the educational process (u) or 
substantially interferes with the teacher's authority over the classroom (v), or is violent 
(w), he/she will be suspended for a minimum of five (5) days subject, however, to 
mitigation; the matter will be thoroughly investigated by the building administration and 
the discipline imposed will reflect the finding of the investigator.  In all likelihood, repeat 
offenders will receive a harsher level of discipline (up to and including a 
Superintendent’s hearing) than first time offenders.  
 
Any suspension from attendance upon instruction for violation of any section may be 
imposed only in accordance with Education Law § 3214(3).  
The type and extent of punishment for violations of all sections except section (g) and 
beyond the minimum in relation to sections (u), (v), and (w) shall be based upon the 
thorough investigation by the building administration; the discipline imposed will reflect 
the finding of the investigator.  In all likelihood repeat offenders will receive a harsher 
level of discipline (up to and including a Superintendent’s hearing) than first time 
offenders.  

 
In accordance with the Gun-Free Schools Law (20 U.S.C.A. § 3351), the Gun-Free 
Schools Act of 1994(20 U.S.C.A. §8921)~ New York State Education Law § 3214 (3), 
and this board policy, the punishment for violation of Section (g) shall be a suspension 
from attendance upon instruction for a period of not less than one calendar year, unless 
the superintendent shall determine to modify such punishment.  The superintendent's 
determination shall be on a case-by-case basis.   

 
The term “firearm” as used in Section (g) is defined in 18 U.S. C.A. § 921 (3) and shall 
include any weapon, including a starter gun, which will or is designed to or may readily 
be converted to expel a projectile by the action of an explosive; the frame or receiver of 
any such weapon; any firearm muffler or firearm silencer; or any destructive device.  The 
term "destructive device" means any explosive, incendiary, or poison gas, bomb, grenade, 
rocket having a propellant charge of more than four ounces, missile having an explosive 
or incendiary charge of more than one-quarter ounce, mine or any device similar to any 
of those devices already described in this paragraph.  Except that "destructive device” 
shall not mean any device not designed or redesigned for use as a weapon.   
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The superintendent shall refer a pupil who has been determined to have violated section 
(g) as follows:  

 If the pupil is under 16 years of age to the Family Court in accordance with the 
Family Court Act, Article 3.  

 If the pupil is 16 years of age or older to the appropriate law enforcement agency.  
 
The term "violent pupil" is defined as follows: (However, it is to be recognized that an 
“act of violence” upon another student may be warranted to avoid a higher act of 
violence being committed; or avoiding the placing in severe jeopardy a third party 
student or staff member; or being required to avoid the student suffering bodily injury to 
himself/herself.) 

 
A violent pupil is an elementary or secondary student under twenty-one years of age 
who:  

 commits an act of violence upon a teacher, administrator or other school 
employee;  

 commits, while on school district property, an act of violence upon another 
student or any other person lawfully upon said properly;  

 possesses, while on school district property, a gun, knife, explosive or incendiary 
bomb, or other dangerous instrument capable of causing physical injury or death;  

 displays, while on school district property, what appears to be a gun, knife, 
explosive or incendiary bomb or other dangerous instrument capable of causing 
death or physical injury;  

 threatens, while on school district property, to use any instrument that appears 
capable of causing physical injury or death;  

 knowingly and intentionally damages or destroys the personal property of a 
teacher, administrator, other school district employee or any person lawfully 
upon school district property; or  

 knowingly and intentionally damages or destroys school district property.  
 

The term "disruptive pupil" is defined as:  
 
 A disruptive pupil is an elementary or secondary student under twenty-one years of age 

who is substantially disruptive of the educational process or substantially interferes with 
the teacher's authority over the classroom.  

 
A teacher may remove a disruptive student from the classroom for a period not to exceed 
five class days in relation to (u) or (v).  

 
School property or school premises means in or within any building, structure, athletic 
playing field, playground, parking lot, or land contained within the real property 
boundary line of the schools of the district or in, or on a school bus.  

 
A school function shall mean a school-sponsored extracurricular event or activity.  

 
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. 
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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 guidance counselor or other district staff 
member for counseling.  Time-honored classroom 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 five (5) 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 parents, 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 parents.  Where possible, notice 
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should also be provided by telephone if the school has been provided with a telephone 
number(s) for the purpose of contacting parents.  
 
The teacher who ordered the removal will attend the 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: 

 The charges against the student are not supported by substantial evidence. 
 The student’s removal is otherwise in violation of law, including the district’s 

code of conduct.  
 The conduct warrants suspension from school pursuant to Education Law §3214 

and a suspension will be imposed. 
 

The principal or his or 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, if a conference is requested.  
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 or 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.  
 
 
 
 
 
Suspension from school 
 
Suspension from school is a penalty, which may be imposed 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 responsibility for 
the suspension of students with the superintendent and the building principals. 
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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 (5 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 not satisfied with the 
decision and wish to pursue the matter, they must file a written appeal to the 
superintendent within five 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 within 30 days of the decision. 

 
b) Long-term (more than 5 days) suspension from school 

When the superintendent or building principal determines that a suspension for more than 
five days may be warranted, he or she shall give reasonable notice to the student and the 



 60

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 steno-
graphic 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 that 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 10 business 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 
within 30 days of the decision. 

 
C. Minimum Periods of Suspension – In accordance with the regulations of the 

Commissioner, the student Code of Conduct must include minimum periods of suspension 
for so-called “violent students” and students who are repeatedly “substantially 
disruptive of the educational process” or who “substantially interfere with a teacher’s 
authority over the classroom.” 

 
 Sections “a”, “b”, and “c” address those minimum periods of suspension.  However, it 

is to be recognized that such minimum suspension periods are to be subject to reductions 
dependent upon the circumstances. 

 
a) Students who bring a weapon to school  

Any student found guilty of bringing a weapon onto school property would 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.  In 
addition, if a student is disabled, there shall first be a meeting of the CSE to determine 
manifestation.  

 
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: 

 The student’s age 
 The student’s grade in school 
 The student’s prior disciplinary record 
 The superintendent’s belief that other forms of discipline may be more effective 
 Input from parents, teachers and/or others 
 Other extenuating circumstances 

 
A student with a disability may be suspended only in accordance with the requirements 
of state and federal law. 

 
b) Students who commit violent acts other than bringing a weapon to school 

Any student 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 



 61

the proposed penalty is the minimum five-day suspension, the student and the student’s 
parents 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 parents will be given the 
same notice and opportunity for a hearing given to all students subject to a long-term 
suspension.  If a student has a disability, a manifestation determination by the CSE may 
have to be made in appropriate circumstances.  
 
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.  
 

c) Students who are repeatedly substantially disruptive of the educational process or 
repeatedly substantially interferes with the teacher’s authority over the classroom 
Any student 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 
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.  If the proposed penalty is the 
minimum five-day suspension, the same notice and opportunity for an informal 
conference will be given to 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 students subject to a 
long-term suspension.  If a student has a disability, a manifestation determination by the 
CSE may have to be made in appropriate circumstances.  

 
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.  

 
IX. Referrals and Remedies  

 
a) Counseling - The guidance office shall handle all referrals of students to counseling.  
 
b) 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: 
 Being habitually truant and not attending school as required by part one of 

Article 65 of the Education Law 
 Engaging in an ongoing or continual course of conduct that makes the student 

ungovernable or habitually disobedient and beyond the lawful control of the 
school 

 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 

 
c) 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: 
 Any student under the age of 16 who is found to have brought a weapon to 

school  
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 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.  
 

X. Alternative Instruction 
 
When a teacher removes a student of any age from class or a student of compulsory attendance 
age is suspended from school pursuant to Education Law §3214, the district will take immediate 
(immediate does not mean instantaneous) steps to provide alternative means of instruction for the 
student.  
 
XI. Discipline of Students with Disabilities 
 
The board recognizes that it may be necessary to suspend, remove or otherwise discipline 
students with disabilities to address disruptive or problem behavior.  The board also recognizes 
that students with disabilities are entitled to certain procedural protections whenever school 
authorities intend to impose discipline upon them.  The board is committed to ensuring that the 
procedures followed for suspending, removing or otherwise disciplining students with disabilities 
are consistent with the procedural safeguards required by applicable laws and regulations.  
 
This code of conduct affords students with disabilities subject to disciplinary action no greater or 
lesser rights than those expressly afforded by applicable federal and state law and regulations. 
 

A. Authorized Suspensions or Removals of Students with Disabilities - For purposes of 
this section of the code of conduct, the following definitions apply.  
 A “suspension” means a suspension pursuant to Education Law § 3214. 
 A “removal” means a removal for disciplinary reasons from the student’s current 

educational placement other than a suspension and change in placement to an interim 
alternative educational setting (IAES) ordered by an impartial hearing officer because 
the student poses a risk of harm to himself or herself or others. 

 An “IAES” means a temporary educational placement for a period of up to 45 days, 
other than the student’s current placement at the time the behavior precipitating the 
IAES placement occurred, that enables the student to continue to progress in the 
general curriculum, although in another setting, to continue to receive those services 
and modifications, including those described on the student’s current individualized 
education program (IEP), that will enable the student to meet the goals set out in such 
IEP, and include services and modifications to address the behavior which 
precipitated the IAES placement that are designed to prevent the behavior from 
recurring. 

 
School personnel may order the suspension or removal of a student with a disability from 
his or her current educational placement as follows: 
 The board, the district (BOCES) superintendent of schools or a building principal 

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 and not to 
exceed the amount of time a non-disabled student would be subject to suspension for 
the same behavior. 

 The superintendent may order the placement of a student with a disability into an 
IAES, another setting or suspension for up to 10 consecutive school days, inclusive 
of any period in which the student has been suspended or removed under 
subparagraph (a) above for the same behavior, if the superintendent determines that 
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the student has engaged in behavior that warrants a suspension and the suspension or 
removal does not exceed the amount of time non-disabled students would be subject 
to suspension for the same behavior. 

 The superintendent may order additional suspensions of not more than 10 
consecutive school days in the same school year for separate incidents of misconduct, 
as long as those removals do not constitute a change of placement. 

 The superintendent may order the placement of a student with a disability in an IAES 
to be determined by the committee on special education (CSE), for the same amount 
of time that a student without a disability would be subject to discipline, but not more 
than 45 days, if the student carries or possesses a weapon to school or to a school 
function, or the student knowingly possesses or uses illegal drugs or sells or solicits 
the sale of a controlled substance while at school or a school function. 

 
a) “Weapon” means the same as “dangerous weapon” under 18 U.S.C. § 930(g)(h), 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.  
 

b) “Controlled substance” means a drug or other substance identified in certain provisions 
of the federal Controlled Substances Act specified in both federal and state law and 
regulations applicable to this policy. 
 

c) “Illegal drugs” means a controlled substance except for those legally possessed or used 
under the supervision of a licensed health-care professional or that is legally possessed or 
used under any other authority under the Controlled Substances Act or any other federal 
law. 

 
Subject to specified conditions required by both federal and state law and regulations, an 
impartial hearing officer may order the placement of a student with a disability in an IAES 
setting for up to 45 days at a time, if maintaining the student in his or her current educational 
placement poses a risk of harm to the student or others. 

 
B. Change of Placement Rule 

A disciplinary change in placement means a suspension or removal from a student’s 
current educational placement that is either: 

 for more than 10 consecutive school days; or 
 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 and because of such factors as the 
length of each suspension or removal, the total amount of time the student is 
removed and the proximity of the suspensions or removals to one another. 

 
School personnel may not suspend or remove a student with disabilities if imposition of 
the suspension or removal would result in a disciplinary change in placement based on a 
pattern of suspension or removal.  

 
However, the district may impose a suspension or removal, which would otherwise result 
in a disciplinary change in placement, based on a pattern of suspensions or removals if 
the CSE has determined that the behavior was not a manifestation of the student’s 
disability, or the student is placed in an IAES for behavior involving weapons, illegal 
drugs or controlled substances. 

 
C. Special Rules Regarding the Suspension or Removal of Students with Disabilities.   

The district’s Committee on Special Education shall: 
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 Conduct functional behavioral assessments to determine why a student engages 
in a particular behavior, and develop or review behavioral intervention plans 
whenever the district is first suspending or removing a student with a disability 
for more than 10 school days in a school year or imposing a suspension or 
removal that constitutes a disciplinary change in placement, including a change 
in placement to an IAES for misconduct involving weapons, illegal drugs or 
controlled substances.  If subsequently, a student with a disability who has a 
behavioral intervention plan and who has been suspended or removed from his or 
her current educational placement for more than 10 school days in a school year 
is subjected to a suspension or removal that does not constitute a disciplinary 
change in placement, the members of the CSE shall review the behavioral 
intervention plan and its implementation to determine if modifications are 
necessary.  If one or more members of the CSE believe that modifications are 
needed, the school district shall convene a meeting of the CSE to modify such 
plan and its implementation, to the extent the committee determines necessary. 

 Conduct a manifestation determination review of the relationship between the 
student’s disability and the behavior subject to disciplinary action whenever a 
decision is made to place a student in an IAES either for misconduct involving 
weapons, illegal drugs or controlled substances or because maintaining the 
student in his current educational setting poses a risk of harm to the student or 
others; or a decision is made to impose a suspension that constitutes a 
disciplinary change in placement.  The parents of a student who is facing 
disciplinary action, but who has not been determined to be eligible for services 
under IDEA and Article 89 at the time of misconduct, shall have the right to 
invoke applicable procedural safeguards set forth in federal and state law and 
regulations if, in accordance with federal and state statutory and regulatory 
criteria, the school district is deemed to have had knowledge that the child was a 
student with a disability before the behavior precipitating disciplinary action 
occurred. If the district is deemed to have had such knowledge, the student will 
be considered a student presumed to have a disability for discipline purposes. 

 The superintendent, building principal or other school official imposing a 
suspension or removal shall be responsible for determining whether the student is 
a student presumed to have a disability. 

 A student will not be considered a student presumed to have a disability for 
discipline purposes if, upon receipt of information supporting a claim that the 
district had knowledge the student was a student with a disability, the district 
either: 
a) conducted an individual evaluation and determined that the student is not a 

student with a disability, or 
b) determined that an evaluation was not necessary and provided notice to the 

parents of such determination, in the manner required by applicable law and 
regulations. 

 
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 a request for an individual evaluation is made while such non-disabled 
student is subjected to a disciplinary removal, an expedited evaluation shall be conducted 
and completed in the manner prescribed by applicable federal and state law and 
regulations.  Until the expedited evaluation is completed, the non-disabled student who is 
not a student presumed to have a disability for discipline purposes shall remain in the 
educational placement determined by the district, which can include suspension.  
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The district shall provide parents with notice of disciplinary removal no later than the 
date on which a decision is made to change the placement of a student with a disability to 
an IAES for either misconduct involving weapons, illegal drugs or controlled substances 
or because maintaining the student in his/her current educational setting poses a risk of 
harm to the student or others; or a decision is made to impose a suspension or removal 
that constitutes a disciplinary change in placement.  
 
The procedural safeguards notice prescribed by the commissioner shall accompany the 
notice of disciplinary removal. 
 
The parents of a student with disabilities subject to a suspension of five consecutive 
school days or less shall be provided with the same opportunity for an informal 
conference available to parents of non-disabled students under the Education Law.  
 
Superintendent hearings on disciplinary charges against students with disabilities subject 
to a suspension of more than five school days may be bifurcated into a guilt phase and a 
penalty phase in accordance with the procedures set forth in the Commissioner’s 
regulations incorporated into this code. 
 
The removal of a student with disabilities other than a suspension or placement in an 
IAES shall be conducted in accordance with the due process procedures applicable to 
such removals of non-disabled students, except that school personnel may not impose 
such removal for more than 10 consecutive days or for a period that would result in a 
disciplinary change in placement, unless the CSE has determined that the behavior is not 
a manifestation of the student’s disability.  
 
During any period of suspension or removal, including placement in an IAES, students 
with disabilities shall be provided services as required by the Commissioner’s regulations 
incorporated into this code. 
 

D. Expedited Due Process Hearings 
An expedited due process hearing shall be conducted in the manner specified by the 
Commissioner’s regulations incorporated into this code, if: 

 The district requests such a hearing 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, or 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. 

 The parent requests such a hearing from a determination that the student’s 
behavior was not a manifestation of the student’s disability, or relating to any 
decision regarding placement, including but not limited to any decision to place 
the student in an IAES. 
 

During the pendency of an expedited due process hearing or appeal regarding the 
placement of a student in an IAES for behavior involving weapons, illegal drugs or 
controlled substances, or on grounds of dangerousness, or regarding a determination that 
the behavior is not a manifestation of the student’s disability for a student who has been 
placed in an IAES, the student shall remain in the IAES pending the decision of the 
impartial hearing officer or until expiration of the IAES placement, whichever occurs 
first, unless the parents and the district agree otherwise. 
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If school personnel propose to change the student’s placement after expiration of an 
IAES placement, during the pendency of any proceeding to challenge the proposed 
change in placement, the student shall remain in the placement prior to removal to the 
IAES, except where the student is again placed in an IAES. 
 
An expedited due process hearing shall be completed within 15 business days of receipt 
of the request for a hearing.  Although the impartial hearing officer may grant specific 
extensions of such time period, he or she must mail a written decision to the district and 
the parents within five business days after the last hearing date, and in no event later than 
45 calendar days after receipt of the request for a hearing, without exceptions or 
extensions. 

 
E.  Referral to law enforcement and judicial authorities 

In accordance with the provisions of IDEA and its implementing regulations: 
 The district may report a crime committed by a child with a disability to 

appropriate authorities, and such action will not constitute a change of the 
student’s placement. 

 The superintendent shall ensure that copies of the special education and 
disciplinary records of a student with disabilities are transmitted for consideration 
to the appropriate authorities to which a crime is reported. 

 
XII. Corporal Punishment 
 
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: 

 Protect oneself, another student, teacher or any person from physical injury. 
 Protect the property of the school or others. 
 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 as required by law. 
 
XIII. Student Searches and Interviews 
 
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.  In addition, the board 
authorizes the superintendent, building principals, the school nurse and district security officials 
to conduct searches of students and their belongings 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. 
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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 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. Strip Searches 

There shall be no strip searches. 
 

C. 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: 
 

 A search or an arrest warrant; or 
 Probable cause to believe a crime has been committed on school property or at a 

school function; or 
 Been invited by school officials. 

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

 They must be informed of their legal rights 
 They may remain silent if they so desire 
 They may request the presence of an attorney 
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D. 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 the building principal or his or her designee.  The principal or his or 
her 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 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. 

 
XIV. Visitors to the Schools 
 
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 building 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:  

 Anyone who is not a regular staff member or student of the school will be 
considered a visitor. 

 All visitors to the school must report in and register at the reception/security 
desk.  There they will be required to present valid photo identification 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 sign out upon leaving.  

 Visitors attending school functions that are open to the public, such as parent-
teacher organization meetings or public gatherings, are not required to register. 

 Parents or citizens who wish to observe a classroom while school is in session are 
required to arrange such visits in advance with the principal and classroom 
teacher(s), so that class disruption is kept to a minimum. 

 Teachers are expected not to take class time to discuss individual matters with 
visitors. 

 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. 

 All visitors are expected to abide by the rules for public conduct on school 
property contained in this code of conduct. 
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XV. 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: 

 Intentionally or recklessly injure any person or threaten to do so 
 Intentionally or recklessly 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 

 Disrupt the orderly conduct of classes, school programs or other school activities 
 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 

 Intimidate, harass or discriminate against any person on the basis of race, color, 
creed, national origin, religion, age, gender, sexual orientation or disability 

 Enter any portion of the school premises without authorization or remain in any 
building or facility after it is normally closed 

 Obstruct the free movement of any person in any place to which this code applies 
 Violate the traffic laws, parking regulations or other restrictions on vehicles 
 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 

 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 

 Loiter on or about school property 
 Gamble on school property or at school functions  
 Refuse to comply with any reasonable order of identifiable school district 

officials performing their duties 
 Willfully incite others to commit any of the acts prohibited by this code 
 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: 
 
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. 
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Students.  They shall be subject to disciplinary action as the facts may warrant, in 
accordance with the due process requirements. 
 
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. 
 
Staff members in the classified service of the civil service are 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. 
 
Staff members, other than those described in the preceding paragraph and this one, shall 
be subject to warning, reprimand, suspension or dismissal as the facts may warrant in 
accordance with any legal rights they may have. 
 

C. Enforcement  
The building principal, or his or her designee, shall be responsible for enforcing the 
conduct required by this code.  
 
When the building 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 his or her designee shall tell the individual 
that the conduct is prohibited and attempt to persuade the individual to stop.  The 
principal, or his or her 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 his or her 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.  

 
XVI. 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: 

 Providing a copy of the “Code of Conduct” to all students at the beginning of 
each school year.  The “Code of Conduct” will be in student handbooks, which 
are provided to students and parents. 

 Posting the “Code of Conduct” on the “School District Website.” 
 Providing all current teachers and other staff members with a copy of the “Code 

of Conduct” and a copy of any amendments to the “Code” as soon as practicable 
after adoption. 

 Providing all new employees with a copy of the “Code of Conduct” when they 
are hired. 

 Making copies of the “Code of Conduct” available for review by students, 
parents and other community members.  Copies of the “Code of Conduct” are 
also available upon request. 
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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. 
 
The Board of Education 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 students, teachers, administrators, 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 no later than 
30 days after adoption. 
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EARLY GRADUATION 
 

Consistent with the commissioner’s decision, students who seek early graduation are encouraged 
to do so; however, they must complete all local and state requirements as needed for graduation 
with the exception of the fourth year of physical education.  Pursuant to Section 1000.5 (a) (3) of 
the Regulations of the Commissioner of Education this requirement is waived for early graduates.  
The minimum number of credits needed for graduation, however, remains at 24. 
 
The Board of Education may, at its discretion, award the designation of co-valedictorian or co-
salutatorian to the individual student who completed four years of instruction at the high school 
and scored the highest average of all those completing four years.  
 
 
GRADE WEIGHTING, CLASS RANK AND VALEDICTORIAN DETERMINATION 
 
The Mount Sinai Board of Education recognizes that some academic programs are more rigorous 
and challenging than others.  The grade weighting protocol recognizes that reality and rewards 
students for taking more challenging and rigorous courses of study. 
 
Grade Weighting:  Grades will be weighted on a scale as follows: 
 

 AP Courses will be multiplied by a factor of 1.15 
 Honors and Accelerated courses will be multiplied by a factor of 1.05 

 
The aforementioned weighting protocol establishes the relationship between all courses and those 
designated in the categories noted above. 
 
Grade Point Average:  Student grade point averages will be determined at the end of each 
semester except as noted for valedictorian and salutatorian (see below), based upon the 
aforementioned grade weighting protocol.  Academic averages reported to colleges on student 
transcripts shall remain unweighted. 
 
Valedictorian/Salutatorian:  The valedictorian and salutatorian for graduating students will be 
calculated and rank ordered at the end of the third quarter of the year in which the class graduates.  
Such determination will be final and no adjustments, thereafter, shall take place. 
 
 
INTERSCHOLASTIC ATHLETIC PARTICIPATION FOR PHYSICAL EDUCATION 
CREDIT 
 
Students in grades 9-12 who participate in two or more Mount Sinai interscholastic athletic teams 
may appeal to the principal and athletic director to opt out of physical education class in the year 
they participate in those sports provided that one or more of the following situations exists: 
 

 The student’s request is based on the student’s desire to take another course that cannot 
be accommodated through a change in the student’s schedule. 

 The student’s schedule is full with no study halls in the schedule. 
 The student wishes to attend a BOCES program and by taking a physical education class 

their enrollment would be prohibited. 
 
If the student’s request is granted, and subsequently the student does not participate in one or 
more of the Mount Sinai interscholastic athletic teams, the student will immediately be enrolled 
in a physical education class. 
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The principal will be authorized to rule on any procedural or conditional aspect relative to the 
above that has not been outline in the policy. 
 
 
PRESCHOOL SPECIAL EDUCATION 
 
The Board of Education recognizes the value of special education and its responsibility in 
ensuring that all resident preschool children with handicapping conditions have the opportunity to 
participate in special programs and services from which they may benefit.  Prior to July 1, 1991, 
the board must ensure such opportunity only to the extent that an approved preschool program is 
available within a reasonable distance from the childcare location.  The board authorizes the 
superintendent to establish administrative practices and procedures to carry out this 
responsibility.  Such administrative practices and procedures shall include: 
 

 Locating and identifying all preschool children with handicapping conditions who reside 
in the district and are eligible to attend a preschool program in accordance with the 
relevant provisions of the Education Law during the next year.  The register of children 
eligible to attend a preschool program is to be maintained and revised annually by the 
Committee on Preschool Special Education (CPSE). 

 Ensuring that the parents of preschool age children with handicapping conditions have 
received and understand the request for consent for evaluation of their child 

 Developing an individualized education program (IEP) for each preschool age child with 
a handicapping condition 

 Appointing and training appropriately qualified personnel including the members of a 
CPSE 

 Maintaining lists of State Education Department approved preschool programs within the 
county and adjoining counties in which the district is located 

 Reporting to the State Education Department the number of children with handicapping 
conditions that are being served, as well as those not served 

 
The Board of Education hereby establishes the CPSE as required under the Education Law.  Its 
responsibilities will include the evaluation and recommendation for placement in appropriate 
approved programs and the provision of appropriate special education programs and services for 
each preschool child with a handicapping condition.  The CPSE shall review, at least annually, 
the status of each preschool child with a handicapping condition. 
 
CONDITIONAL AND EMERGENCY CONDITIONAL APPOINTMENTS 
 
The Administrator in charge of the program in which the conditional hire or emergency 
conditional hire is employed shall take such steps as are prudent and necessary to ensure the 
protection of children in the charge of the conditional appointee or emergency conditional 
appointee. 
 
 
LIMITED ENGLISH PROFICIENCY INSTRUCTION 
 
The Board of Education believes that students, who, by reason of foreign birth or ancestry, have 
Limited English Proficiency, will be more effective learners of both the language and the 
curriculum if they receive instruction in both their native language and English.  The district will, 
therefore, make every effort to ensure that Limited English Proficient (LEP) students are provided 
with an appropriate program of transitional bilingual education or freestanding English as a 
second language program. 
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Pursuant to this policy and the regulations of the Commission of Education, the Superintendent is 
directed to develop appropriate administrative regulations to ensure that LEP students are: 
 

 Diagnostically screened for Limited English Proficiency, in accordance with Part 117 of 
the Commissioner’s Regulations.  Those students who, according to their scores, are 
identified, as LEP will be annually evaluated.  Included in the evaluation shall be each 
student’s performance in content areas to measure academic progress; 

 Assured of access to appropriate instructional and support services including guidance 
programs 

 Assured of having equal opportunities to participate in all school programs and 
extracurricular activities as non-LEP students 

 
The superintendent shall be responsible for ensuring that the commissioner is provided with all 
information required under the Commissioner’s Regulation and that the district provides 
appropriate school-related information to the parents of LEP students in English, or when 
necessary, in the language they understand.  In addition, the superintendent shall ensure that all 
teachers employed for any bilingual and/or ESL program are properly certified in accordance 
with the Commissioner’s Regulation. 
 
 
SEXUAL HARASSMENT  
 
It is policy of the district that all employees and students have a right to work or study in an 
environment free of discrimination, which encompasses freedom from sexual harassment. The 
district strongly disapproves of sexual harassment of its employees or students in any form, and 
states that all employees as well as students at all levels of the district must avoid offensive or 
inappropriate sexual or sexually harassing behavior at school, on school grounds, school 
functions, and on school transportation and will be held responsible for ensuring that such 
workplace is free from sexual harassment. Specifically, the district prohibits the following:  
 

 Unwelcome sexual advances  
 Requests for sexual favors, whether or not accompanied by promises or threats with 

regard to the student-teacher, student-student or employment relationship  
 Other verbal or physical conduct of a sexual nature made to any employee or student that 

may threaten or insinuate either explicitly or implicitly that any person's submission to or 
rejection of sexual advances will in any way influence any decision regarding that 
person's employment, evaluation, wages, advancement, assigned duties, shifts, academic 
performance, or any other condition of employment, academic or career development  

 Any verbal or physical conduct that has the purpose or effect of substantially interfering 
with a person's ability to perform the individual's duties  

 Any verbal or physical conduct that has the purpose or effect of creating an intimidating, 
hostile or offensive working or academic environment  

 
Such conduct may result in disciplinary action up to and including dismissal or suspension upon 
instruction.  
 
Other sexually harassing conduct in the workplace, whether physical or verbal, committed by 
supervisors or non-supervisory personnel or students is also prohibited. This behavior includes 
but is not limited to, commentary about an individual's body, sexually degrading words to 
describe an individual, offensive comments, off-color language or jokes, innuendos, and sexually 
suggestive objects, books, magazines, photographs, cartoons or pictures.  
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Employees or students who have complaints of sexual harassment by anyone in the school 
environment, including any supervisors, co-employees, students, or visitors are urged to report 
such conduct to the compliance officer so that the district may investigate and resolve the 
problem. If the complaint involves the compliance officer, or if the person for any reason is 
uncomfortable in dealing with the compliance officer, the employee or student may go to the 
superintendent or a person appointed by the superintendent to handle the complaint.  
 
The district will endeavor to investigate all complaints as expeditiously and as professionally as 
possible. Where investigations confirm the allegations, appropriate corrective action will be 
taken.  
 
The district will endeavor to maintain the information provided to it in the complaint and 
investigation process as confidentially as possible, consistent with the laws of the state and, if 
applicable, the collective negotiations agreement.  
 
There will be no retaliation against employees or students for reporting sexual harassment or 
assisting the district in the investigation of a complaint. However, if after investigating any 
complaint of harassment or unlawful discrimination, the district learns that the complaint is not in 
good faith or that an employee or student has provided false information regarding the complaint, 
disciplinary action may be taken against the individual who provided the false information.  
 
The procedures to investigate any complaint shall be consistent with the Anti-Discrimination 
Policy and are as follows.   
 
Anti-Discrimination  
 
The school district does not discriminate in employment or in the education programs and 
activities which it operates on the basis of sex, race or handicap in violation of Title IX of the 
Education Amendments of 1972, Title VU of the Civil Rights Act of 1964 or § 504 - of the 
Rehabilitation Act of 1973.  
 
Grievance Procedure 
 
Section 1 
 
If any person believes that the school district or any of the district's staff has failed to apply or has 
inadequately applied the principles or regulations of (1) Title VU of the Civil Rights Act of 1964, 
(2) Title IX of the Education Amendment Act of 1972, or (3) § 504 of the Rehabilitation Act of 
1973, that person may bring forward a complaint, which shall be referred to as a grievance, to the 
district's compliance officer.  
 
Section 2 
 
The complainant shall discuss the grievance informally with the compliance officer, who shall 
investigate the complaint and respond in writing to the complainant.  
 
The complainant may, thereafter, initiate formal procedures according to the following steps:  
 

 
Step (a) -  
A written statement of the grievance signed by the complainant shall be submitted to the 
compliance officer within seven days of receipt of the response to the grievance. The 
compliance officer shall further investigate the matters contained in the grievance and 
shall reply in writing to the complainant within seven days.  
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Step (b) -  
If the complainant wishes to appeal the decision of the compliance officer, the 
complainant may submit a signed statement of appeal to the superintendent within seven 
days after receipt of the compliance officer's response. The superintendent shall meet 
with the complainant and any representative and make such other inquiries, which the 
superintendent deems appropriate. Thereafter, the superintendent shall set forth a 
conclusion and respond in writing to the complainant within 14 days.  
Step (c) -  
If the complainant is not satisfied with the conclusion of the superintendent, the 
complainant may appeal through a signed, written statement to the Board of Education 
within seven days of receipt of the superintendent's response in Step (b). In an attempt to 
resolve the grievance, the Board of Education shall meet with the complainant and any 
representative within 30 days of receipt of such an appeal. The board's written disposition 
of the appeal shall be sent to the complainant within ten days of this meeting.  
Step (d) -  
If the grievance has not been satisfactorily settled at Step (c), further appeal may be made 
to the Office of Civil Rights, Department of Education, Washington, D.C. 20201.  

 
Section 3 
 
The compliance officer, on request, will provide a copy of the district's grievance procedure to 
any employee or student of the district.  
 
A copy of each of the Acts and Regulations upon which this notice is based will be made 
available upon written request directed to the district's compliance officer.  
 
When used in this policy days shall mean calendar days. The words person and complainant shall 
include an employee as well as a student of the district.  
 
Inquiries concerning the non-discriminatory policy may be made to Director, Office for Civil 
Rights, Department of Education, Washington, D.C. 20201.  
 
Publication 
 
The school district shall promulgate this policy and sexual harassment policy as follows:  
 

 These policies shall be published as part or the district's student handbook.  
 These policies shall be provided annually to the president of each bargaining unit.  

 
Annual publications shall contain the name, business address and telephone number of the 
district's compliance officer.  
 
Employment Application 
 
Each employment application of the school district shall contain the following language:  
 

 The school district does not discriminate in employment or in the education programs and 
activities that it operates on the basis of sex, race, or handicap.  

 

SEXUAL HARASSMENT AND ANTI-DISCRIMINATION COMPLAINT FORM 
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Name: ____________________________________   Date ___________________________ 

Job Title: _______________________________________________________________ 

Student/Year or Grade: ___________________ 

Immediate Supervisor or Building Principal: ___________________________________ 

Who was Responsible for the Alleged Improper Action? __________________________ 

________________________________________________________________________ 

Describe the Alleged Improper Action: ________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Date, Time, and Place the Alleged Improper Action Occurred: ______________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

Were There Other Persons Involved with the Event(s)? ____________________________ 

If so, Who was Responsible and Describe Their Involvement: _______________________ 

_________________________________________________________________________ 

List Any Witnesses: _________________________________________________________ 

_________________________________________________________________________ 

What Was Your Reaction to the Event(s)? _______________________________________ 

_________________________________________________________________________ 

Describe Any Subsequent Incidents: ____________________________________________ 

_________________________________________________________________________ 

Signature of Complainant: _________________________________  Date:______________ 

 
 
 
PUBLIC'S RIGHT TO KNOW  
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The Board of Education recognizes and reaffirms its responsibility to keep the public informed on 
matters pertaining to the education of the children of our district.  It will cooperate with 
individuals in the district and with local community groups interested in the schools and will 
provide available information short of making special studies and compiling additional data. 
 
 
PUBLIC RELATIONS GOALS AND OBJECTIVES 
 
The Board of Education, in an effort to ensure and enhance the possibilities for excellence in the 
education of our children in a free society, presents and endorses this statement of policy on 
school and community relations because of its conviction that: 
 

a. The public schools belong in every sense to the people who created them by consent, and 
support them by taxation. 

b. The schools are only as strong as the intelligent and informed support of the people of the 
community. 

c. The support of the people must be based upon their knowledge of, their understanding 
about, and their participation in the aims and efforts of the public schools. 
 

The board, therefore, declares its intent and design to keep the citizens of the district regularly 
and thoroughly informed through all channels of communication on all the policies, programs, 
problems, and planning of the school system, and to carry out this policy through its own efforts 
and those of its superintendent. 
 
To invite the advice and counsel of the people of the school district at all times and especially at 
all monthly regular meetings of the board. 
 
To solicit the sound thinking and studied counsel of the people through advisory committees 
selected from the community and appointed by the Board to consider those problems which 
vitally affect the future of our children and our school district. 
 
 
FREEDOM OF INFORMATION  
 
In compliance with the Freedom of Information Law (Chapter 578, 579, 580 of the Laws of 
1974), the Board of Education has adopted the following procedures: 
 
The Board of Education designates the district clerk, North Country Road, Mt. Sinai, New York, 
as Records Access Officer. 
 
Persons desiring to inspect records of the Board of Education may secure the appropriate form 
and apply in person to the access officer during the usual hours of 8:15 a.m. to 3:45 p.m. of each 
business day, Monday through Friday.  
 
Designated records are available for inspection by appointment at the office of the records access 
officer at the above address at a mutually convenient time during regular business hours.   
 
The charge rate for requested copies of records will be the maximum amount allowed by law.  
For amounts $10.00 and under, payment must be made by personal check.  For amounts over 
$10.00, payment must be made by certified check or money order.   
 
In the case of a request for records inspection being denied, an individual may appeal the decision 
to the Superintendent of Schools and the Board of Education. 
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FERPA (Family Rights and Privacy Act ) – Release of Student Directory Information 
 
For the purpose of this policy, the school district has used the following definitions of terms: 
 
Student – Any person who attends or has attended a program of instruction sponsored by the 
school district. 
 
Eligible Student – A student or former student who has reached age 18 or is attending a post-
secondary school. 
 
Parent – Either natural parent of a student unless his or her rights under the FERPA (Family 
Educational Rights and Privacy Act) has been removed by a court order, state statute or legally 
binding document relating to such matters as divorce, separation or custody that specifically 
revokes these rights, a guardian, or an individual acting as a parent or guardian in the absence of 
the student’s parent or guardian. 
 
Education Records – Any records (in handwriting, print, tape, film, microfilm, microfiche or 
other medium) maintained by the school district, an employee of the district or an agent of the 
district, which is related to a student except: 
 
 Any personal records kept by a school staff member, which meet the following tests: 

 
o It was made as a personal memory aid; 
o It is in the personal possession of the individual who made it; 
o Information contained in it has never been revealed or made available to any 

other person except the maker’s temporary substitute. 
 
 Employment records which are used only in relation to a student’s employment by the 

school district.  (Employment for this purpose does not include activities for which a 
student receives a grade or credit in a course). 

 
 Alumni records, which relate to the student after he or she no longer attends classes 

provided by the school district and the records do not relate to the person as a student. 
 
Personally Identifiable Information – Any data or information that makes the subject of the 
records known.  This includes the student’s name, the student’s parents or other family member’s 
name, the student’s address, the student’s social security number, a list of personal characteristics 
or any other information which would make the student’s identity known. 
 

Annual Notification 
 
Within the first three weeks of each school year, the school district will publish in the legal 
section of a newspaper having general circulation in the district, a notice to parents and eligible 
students of their rights under the FERPA and this policy.  The district also will send home (via 
the student handbook) with each student notification listing these rights.  The handbook will be 
included with a packet of material provided parents or an eligible student when the student enrolls 
during the school year. 
 
 
The notice will include the following: 
 

(1) The right of a student’s parents and an eligible student to inspect and review the 
student’s education records. 
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(2) The intent of the school district to limit the disclosure of information contained in a 
student’s education records except: (a) by the prior written consent of the student’s 
parent or an eligible student, (b) as directory information, or (c) under certain limited 
circumstances, as permitted by the FERPA. 

(3) The right of a student’s parents or an eligible student to seek to correct parts of the 
student’s education records which he or she believes to be inaccurate, misleading or in 
violation of the student’s rights.  These rights include the right to a hearing to present 
evidence that the records should be changed if the district decides not to alter such 
records according to the parent or an eligible student’s request. 

(4) The right of any person to file a complaint with the Department of Education if the 
school district violates the FERPA. 

(5) The procedure that a student’s parents or an eligible student should follow to obtain 
copies of this policy and the location where copies may be obtained. 

 
The district will arrange to provide translation of this notice to non-English speaking parents in 
their native language. 
 

Statement of Rights 
 
Parents and eligible students have the following rights under the Family Educational Rights and 
Privacy Act and this policy: 
 

(1) The right to inspect and review the student’s education records; 
(2) The right to exercise a limited control over other people’s access to the student’s 

education records; 
(3) The right to seek to correct the student’s education records in a hearing if necessary; 
(4) The right to report violations of the FERPA to the Department of Education; and 
(5) The right to be informed about FERPA rights. 

 
All rights and protections given parents under the FERPA and this policy transfer to the student 
when the student reaches age 18 or enrolls in a post-secondary school.  The student then becomes 
an eligible student. 
 
Under the No Child Left Behind Act of 2001, schools receiving Title I money must release 
names, addresses and telephone listings to military recruiters upon request.  Parents have the right 
to request that information not be released to military recruiters without prior written consent. 

 
Location of Education Records 

 
Types    Location   Custodian 
Cumulative School Records Office of School Principal School Principal (Elementary, 
        Middle and High Schools) 
 
Cumulative School Records District Office   Superintendent 
(Former Students) 
 
Health Records   Office of School Principal School Principal (Elementary, 
        Middle and High Schools) 
 
Speech Therapy Records Office of Education for  Director of PPS (Elementary, 
    the Handicapped  Middle and High Schools) 
 
School Transportation  District Office   Assistant Superintendent 
        for Business 
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Special Test Records  Office of School Principal School Principal (Elementary, 
        Middle and High Schools) 
 
Occasional Records  Office of School Principal School Principal (Elementary, 
(Student Education Records or District Office as may  Middle and High Schools) or 
not identified above such as be applicable   Superintendent as may be 
those in the superintendent’s     applicable 
office, in the school attorney’s 
office or in the personal  
possession of a teacher) 
 

Procedure to Inspect Education Records 

Parents of students and eligible students may inspect and review the student’s education records 
upon request. In some circumstances, it may be mutually more convenient for the record 
custodian to provide copies of records. See the schedule of fees for copies. 
 
Since a student’s records may be maintained in several locations, the school principals will offer 
to collect copies of records or the records themselves from locations other than a student’s school, 
so that these records may be inspected at one site. However, if parents and eligible students wish 
to inspect records where they are maintained, school principals will accommodate their wishes. 
 
Parents or eligible students should submit to the student’s school principal a written request, 
which identifies as precisely as possible the record or records he or she wishes to inspect. 
 
The principal (or other custodian) will contact the parent of the student or the eligible student to 
discuss how access will be best arranged (copies, at the exact location, or records brought to a 
single site). 
 
The principal (or other custodian) will make the needed arrangements as promptly as possible and 
notify a parent or an eligible student of the time and place where the records may be inspected. 
This procedure must be completed in 45 days or less from the receipt of the request for access. 
 
If, for any valid reason such as working hours, distance between records location sites or health, a 
parent or an eligible student cannot personally inspect and review a student’s education records, 
the school district will arrange for a parent or an eligible student to obtain copies of the records. 
See below for information regarding fees for copies of records. 
 
When the records contain information about students other than the child or the eligible student 
involved, a parent or an eligible student may not inspect and review the records of other students. 
 

Fees for Copies of Records 
 

The school district will not deny parents or eligible students any rights to copies of records 
because of the following published fees. Where the fee represents an unusual hardship, it may be 
waived in part or entirely by the record custodian. However, the district reserves the right to make 
a charge for copies such as transcripts it forwards to potential employers or to colleges and 
universities for employment or admissions purposes. 
 
The FERPA requires a school district to provide copies of records: 
 

(1)  When the refusal to provide copies effectively denies access to the records by a parent or 
an eligible student; 
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(2)  At the request of a parent or an eligible student when the school district has provided the 
records to third parties by the prior consent of the parent or an eligible student; or 

(3)  At the request of a parent or an eligible student when the school district has forwarded 
the records to another school where the student seeks or intends to enroll. 

 
The fee for copies provided under the FERPA may not include the costs for search and retrieval. 
This fee will be from no cost to 25 cents per page. 
 
The fee for all other copies such as copies of records forwarded to third parties with prior consent 
or those provided to parents, as a convenience will be 25 cents per page plus postage if mailing is 
involved. 
 

Directory Information 
 
The school district proposes to designate the following personally identifiable information 
contained in a student’s education records, as directory information, and it will disclose that 
information without prior written consent: 
 
 The student’s name; 
 The student’s address; 
 The student’s telephone listing; 
 The student’s date and place of birth; 
 The student’s class designation and major field of study (e.g., first grade, tenth grade, and 

the like); 
 The student’s participation in officially recognized activities and sports; 
 The student’s degrees, achievement awards or honors; 
 The student’s weight and height if a member of an athletic team; 
 Dates of attendance; 
 The student’s photograph; 
 The most recent educational institution attended before the student enrolled in the school 

district; and 
 Electronic mail address. 
  

Within the first three weeks of each school year, the school district will publish in the legal 
section of a newspaper having general circulation in the district the above list, or a revised list, of 
the items of directory information it proposes to designate as directory information. For students 
enrolling after the notice is published, the list will be given to the student’s parent or the eligible 
student at the time and place of enrollment. 
 
After the parents or the eligible students have been notified, they will have two weeks to advise 
the school district in writing (a letter to the school superintendent’s office) of any or all of the 
items they refuse to permit the district to designate as directory information about that student. 
 
At the end of the two-week period, each student’s records will be appropriately marked by the 
records custodians to indicate the items the district will designate as directory information about 
that student. This designation will remain in effect until it is modified by written direction of a 
student’s parents or an eligible student. 
 
The district may disclose directory information about former students without following the 
procedures specified in this paragraph. 
 

Use of Student Education Records 
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To carry out their responsibilities, school officials will have access to student education records 
for legitimate educational purposes. The school district will use the following criteria to 
determine school officials. An official is: 
 
 A person duly elected to the school Board; 
 A person certified by the State and appointed by the school Board to an administrative or 

supervisory position; 
 A person certified by the State and under appointment to the school Board as an 

instructor; 
 A person employed by the school Board as a temporary substitute for administrative, 

supervisory or instructional personnel for the period of his or her performance as a 
substitute; or 

 A person employed by or under appointment to the school Board to perform a special 
task such as a secretary, a clerk, the school Board attorney or auditor for the period of 
that person’s performance as an employee or contractor. 

 
School officials who meet the criteria listed above will have access to student’s records if they 
have a legitimate educational interest in doing so. A legitimate educational interest is the person’s 
need to know in order to: 
 
 Perform an administrative task required in the school officials position description 

approved by the school Board; 
 Perform a supervisory or instructional task directly related to the student’s education; or 
 Perform a service or benefit for the student or the student’s family such as health care, 

counseling, student job placement or student financial aid. 
 
The school district only will release information from or permit access to student’s education 
records with a parent or an eligible student’s prior written consent except that the school 
superintendent or a person designated in writing by the superintendent may permit disclosure: 
 When a student seeks or intends to enroll in another school district or in a post-secondary 

school. The district will not further notify parents or eligible students prior to such a 
transfer of records. Parents and students have a right to obtain copies of records 
transferred under this provision. 

 When certain Federal and State officials need information in order to audit or enforce 
conditions related to federally supported education programs in the district. 

 To parties who provide or may provide financial aid to a student to: 
 

(1)  Establish the student’s eligibility for the aid; 
  (2)  Determine the amount of financial aid; 
  (3)  Establish the conditions for the receipt of the financial aid; 

(4)  Enforce the agreement between the provider and the receiver of financial aid. 
 

 If a State law adopted before November 19, 1974 required certain specific items of 
information to be disclosed in personally identifiable form from student records to State 
or local officials. 

 When the school district has entered into a written agreement or contract for an 
organization to conduct studies on the school district’s behalf to develop tests, administer 
student aid or improve instruction. Such study may not permit personal identifiable 
information of parents or students by individuals other than representatives of the 
organization. Such information must be destroyed when no longer needed. 

 To accrediting organizations to carry out the accrediting functions. 
 To parents of eligible students if the parents claim the student as a dependent as defined 

by the Internal Revenue Code. 
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 To comply with a judicial order or lawfully issued subpoena. The district will make a 
reasonable effort to notify the student’s parents or the eligible student before making a 
disclosure under this provision. 

 In connection with a health or safety emergency under conditions described below. 
 If the disclosure is an item of directory information and the student’s parents or an 

eligible student has not refused to allow the district to designate that item as directory 
information for that student. 

 Disclosure to a parent of a student who is not an eligible student or the student. 
 

The school district will permit any of its officials to make the needed disclosure from student 
education records in a health or safety emergency if: 
 
 The official deems it is warranted by the seriousness of the threat to the health or safety 

of the student or other persons; 
 The information is necessary and needed to protect the health and safety of the student or 

other individuals;  
 The persons to whom the information is to be disclosed are qualified and in a position to 

deal with the emergency; and 
 Time is an important and limiting factor in dealing with the emergency. (The health or 

safety exception shall be strictly construed) 
 
School district officials may release information from student’s education records if the student’s 
parents or the eligible student gives his prior written consent for the disclosure. The written 
consent must include at least: 
 
 A specification of the records to be released; 
 The reasons for the disclosure; 
 The person or the organization or the class of persons or organizations to whom the 

disclosure is to be made; 
 A parent or an eligible student’s signature; and 
 The date of the consent and, if appropriate, a date when the consent is to be terminated. 

 
The student’s parents or the eligible student may obtain a copy of any records disclosed under 
this provision. 
 
The school district will not release information contained in student’s education records, except 
directory information, to any third parties except its own officials, unless those parties agree that 
the information will not be redisclosed without the parents or eligible student’s prior written 
consent. 
 

 
 

Records of Requests for Access and Disclosure Made From Education Records 
 
The school district will maintain an accurate record of all requests for it to disclose information 
from or to permit access to a student’s education records and of information it discloses and 
access it permits with some exceptions listed below. These records will be kept with, but will not 
be a part of, each student’s Cumulative School Records. It will be available only to the record 
custodian, the eligible student, the parents of the student or to Federal, State or local officials for 
the purpose of auditing or enforcing federally supported educational programs. 
 
The records will include at least: 
 

 The name of the person or agency that made the request; 
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 The interest the person or agency had in the information; 
 The date the person or agency made the request; and 
 Whether the request was granted and, if it was, the date access was permitted or 

the disclosure was made. 
 

The district will maintain these records as long as it maintains the student’s education records. 
Such records may be inspected by the parent or eligible student or the school official or that 
person’s assistant responsible for the custody of the records. 
 
These records will not include requests for access or access granted to parents of the student or to 
an eligible student, requests for access or access granted to officials of the school district who 
have a legitimate educational interest in the student, requests for, or disclosure of, information 
contained in the student’s education records if the request is accompanied by the prior written 
consent of a parent of the student or an eligible student or the disclosure is authorized by such 
prior consent, or for requests for, or disclosures of, directory information designated for that 
student. 

 
Procedures to Seek to Correct Education Records 

 
Parents of students and eligible students have a right to seek to change any part of the student’s 
records they believe is inaccurate, misleading or in violation of the student’s rights. (NOTE: 
Under the FERPA, the district may decline to consider a request to change the grade a teacher 
assigns for a course). 
 
For the purpose of outlining the procedures to seek to correct education records, the term 
incorrect will be used to describe records that are inaccurate, misleading or in violation of the 
student’s rights. The term correct will be used to describe records that are accurate, not 
misleading and not in violation of the student’s rights. Also, in this section, the term requester 
will be used to describe a parent of a student or an eligible student who is asking the school 
district to correct the records. 
 
To establish an orderly process to review and correct education records for a requester, the district 
may make a decision to comply with the request for change at several levels in the procedure. 
 
First Level Decision - When a parent of a student or an eligible student finds an item in the 
student’s education records which he or she believes is inaccurate, misleading or in violation of 
student rights, the parent immediately should ask the record custodian to correct it. If the records 
are incorrect because of an obvious error and it is a simple matter to make the record change at 
this level, the record custodian will make the correction. However, if the records are changed at 
this level, the method and result must satisfy the requester. 
 
If the custodian cannot change the records to the requester’s satisfaction or the records do not 
appear to be obviously incorrect, the custodian will: 
 

(1)  Provide the requester a copy of the questioned records at no cost; 
(2)  Ask the requester to initiate a written request for the change; and 
(3)  Follow the procedure for a second level decision. 

 
Second Level Decision - The written request to correct a student’s education records through the 
procedure at this level should specify the correction the requester wishes the district to make. It 
should at least identify the item the requester believes is incorrect and state whether the requestor 
believes the item: 
 

(1)  Is inaccurate and why; 
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(2)  Is misleading and why; or 
(3)  Violates the student’s rights and why. 

 
The request will be dated and signed by the requester. 
 
Within two weeks after the record custodian receives a written request, the custodian will: 
 

(1)  Study the request; 
(2)  Discuss it with other school officials (the person who made the records or those who 

may have a professional concern about the district’s response to the request); 
(3)  Make a decision to comply or decline to comply with the request; and  
(4)  Complete the appropriate steps to notify the requester or move the request to the next    

level for a decision. 
 

If, as a result of this review and discussion, the record custodian decides the records should be 
corrected, the custodian will effect the change and notify the requester in writing that the change 
has been made. Each such notice will include an invitation for the requester to inspect and review 
the student’s education records to make certain the records are in order and the correction is 
satisfactory. 
 
If the custodian decides the records are correct, the custodian will make a written summary of any 
discussions with other officials and of the custodian’s findings in the matter. The custodian will 
transmit this summary and a copy of the written request to the school superintendent. 
 
Third Level Decision - The school superintendent will review the material provided by the record 
custodian and, if necessary, discuss the matter with other officials such as the school attorney or 
the school Board (in executive session). The superintendent will then make a decision concerning 
the request and complete the steps at this decision level. Ordinarily, this level of the procedure 
should be completed within two weeks. If it will take longer, the superintendent will notify the 
requester in writing of the reasons for the delay and a date when the decision will be made. 
 
If the superintendent decides the records are incorrect and should be changed, the superintendent 
will advise the record custodian to make the change. The record custodian will advise the 
requester of the change as the custodian would if the change had been made at the second level. 
 
If the superintendent decides the records are correct, the superintendent will prepare a letter to the 
requester, which will include: 
 

(1) The school district’s decision that the records are correct and the basis for the 
decision. 

(2) A notice to the requester that the requestor has a right to ask for a hearing to 
present evidence that the records are incorrect and that the district will grant such a 
hearing. 

(3) Instructions for the requester to contact the superintendent, or an official designated 
by the superintendent, to discuss acceptable hearing officers, convenient times and 
a satisfactory site for the hearing. (The district will not be bound by the requester’s 
positions on these items but will, so far as possible, arrange the hearing as the 
requester wishes). 

(4) That the requester may be represented or assisted in the hearing by other parties, 
including an attorney at the requester’s expense. 

 
Fourth Level Decision - After the requester has submitted (orally or in writing) that person’s 
wishes concerning the hearing officer and the time and place for the hearing, the superintendent 
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will, within a week, notify the requester when and where the district will hold the hearing and 
whom the superintendent has designated as the hearing officer. 
 
At the hearing, the hearing officer will provide the requester a full and reasonable opportunity to 
present material evidence and testimony to demonstrate that the questioned part of the student’s 
education records are incorrect as shown in the requester’s written request for a change in the 
records (second level). 
 
Within two weeks after the close of the hearing, the hearing officer will submit to the school 
superintendent a written summary of the evidence submitted at the hearing. Along with the 
summary, the hearing officer will submit recommendations, based solely on the evidence 
presented at the hearing, that the records should be changed or remain unchanged. 
 
The school superintendent will prepare the district’s decision within three weeks of the hearing. 
That decision will be based on the summary of the evidence presented at the hearing and the 
hearing officer’s recommendation. The district’s decision will be based solely on the evidence 
presented at the hearing. The superintendent may overrule the hearing officer if the 
superintendent believes the hearing officer’s recommendation is not consistent with the evidence 
presented. As a result of the district’s decision, the superintendent will take one of the following 
actions: 
 

(1) If the decision is that the district will change the records, the superintendent will 
instruct the record custodian to correct the records. The record custodian will correct 
the records and notify the requester as at the second level decision. 

(2) If the decision is that the district will not change the records, the superintendent will 
prepare a written notice to the requester which will include: 

(a) The school district’s decision that the records are correct and will not be 
changed. 

(b) A copy of the summary of the evidence presented at the hearing and a written 
statement of the reasons for the district’s decision. 

(c) A statement advising the requester that the requestor may place an 
explanatory statement which states the reasons the requestor disagrees with 
the school district’s decision or the reasons the requestor believes the records 
are incorrect in the student’s education records. 

 
Final Administrative Step in the Procedure - When the school district receives an explanatory 
statement from a requester after a hearing, it will maintain that statement as part of the student’s 
education records as long as it maintains the questioned part of the records. The statement will be 
attached to the questioned part of the records and, whenever the questioned parts of the records 
are disclosed, the explanatory statement also will be disclosed. 
 
Parents have a right to file a complaint with the Family Policy Compliance Office, U.S. 
Department of Education, 400 Maryland Avenue S.W., Washington, DC  20202-5901 (201-260-
3887). 
 
 
NEWS MEDIA RELATIONS 
 
The board encourages a policy of sound relations with the press and other communication media 
in the community and the surrounding geographical area.  The superintendent, in conjunction 
with the board president or appropriate designee, shall plan for periodic releases to the press and 
other communications media, which will provide information to the community concerning its 
schools and various phases of the school program. 
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PUBLIC HEARINGS 
 
Interested or affected persons shall be afforded an opportunity to be heard informally before the 
superintendent or other delegated administrative officials.  If necessary, a hearing before the 
Board may be granted. 
 
The following procedures shall be followed by the board whenever a large delegation comes 
before it requesting a hearing regarding a critical issue being decided by the board: 
 

 Position of the board stated:  After the meeting has been officially opened, the president 
of the board shall briefly state the position of the board and give reasons therefore.  If 
official action has not as yet been taken, the president may so state and may summarize 
briefly the arguments for and against the issue to be decided.  Other members of the 
board may also be heard at this time. 

 Speakers for and against the issue:  The clerk shall secure the names of all those persons 
wishing to be heard before the board.  Those desiring to speak shall indicate whether they 
are for or against the issue involved.  Persons not responding to the clerk’s request shall 
not be heard.  The president may set a reasonable time limit for each speaker. 

 Board to answer questions:  After the speakers for and against the issue have been heard, 
the president shall indicate that questions pertaining directly to the issue involved may be 
directed to the board. 

 Action by the board:  Upon a ruling by the president closing the public discussion, the 
board may proceed with its deliberations and take whatever action it deems advisable. 

 The board may, at any hearing, by a majority vote, take the issue under submission and 
postpone the hearing until a later date. 

 
 
PUBLIC COMPLAINTS 
 
Although no member of the community shall be denied the right to petition the board for redress 
of a grievance, all complaints will be referred back through the proper faculty/administrative 
channels for solution before investigation or action by the board.  Exceptions are complaints that 
concern board actions or board operations only. 
 
The board policy shall be that the proper channeling of complaints involving instruction, 
discipline, or learning materials is as follows: 
 
 (1)  Teacher 
 (2)  Principal 
 (3)  Superintendent of Schools 
 (4)  School Board 
 
Any complaint about school personnel or procedure will be investigated by the administration 
before consideration and action by the board. 
 
 
PUBLIC COMPLAINTS ABOUT CURRICULA OR INSTRUCTIONAL MATERIAL 
 
The Board of Education recognizes students' rights of free access to many different types of 
books and instructional materials and the right of teachers and administrators to recommend 
books and other materials for selection by the board in accordance with current trends in 
education, and to make them available in the schools.  
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The board's aim is to provide materials that present all points of view concerning the problems 
and issues of our times: international, national and local. Books and other reading matter shall be 
chosen for values of interest and enlightenment of all students in the community.  A book shall 
not be excluded because of the race, nationality, political or religious views of its author or its 
style and language. Books and other reading matter of sound factual authority shall not be 
precluded from nor removed from the library or classrooms because of partisan or doctrinal 
approval or disapproval.  
 
Procedures for Handling Challenged Materials  
 
The superintendent shall promulgate regulations subject to board approval establishing a 
complaint procedure. The Instructional Material Review Committee also shall be established. The 
members of the committee shall be recommended by the superintendent and appointed by the 
board. All complaints concerning textbooks, library books and other instructional material shall 
be submitted to the principal of the building where the material is being challenged. The 
complaint procedures shall include:  
 

1. An opportunity for an informal conference with the principal of the building where the 
material is being challenged  

2. The submission of a formal written complaint on a prescribed form and a copy of the 
form sent to the superintendent along with the principal's recommendations  

3. A review of the complaint and the principal's recommendations by the Instructional 
Review Committee, which will make recommendations to the superintendent concerning 
the disposition of any complaint  

4. A decision by the superintendent upon review of the complaint and the recommendations 
of the principal and the committee 

5. An appeal to the Board of Education. The decision of the board shall be final.  
 
Procedures for Handling Complaints Concerning Curricula  
 
All complaints concerning the content of any curriculum in the district shall be referred to the 
superintendent. The superintendent shall promulgate regulations subject to board approval 
establishing a complaint procedure similar to those established for complaints about instructional 
material.  
VISITORS TO THE SCHOOL 
 
Many visitors may normally be expected in the school building and surrounding area during the 
school day.  Since the building principal is responsible for all such persons on the premises, 
visitors must proceed first to the school office, obtain clearance for their visit, sign the visitor’s 
register and obtain and wear an I.D. pass. 
 
Visitors may include parents of pupils, interested citizens, invited speakers, maintenance and 
repair people, salespersons, representatives of the news media, students not now enrolled in 
school and others. 
 
 
COMMUNITY USE OF SCHOOL FACILITIES 
 
The property of the school district may be used for those purposes specified in Education Law 
§414 (1). No outside organization or group may be allowed to conduct religious services or 
religious instruction on school premises after school. However, the use of school premises by 
outside organizations or groups after school for the purpose of discussing religious material or 
material, which contains a religious viewpoint or for distributing such material is permissible. 
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Education Law §414 (1) permits the school district to use the property for certain non-educational 
uses for, among other things:  
 

a. Holding social, civic and recreational meetings and entertainments, and other uses 
pertaining to the welfare of the community; but such meetings, entertainment and 
uses shall be non-exclusive and shall be open to the general public  

b. Meetings, entertainments and occasions where admission fees are charged, when the 
proceeds thereof are to be expended for an educational or charitable purpose; but 
such use shall not be permitted if such meetings, entertainments and occasions are 
under the exclusive control, and the said proceeds are to be applied for the benefit of 
a society, association or organization of a religious sect or denomination, or of a 
fraternal, secret or exclusive society or organization other than organizations of 
veterans of the military, naval and marine service of the United States and 
organizations of volunteer firefighters or volunteer ambulance workers  

c. Graduation exercises held by not-for-profit elementary and secondary schools, 
provided that no religious service is performed  

 
 
 
 
USE OF UNLICENSED MOTORIZED VEHICLES ON SCHOOL PROPERTY 
 
Section 1709, Subdivision 9, of the Education Law of the State of New York gives the Board of 
Education the legal authority to take charge of all school property within the school district. 
 
The Board of Education has determined that a clear and present danger exists to school district 
property by reason of the fact that certain persons are operating go-carts, motorbikes, mini-bikes, 
motorcycles and other unlicensed motor vehicles upon some of the school district property 
without the consent of the board. 
 
It is the obligation of the Board of Education to protect school district property and to maintain it 
for educational purposes and for the legitimate use of community organizations. 
 
The Board of Education hereby prohibits the operation of all of the aforementioned motor 
vehicles on all school district property at any time in the future. 
 
The use of go-carts, motorbikes, mini-bikes, motorcycles and other unlicensed motor vehicles 
shall be prohibited on all school district property at any time in the future when such motorized 
vehicles are being used for racing, dragging or other illegal purposes. 
 
The maximum speed for licensed vehicles on the school road is established at 15 MPH when 
school is in session.  
 
The administration and all agents and employees of this school district are directed to notify the 
police authorities in order to enforce the intent of this resolution. 
 
 
PUBLIC GIFTS TO SCHOOLS 
 
Any gifts presented to the Mount Sinai School District must be accompanied by a letter from the 
donor for official action and recognition by the board. 
 
To be acceptable, a gift must satisfy the following criteria: 
 

 Have a purpose consistent with those of the school 
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 Offered by a donor acceptable to the board 
 Will not begin a program which the board would be unable to take over when gift  

or grant funds are exhausted 
 Would not bring undesirable or hidden costs to the school district 
 Will not be inappropriate or harmful to the best education of pupils 
 Will not imply endorsement of any business or product 
 Will not be in conflict with any provision of the school code or policy or with  

public law 
 All gifts, grants, and bequests shall become school district property 
 Any gifts, grants, or bequests shall be acknowledged by the president of the board  

and/or its superintendent 
 
 
SCHOOL-BASED ORGANIZATIONS 
 
It is the objective of the Board of Education to work cooperatively with school-based 
organizations.  As a matter of policy, the board welcomes the assistance and cooperation of such 
organizations.  The Board of Education expects all school-based groups to adhere to board policy 
and conduct themselves in a professional manner.  Approval of the Board of Education is 
required.   
 
For the purposes of this policy, a School-Based Organization shall be defined as: 
 

1. An organization whose primary purpose includes the promotion of parental involvement 
in public education and the continuing improvement of the education and welfare of 
children in the school district. 

 
2. The organization should be not-for-profit or operate under a charter or operate under a 

written set of by-laws. 
 

3. An organization, which has officers and/or official representatives, comprised solely of 
Mount Sinai residents. 

 
4. School-Based Organizations will be authorized to participate in the activities listed 

below: 
 

a. Use of school facilities for meetings (with proper insurance and availability of 
space) 

b. Use of the copy machine (with proper notification and approval of building 
principal) 

c. Distribution of flyers (with prior approval of building principal) 
d. Use of a bulletin board (with approval of building principal) 
e. Use of a mailbox (with approval of building principal) 
f. A membership table at “Back to School Night” and allotted time for a brief 

presentation to parents in attendance 
g. Listing of meeting dates on annual school calendar (must meet district timeline) 
h. Invitation to participate in school district committees (e.g. budget, legislative, 

technology) and events (e.g. Senior Citizens’ Dinner) 
i. 90% of the funds raised must be spent for programs, activities, supplies and 

materials, etc., for the Mount Sinai School District.  Dates of events should be 
coordinated among all school-based organizations. 

j. Any other activities/privileges deemed appropriate by the Superintendent (or 
designee) 
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COMPREHENSIVE ATTENDANCE POLICY 
 
Philosophy Statement 
 
To be successful, students must actively participate in learning activities.  To maintain academic 
standards, encourage progress and ensure student participation in the school experience, the 
Administration with the support of the Board of Education of Mount Sinai recognizes this 
attendance policy for the school district (high school and accelerated middle school students).  
The policy will ensure that students who receive credit for a course have attended 85% of the 
classes and have participated in the classroom.  The policy affirms that classroom activities 
cannot be duplicated in an extra help session or by independent remediation.  Even when specific 
work is made up, the valuable “time-on-task” is missed.  Attendance is a critically important 
factor contributing to success in school. 
 
By encouraging attendance and promptness through the policy, two essential components of self-
discipline and responsibility will prepare our students for the demands of the future.  It affirms 
that students will be aware that tardiness, cutting, excessive absence and/or truancy will 
jeopardize their successful completion of a course of instruction and/or their graduation.  This 
value is one that society views as essential for success. 
 
Objectives 
 
The objectives of the Comprehensive Attendance Policy are: 
 

1. To accurately track the attendance, absence, tardiness and early departure of students to 
and from the school; 

2. To ensure sufficient pupil attendance of classes so that pupils may achieve State 
mandated education standards; 

3. To track student location for safety reasons and to account to parents regarding the 
location of children during school hours. 

 
Definitions 
 
Whenever used within the Comprehensive Attendance Policy, the following terms shall mean: 
 

1. Scheduled instruction:  Every period that a pupil is scheduled to attend instructional or 
supervised study activities during the course of a school day during the school year. 

2. Absent:  The pupil is not present for at least half of the pupil’s scheduled class period 
instruction. 

3. Tardy:  The pupil arrives later than the starting time of the student’s scheduled 
instruction. 

4. Early departure:  The pupil leaves prior to the end of the pupil’s scheduled instruction. 
5. Excused Absences:  Any absence, tardiness, or early departure may be excused if the 

reason is due to illness, a death in the family, impassable roads due to inclement weather, 
religious observance, quarantine, required court appearance, attendance at a health clinic 
or other medical visit, approved college visit, approved cooperative work program, 
military obligation, or other such reason as may be approved by the Board of Education. 

6. Unexcused Absences: An absence, tardiness, or early departure is considered unexcused 
if the reason for lack of attendance does not fall within the aforementioned categories (as 
noted in point 5). Family vacation, hunting, babysitting (except in the case of 
emergencies within a family situation), haircut, oversleeping, shopping trips, are 
examples of circumstances not to be considered as excused absences. 
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Note: It will be the determination of the School District as to whether or not an 
absence is to be considered as excused or unexcused; the District will consider, 
inter alia, explanatory notes written by parents or guardians setting forth the 
reasons for absence with the District reserving to itself the prerogative to verify 
the circumstances/reasons for an absence or absences; such verification may 
include the authority of the District to require medical verification as to illness. 

  
7. Unlawful detention: When a parent or guardian consents to a child being absent from 

school for a reason that is not excusable. This is an illegal absence. 
8. Truant: A student is absent from school without parent or prior school approval. This is 

an illegal absence. 
 
PLEASE NOTE:  The policy for the purpose of receiving course credit does not distinguish 
between an excused and unexcused absence. 
Coding System 
 
The following coding system shall be used to indicate the nature and reason for a pupil missing 
all or part of scheduled instruction:   
 

ATTENDANCE OFFICE CODES 
 

A–Absent U-Unlawful Detention W-Waived 
T-Tardy S-Suspended C-Court Appt. 
N-Truant H-Home Tutored F-Family 
V-Educ/College Visit I-In-School Suspension R-Religious 

 
TEACHER CODES 

 
A-Absent Without Known Reason T-Tardy H-Home Tutoring 
E-Field Trip L-Music Lesson X-Cut Class 
Y-Nurse Health Office Appt. S-Out-of-School 

Suspension 
I-In-School Suspension 

G-Guidance Z-Pre-Approved Absence  
 

*Pre-Approved absences include: 
 

 Field trip 
 Music lesson 
 Guidance appointment 
 In-school suspension 
 Out-of-school suspension 
 Assembly/class meeting 
 Co-curricular activity 
 Health office appointment 
 “Pull out” program 

 
Strategies and Incentives 
 

1. Minimum Attendance for Course Credit 
 

A. A student must be noted as present at 85% of a course’s scheduled classes in 
order to earn credit for the course. 
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 For purposes of minimum attendance requirements, a student shall not be 
counted as present for a class if the student misses more than 15 minutes 
of a class, whether through tardiness or early departure. 

 Students suspended from school instruction may not be marked as absent 
unless they fail to fulfill the scheduled alternative education on that day. 

 
B. In order to prevent loss of credit for failure to attend, the district will take the 

following steps: 
 

 When a student has been marked as absent for 10% of a course’s classes, the 
district shall notify the student and his parent(s) or persons in parental 
relation that the student is approaching the limit of absences for losing course 
credit for failure to attend class.  The notice will include the school’s 
attendance for credit policy, the actual number of classes the student may 
miss before forfeiting the right to earn credit, and the actual number of 
classes missed to date; 

 A student and his parent(s) or persons in parental relation will be advised one 
month before the completion of the course if the student is in jeopardy of 
losing credit for failure to attend.  The notice will include the school’s 
attendance for credit policy, the actual number of classes the student may 
miss before forfeiting the right to earn credit, and the actual number of 
classes missed to date. 

 
2. Parental/Guardian Notification of Absences: 

 
The pupil’s parent(s) or person in parental relation shall be notified of a pupil’s absence, 
tardiness or early departure according to the following: 
 
Where a pupil has not been marked as present for the first period of scheduled instruction 
and the school has not been previously notified of the absence, the district shall attempt 
to contact the pupil’s parent(s) or person in parental relation to learn the nature of the 
pupil’s absence and notify the parent that the pupil has not arrived at school. 
 

3. Disciplinary Consequences 
 
Truancy, unlawful detention, class cuts, unauthorized tardiness or early departures are 
unexcused absences that will result in disciplinary sanctions as described in the District’s 
Code of Conduct. Consequences may include, but not be limited to, out of school 
suspension, in-school suspension, detention, and denial of participation in interscholastic 
and extra-curricular activities. Parents/persons in parental relation will be notified by the 
designated District personnel at periodic intervals to discuss their child’s absences, 
tardiness or early departures and the importance of class attendance and appropriate 
interventions. The principals in each building establish attendance notification 
procedures.    
 

4. Incentives: 
 

District teachers shall work with the Building Principal and Attendance Supervision 
Officer to create and implement classroom-based incentive programs for excellent 
attendance.  

 
5. Intervention Strategy Development: 

 



 95

The Building Principal shall meet each marking period with the Attendance Supervision 
Officer and other administrators and teachers as the Principal determines necessary to 
review student attendance records, address identified patterns of unexcused pupil 
absence, tardiness and early departure, and review current intervention methods.  Where 
the Principal determines that existing intervention policies or practices are insufficient, 
the Principal shall notify the Board of Education prior to its annual review of the 
building’s attendance records, of both insufficient practices and any proposed changes 
needing Board approval to implement. 
 

6. Counseling: 
 

The District shall provide consistent counseling to students with chronic attendance 
problems.  
 

Attendance Supervision Officer 
 
The Board shall designate a person as the Attendance Supervision Officer.  The Attendance 
Supervision Officer is responsible for reviewing pupil attendance records and initiating 
appropriate action to address unexcused pupil absence, tardiness, and early departure consistent 
with the Comprehensive Attendance Policy. 
 
Attendance Requirements 
 

1. Students must attend each class a minimum or 85% of the time. 
 

FULL YEAR COURSE – the minimum attendance shall be 85% or 153 days per year 
(.85 x 180 = 153); therefore, a student may be absent not more than 27 times per year per 
class.  A student will be in violation on the 28th absence. 
 
HALF-YEAR COURSE AND PHYSICAL EDUCATION CLASS – The minimum 
attendance shall be 85% or 77 days (.85 x 90 = 76.5 days); thus, a student may be absent 
no more than 13 times per semester per class.  A student will be in violation on the 14th 
absence. 
 
LAB SCIENCE COURSE – The minimum attendance shall be 85% or 229 periods per 
year (.85 x 270= 229.5 periods): thus, a student may be absent no more than 40 times per 
year per lab science class.  A student will be in violation on the 41st absence.  
 
BOCES – The district reserves the right to withdraw students from vocational courses at 
BOCES at any time that they fail to maintain a minimum attendance rate of 85%. 
 

2. Three latenesses to class equal one absence.  Students shall be considered absent from a 
class if they are absent from a class for more than 15 minutes of the class period. 

3. Students attending approved alternative educational activities that include attendance at a 
school-sponsored activity, home instruction (whether due to illness or suspension, 
serving in-school suspension or out-of-school suspension) are considered to be “in 
attendance” and shall not be considered absent. 

4. Teachers will provide make-up work ONLY for those students whose absences are 
excused or where said students are attending school-authorized activities such as 
meetings, music lessons, conferences with school personnel, field trips, out-of-district 
athletic trips, testing, in-school suspension and out-of-school suspension.  

5. For each course, when a student reaches the maximum number of absences, the student’s 
work will no longer be evaluated.  The report card will show a CD to indicate “Credit-
Denied” for all subsequent reporting periods and exams. 
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6. A student who does not meet the minimum attendance requirement in a course or courses 
will not be permitted to take class exams, tests, complete projects or papers and the like. 
A student eligible to take Regents exams (or RCTs), pursuant to Commissioner’s 
Regulations, will have result(s) recorded on the student’s permanent record.  

7. Once a student is denied credit, he/she must attend class regularly and maintain 
appropriate behavior.  Failure to continue to attend classes on a regular basis and 
maintain appropriate behavior will result in disciplinary action and may result in the 
student being permanently removed from the class. 

8. Summer School Eligibility Requirement:  Any student who fails to continue to attend 
classes on a regular basis will not be eligible to attend summer school.  Summer school 
requires previous and continuous seat time. 

9. The attendance requirement for course credit shall apply to all students enrolled in Mount 
Sinai High School in grades nine through twelve and middle school students in 
accelerated classes, except those students whose IEP (individualized educational plan) 
states otherwise.  Students entering the school after the first day will have their 
attendance prorated.  If a student enters a class after the first day, the number of days of 
attendance will be prorated using 85% as the minimum required. 

10. The attendance record of a student making a schedule change in the same subject area 
will be forwarded to the new teacher. In other cases, attendance will be prorated based 
upon the entrance date into the new class. 

 
Notification Sequence 
 
Students, parents, and teachers shall be notified annually, in writing, of the attendance policy and 
administrative regulations.  
 
The following refers to absences in a single course; therefore, a student may very well be notified 
by several different teachers for different courses.  The teacher and/or Assistant Principal will 
send written notification of student absences to the student’s parents at the following intervals: 
 
Full Year Classes 
 First notice at 7 absences 
 *Second notice at 14 absences 
 Third notice at 20 absences 
 LOSS OF CREDIT at 28 absences 
 DENIAL OF ELIGIBILITY FOR SUMMER SCHOOL AT 35 ABSENCES 
 
Semester classes and Physical Education Classes 
 First notice at 7 absences 

*Second notice at 10 absences 
 LOSS OF CREDIT at 14 absences 
 DENIAL OF ELIGIBILITY FOR SUMMER SCHOOL AT 18 ABSENCES 
 
Lab Science Classes  
 First notice at 15 absences 
 *Second notice at 25 absences 
 Third notice at 35 absences 
 LOSS OF CREDIT at 41 absences 
 DENIAL OF ELIGIBILITY FOR SUMMER SCHOOL AT 52 ABSENCES 
 
*guidance counselors will meet with students and contact parents to discuss strategies to improve 
attendance. 
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Please Note:  Beginning of 3rd marking period, notification for absences will begin only when a 
student reaches his/her 14th absence for a full-year course (lab science classes on the 25th 
absence). 
The prime responsibility for the student’s attendance in class rests squarely with the student.  
 
 
Appeal Process 
 

 A student who has accumulated 28 or more absences (14 in semester and physical 
education courses, 41 in a science lab course) and has been notified of loss of course 
credit due to absenteeism, has the right to appeal the decision and request a hearing 
before the Appeals Committee.  S/he must do so in writing to the Appeals Committee 
Chairperson within 10 school days of the date of loss of credit notice.  The student and 
parent(s) or guardian(s) may be asked to appear at this meeting with appropriate, 
verifiable documentation to present to the committee.  The committee determines whether 
the student will continue as a regular student or be placed on a credit denied audit 
condition. 

 The Appeals Committee will meet as needed because the review process is ongoing. 
 The Appeals Committee is made up of one administrator, one guidance counselor, and 

two teachers. 
 Guidance counselors will also become involved with students who experience chronic 

attendance problems. 
 

Note:  To facilitate the appeals process and provide the committee with information that will 
allow them to make an appropriate determination, it is strongly advised that when medical 
circumstances are at the root of at least some absences, that parents request health care 
providers (physician, physician’s assistant, nurse practitioner) detail the necessary medical 
explanations (in writing) to the extent that it allows the committee to make the most informed 
decision possible.  Parents are again reminded that notes, even from health care providers 
(physician, physician’s assistant, nurse practitioner) are notes of explanation and not notes 
of excuse.  It remains the parent’s choice as to what information is to be provided, but 
limited information without sufficient understanding will not aid in the review and appeal.   
 
Second Note:  When a student is absent from school for reasons of illness or medical 
necessity, a note of explanation (including health care provider documentation as 
appropriate) should be submitted to the attendance office within a short period of time, but in 
no instance more than three (3) weeks from the point of return to school.  This is important.  
If, later, the student exceeds the course credit, absent limit and the student initiates an appeal 
for credit reinstatement, medical documentation not submitted in a timely manner as noted 
herein will not be accepted at the later date for explanation and appeal. 
 

Absence from School 
 
Parents should call 473-1991, Ext. 164, (High School), Ext. 221 (Middle School) in the event of 
their child’s absence or tardiness.  The attendance office in the high school opens at 7:05 a.m. and 
in the Middle School at 7:30 a.m. New York State Law requires that each student’s attendance be 
verified daily.  Any student who is absent from school must bring a note explaining the reason for 
his/her absence from his/her parents to their homeroom teacher upon his/her return to school.  As 
described earlier and under the circumstances noted in Attendance Requirements, point 4), a 
student is responsible for completing any work missed.  No student may participate or attend 
any school or after-school activity on a day he/she is absent from school. 
 
Lateness to School 
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Student should be in their homerooms on time.  If a student is late to school, he/she should report 
to the attendance office for an admittance slip.  Students who arrive late to school must bring a 
note of explanation from a parent, or guardian, on that day.  The note should include a telephone 
number where the parent may be reached.  Failure to comply with this procedure will result in 
detention.   
 
PLEASE NOTE:  No student may participate in any after school activity (athletics, clubs) on a 
day in which he/she signs in after 2nd period.  In addition, any student leaving school for reasons 
other than medical, legal, or educational/school related will not be allowed to participate in any 
after-school activities regardless of the time that he/she returns to school.  Students leaving for 
medical, legal, or educational/school related reasons must bring a note from their health care 
professional, attorney, or educational institution and submit it to the principal, upon return, in 
order to be permitted to participate in any after-school activity.  Students who are unable to return 
by the end of the school day but do so prior to the start of the after school activity may participate 
provided they show their “note” to the coach, advisor, etc. and then give it to the principal the 
subsequent day.   
 
For the purposes of this section, students will be allowed the scheduling of one driver’s test to be 
considered as an “educational” reason.  Subsequent driver’s tests will not apply. 
 
Oversleeping, missing the bus or arriving late to school for other reasons not noted as excused are 
not considered a valid excuse.  Detention will be assigned when a student is late and it will be 
served the same or next day.  Failure to serve the detention will result in either additional days of 
detention or assignment to in-school suspension.  Participation in extra-curricular activities or a 
job is not considered valid reasons for missing detention.  Emergencies that are verified with a 
parent will be taken into consideration. 
 
Lateness to Class 
 
Students are expected to be in their assigned classed on time.  Habitual lateness will result in 
administrative action.  If students are detained, they must have a late pass from the faculty/staff 
member they were with. 
 
 
IEP DISTRIBUTION POLICY 
 
The administration shall develop practices and procedures to ensure that each regular education 
teacher, special education teacher, related service provider, and other service provider who is 
responsible for the implementation of a student’s individualized education program (IEP) shall be 
provided a paper or electronic copy of the student’s IEP prior to the implementation of such 
program, and that the contents of the IEP shall remain confidential and shall not be disclosed to 
any other person.  Such practices and procedures shall require the Chairperson of the Committee 
on Special Education (CSE) and Committee on Preschool Special Education (CPSE) to designate, 
prior to the implementation of the IEP, a professional employee of the school district with 
knowledge of the student’s disability and education program to inform each teacher, related 
service provider and other individual with IEP implementation responsibility who would not be 
provided a copy of the student’s IEP, including but not limited to a teacher assistant, a teacher 
aide, and a school bus driver when special transportation is specified on the IEP, of their 
responsibility relating to the implementation of the IEP and the specific accommodations, 
modifications, and supports that must be provided to the student in accordance with the IEP. 
 
 
PROTECTION OF PUPIL RIGHTS POLICY 
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The Board of Education recognizes that student surveys are a valuable tool in determining 
student’s needs for educational services.  Parents have the right to inspect all instructional 
materials that will be used for a survey analysis or evaluation as part of a US Department of 
Education – funded program.  In addition, no minor student may, without parental consent, take 
part in a survey analysis or evaluation funded in whole or in part by the United States Department 
of Education that reveals information concerning: 
 

1. Political affiliations or beliefs of the student or the student’s parents; 
2. Mental or psychological problems of the student or the student’s family; 
3. Sex behavior or attitudes; 
4. Illegal, anti-social, self-incriminating or demeaning behavior; 
5. Critical appraisals of other individuals with whom respondents have close family 

relationships; 
6. Legally recognized privileged or analogous relationships, such as those of 

lawyers, physicians and ministers; 
7. Religious practices, affiliations or belief of the student or the student’s parents; 
8. Income (other than that required by law to determine eligibility for participation 

in a program or for receiving financial assistance under such program). 
 
For surveys that contain questions from one or more of the eight protected areas but are not 
funded in whole or in part by the United States Department of Education funds, parents will be 
notified, at least annually at the beginning of the school year, of the specific or approximate date 
during the school year when the School District will administer the survey(s) and will be 
provided an opportunity to review the survey and to opt their child out of participating. 
 
Parents have the right to inspect upon their request any survey instrument or instructional 
material, which is used as part of the educational curriculum.  Instructional material is defined by 
the Board of Education as instructional content that is provided to a student regardless of format 
including printed or representational materials, audiovisual materials, materials in electronic or 
digital formats (such as materials accessible through the internet).  It does not include tests or 
academic assessments. 
 
A parent who wishes to inspect and review instructional material shall submit a request in writing 
to the building principal.  Upon receipt of such request, arrangements will be made by the 
building principal to provide the parent access to instructional materials requested within 30 
calendar days after the request has been received by the principal. 
 
It is the policy of the Board of Education not to permit the collection, disclosure or use of 
personal information collected from students for the purpose of marketing or selling that 
information or providing it to others for that purpose.  This does not apply to collection, 
disclosure or use of personal information collected from students for the exclusive purpose of 
developing, evaluating or providing educational products or services. 
 
Parents shall also have the option, upon provision of written notice to the district, to opt the 
student out of any non-emergency, invasive physical examination or screening of their student 
which is required as a condition of attendance administered by the school or school personnel.  
The term invasive physical examination means any medical examination that involves exposure 
of private body parts or any act during such examination that includes incision, insertion or 
injecting into the body but does not include a hearing, vision or scoliosis screening.  Further, it 
does not include any examination necessary to protect the immediate health or safety of the 
student or other students.   
 
Parent and eligible students shall be notified of the policy at least annually at the beginning of the 
school year and when enrolling students for the first time in school. 
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SELECTION/CLASSIFICATION FOR ATHLETIC PARTICIPATION 
           
WHEREAS, Section 135.4(c) (7) (ii) (a) (4) of the Regulations of the Commissioner of Education 
provides for a board of education to permit pupils in grades no lower than seventh grade to 
compete on interscholastic athletic teams organized for senior high school pupils, or senior high 
school pupils to compete on interscholastic athletic teams organized for pupils in the seventh and 
eighth grades; and 
 
WHEREAS, these pupils are to be allowed to compete at levels that are appropriate to their 
physical maturity, physical fitness, and sport skills in relationship to other pupils in accordance 
with the standards established by the Commissioner of Education; and 
 
WHEREAS, The State Education Department issues the competition standards for these pupils to 
compete under a program called the Athletic Placement Process; 
 
THEREFORE BE IT RESOLVED that the Mount Sinai School District Board of Education shall 
permit pupils to compete after successfully completing the Athletic Placement Process for the 
requested sport and level. 
 
 
SCHOOL WELLNESS 
 
It is the policy of the Board of Education, pursuant to the National School Lunch Act and the 
Child Nutrition Act of 1966, that: 
 

a) Nutrition education shall be integrated into the district’s health curriculum at all academic 
levels consistent with the State’s health education standards.  The curriculum shall 
include the following goals: 

 
1. Increase students’ nutritional knowledge, including, but not limited to, the 

benefits of healthy eating, essential nutrition, weight management, safe food 
preparation, handling and storage. 

2. Increase students’ understanding of food labels, nutritional information and 
misinformation as well as commercial food advertising. 

 
b) The benefits of physical activity shall be integrated into the district’s physical education 

curriculum and health curriculum at all levels and implemented within the school on a 
regular basis to meet the following goals: 

 
1. Time in the elementary school day for supervised recess. 
2. Opportunities and encouragement for students to voluntarily participate in before 

and after school physical activity programs. 
 

c) The District shall provide food to students in accordance with State and Federal 
nutritional guidelines and include: 

 
1. A food service program that employs well prepared staff who serve appealing 

choices of nutritious food. 
2. A clean, safe, enjoyable meal environment for students. 

 
d) The Food & Nutrition Services program complies with federal, state and local 

requirements and is accessible to all children. 
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e) The Superintendent (or his/her designee) in conjunction with the building principals will 
annually monitor and assess compliance.  As necessary, future policy recommendations 
from those charged with compliance will be shared with the policy committee and, 
subsequently, the Board of Education.  Implementation guidelines will be constructed by 
the Superintendent (or his/her designee).  The Superintendent (or his/her designee) shall 
draw on those resources he/she deems to be of value. 

 
 
BREACH OF SECURITY 
 
The Superintendent or his designee shall notify the owner of any private information within a 
reasonable time frame when the District experiences a breach of the security of its computer 
system.  Such notification may occur by either written or electronic notice. 
 
For purposes of this policy, private information means personal information in combination with 
either a person’s social security number, driver’s license number or non-driver identification card 
or account number, credit card or password which would permit access to an individual’s 
financial account. 
 
Breach of security means unauthorized acquisition of computerized data which compromises the 
security, confidentiality, or integrity of personal information maintained by the District. 
 
 
COMPUTER OPERATIONS POLICY 
 
In accordance with the requirements of the NYS Comptroller’s Office and good business practice, 
the Board of Education directs the Superintendent or his designee to develop a comprehensive 
computer operations plan including but not limited to the following areas:  disaster recovery, 
access to financial software and other district software, physical access to the server equipment, 
security monitoring of the computer system including monitoring of individual access and 
transactions.  Such plan shall be developed within the following guidelines: 
 

- All District employees’ access to the computer systems shall be limited in accordance 
with the scope of the employee’s job duties.  Complete access as system administrator 
shall be limited to the Network and Systems Coordinator and/or Assistant Superintendent 
for Business.  It shall be the responsibility of the Network and Systems Coordinator 
and/or Assistant Superintendent for Business to determine an employee’s access to the 
system based upon job responsibilities. 

 
- It shall be the responsibility of the Network and Systems Coordinator and/or Assistant 

Superintendent for Business to review existing passwords and account restrictions 
periodically and make appropriate adjustments. 

 
- Access to the physical server shall be limited to the IT Staff only. 
 
- The computer operations plan shall include the use of any appropriate electronic based or 

software based monitoring systems included in District software.  An example of such 
monitoring system would be audit reports for transactions.  Any automated or manual 
controls appropriate should be used to reduce the risks to the District’s electronic data.  
The Network and Systems Coordinator, Assistant Superintendent for Business, and 
Internal Auditor (Internal Audit Function) shall be responsible for the administration of 
the monitoring system. 
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- The Network and Systems Coordinator shall be responsible for the development and 
oversight of a comprehensive data recovery plan designed to prevent the loss of computer 
information and assist in the recovery of data as needed. 

 
The Superintendent or his designee shall review the computer operations plan at least annually.   
 
 
EDUCATION OF SPECIAL EDUCATION STUDENTS 
 
Special Education Program and Related Services 
 
The Mount Sinai Board of Education recognizes its responsibility for providing special education 
and related services which are appropriate for the individual disabled student needs and allow the 
student to be involved and progress in the general education curriculum.  In an effort to achieve 
this goal, the Board shall determine an appropriate special education program for each disabled 
student upon receiving from the Mount Sinai Committee on Special Education (CSE) 
recommendations for special education services.  The CSE shall provide the Board with a written 
evaluation for each disabled student which includes: 
 

(a) classification of a student’s disabling condition; 
(b) recommendations for a special education program and related services; 
(c) a summary of tests or reports upon which recommendations are based. 

 
The Mount Sinai Board of Education shall also ensure adequate space is allocated in the District 
for special education programs. 
 
Ref: 8 NYCRR 200.2(b)(4) 

8 NYCRR 200.2(6)(a) 
 

Pre-referral Intervention Strategies and Response to Intervention 
 
Prior to referral to the Mount Sinai Committee on Special Education (CSE), a student suspected 
of having a disability must be provided with appropriate interventions to allow a reasonable 
opportunity for remediation of the student’s performance prior to referral for special education.  
The Superintendent is directed to develop appropriate pre-referral interventions and develop and 
implement school wide approaches which may include a response to intervention process 
pursuant to Section 100.2(ii) of the Commissioner’s Regulations. 
 
Ref: 8 NYCRR §200.2(b)(7) 
 
Appointment and Training of Appropriate Special Education Personnel 
 
The Mount Sinai Board of Education shall appoint and train only appropriately qualified 
personnel including members and chairpersons of the Committee on Special Education (CSE) and 
the Committee on Preschool Special Education (CPSE) as well as special education teachers and 
services providers to carry out functions identified in Part 200 of the Commissioner’s Regulations 
and under § 504 of the Rehabilitation Act and IDEA.  Administrative procedures shall be 
developed pursuant to this Policy. 
 
Ref: 8 NYCRR 2002(b)(3) 

 
Alternative Format of Instructional Materials 
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The Mount Sinai Administration shall develop practices and procedures to ensure that all 
instructional materials to be used in the schools of the district are available in a usable alternative 
format for each student with a disability, as defined by Education Law and the Rehabilitation Act 
of 1993, in accordance with the student's educational needs and course selection, at the same time 
as such instructional materials are available to non-disabled students. 
 
The Mount Sinai Board of Education will give a preference in the purchase of instructional 
materials to vendors who agree to provide materials in alliterative formats. 
 
Ref:  New York Education Law §§ 1709 (4-a), 2503 (7-a) 
 
Significant Disproportionate Services Policy 
 
The Mount Sinai Board of Education hereby designates the Superintendent to establish practices 
and procedures consistent with IDEA, New York Education Law and their implementing 
regulations to ensure proportionate representation of racial and ethnic groups in the District's 
special education programs and services, and/or with respect to the suspension of students with 
disabilities.  However, the Mount Sinai Board of Education recognizes its responsibility to ensure 
that the District publicly reports on revisions of its policies, procedures and practices upon a 
finding that the District has inappropriate policies, procedures or policies resulting in a significant 
disproportionality by race/ethnicity in the suspension, identification, classification and/or 
placement of student with disabilities. 
 
Ref: 8 NYCRR § 200.2(b)(15) 

IDEA §§1412(a)(24); 1418(d) 
34 CFR §§ 300.173; 300.646 

 
Disabled Student Records Policies and Procedures 
 
Personally identifiable data, information or records pertaining to a student or a preschool child 
shall not be disclosed to any person other than the parent of such student or preschool child 
except as allowed under IDEA, Part 200 of the Commissioner’s Regulations, the Family Rights 
and Privacy Act (FERPA), and the District’s FERPA policy.  Notice of the policy will be given in 
the same manner as the District’s FERPA policy. 
 
Ref: 8 NYCRR 200.2(b)(6) 
 
Mount Sinai Committee on Preschool Special Education 
The Mount Sinai Board of Education shall provide all preschool children with disabling 
conditions the opportunity to participate in special education programs and services for which 
they may be eligible.  The Board authorizes the Superintendent of Schools to establish 
administrative practices and procedures to carry out this responsibility.  Included within the 
administrative practices and procedures are the following: 
 

1. Procedures for locating and identifying all preschool children with disabling 
conditions who reside in the Mount Sinai Union Free School District and are 
eligible to attend a preschool program in accordance with the relevant provisions 
of the Education Law.  The register of children eligible to attend a preschool 
program is to be maintained and revised annually by the Committee on Preschool 
Special Education (CPSE); 

2. Procedures to ensure that parents of preschool children with disabling conditions 
have received and understand the request for consent for evaluation of their child; 

3. Procedures for developing an individualized education program (IEP) for each 
eligible preschool age child with a disabling condition; 
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4. Appointing and training appropriately qualified personnel including the members 
of the CPSE; 

5. Maintaining lists of State Education Department approved preschool programs 
within the county and adjoining counties in which the District is located; and 

6. Procedures for reporting to the State Education Department the number of 
preschool children with disabling conditions that are being served as well as 
those not served. 

 
Ref: 8 NYCRR 200.2(b) and (e) 

9 NYCRR 200.3 
Education Law §4402 

 
Declassification of Disabled Students 
 
The Mount Sinai Board of Education directs the Superintendent or the Superintendent’s designee 
to establish appropriate administrative procedures for declassification of students with disabilities 
who no longer require special education services.  Those procedures must include: factors for 
declassifying students where appropriate, process for reevaluating the student prior to 
declassification, and procedures for provision of educational and support services to the student 
upon declassification. 
 
Ref: 8 NYCRR 100.1(q) 

8 NYCRR 200.2(b) (8) 
8 NYCRR 200.4(b) and (c) 
 

Impartial Hearing Officer 
 
In the event of a hearing called pursuant to Part 200 and 201 of the Commissioner’s Regulations 
pertaining to a disabled child, an Impartial Hearing Officer shall be appointed by the Mount Sinai 
Board of Education in a manner consistent with Commissioner’s Regulations § 200.5 (i) and (j). 
 
The Impartial Hearing Officer may not be a person who is an employee of this District or who 
may have a personal or professional interest which would conflict with his or her objectivity in 
the hearing. 
 
Ref: 8 NYCRR §200.2(b)(9) 

8 NYCRR §200.5(i) and (j) 
New York Education Law §4404(1) 

 
Distribution of IEP’s 
 
The Mount Sinai Administration shall develop practices and procedures to ensure that each 
regular education teacher, special education teacher, related service provider, and other service 
provider who is responsible for the implementation of a student’s individualized education 
program (IEP) shall be provided a paper or electronic copy of the student’s IEP prior to the 
implementation of such program, and that the contents of the IEP shall remain confidential and 
shall not be redisclosed to any other person.  Such practices and procedures shall require the 
Chairperson of the Committee on Special Education (CSE) and Committee on Preschool Special 
Education (CPSE) to designate, prior to the implementation of the IEP, a professional employee 
of the Mount Sinai Union Free School District with knowledge of the student’s disability and 
education program to inform each teacher, related service provider and other individual with IEP 
implementation responsibility who would not be provided a copy of the student’s IEP, including 
but not limited to a teacher assistant, a teacher aide, and a school bus driver when special 
transportation is specified on the IEP, of their responsibility relating to the implementation of the 
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IEP and the specific accommodations, modifications, and supports that must be provided to the 
student in accordance with the IEP. 
 
Mount Sinai District-wide Assessment Policy 
 
It is the policy of the Mount Sinai Board of Education that students with disabilities receive 
appropriate accommodations necessary to measure the academic achievement and functional 
performance of the disabled student in the administration of District-wide assessments.  To the 
extent feasible, the universal design principles will be utilized in developing and administrating 
any District-wide assessment programs. 
 
In designing and administering District-wide assessment programs, it is the responsibility of the 
Superintendent or his designee to: 
 

1. appropriately train all staff participating in developing District-
wide assessments in the principles of universal design.  Those 
principles include, but are not limited to: 
 
(a) development of instructional and assessment 

materials that are varied and diverse. 
(b) development of tests that do more than 

accommodate physical, sensory, or cognitive 
disabilities. 

(c) development of tests that are flexible and 
promote alternatives. 

(d) development of tests that are inclusive. 
 

2. ensure that the Committee on Special Education routinely 
considers each individual student with disabilities particular 
access issues in developing an individualized education plan. 

3. create a classroom environment that respects and values 
diversity. 

4. employ a variety of curriculum delivery methods. 
5. make information accessible by all students so as to allow each 

student to fully participate in the District’s curriculum. 
6. encourage different methods of communication from students to 

teachers and students to students so each student may fully 
participate in the District’s curriculum. 

7. provide multiple ways for students to demonstrate learned 
knowledge by fully including disabled students in the District-
wide assessment program in respect to both access and scoring. 

 
The Mount Sinai Board of Education directs the Superintendent or his designee to provide an 
annual report to the Board of Education regarding the success in implementing universal design 
principles in the District’s District-wide assessment program. 
 
Ref: 8 NYCRR §200.2(b)(13-14) 

8 NYCRR §200.4(d)(2)(vi-vii) 
New York Education Law §§ 1604(29-a); 1709 (4-a); 2503(7-a); 2504(7-a) 
34 CRF §300.44 
20 USC §1401(35) 
20 USC §1412(a)(16)(E) 
 

Section 504 Annual Notice 
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In accordance with the Rehabilitation Act of 1973, commonly known as Section 504, the Mount 
Sinai Union Free School District hereby notifies disabled children and their parents of the School 
District duty under the Regulations to Section 504. 
 
The School District shall provide a free appropriate public education to each qualified disabled 
child who resides in the Mount Sinai Union Free School District regardless of the nature or 
severity of the disability.  The School District shall educate each qualified disabled child with 
children who are not disabled to the maximum extent appropriate to the needs of the disabled 
child, and shall also ensure that disabled children participate with non-disabled children in 
nonacademic and extra-curricular activities to the maximum extent appropriate. A disabled child 
shall be afforded an equal opportunity for participation in such services and activities.   
 
The School District shall provide disabled children an equal opportunity for participation in 
physical education courses, interscholastic, club or intramural athletics.  
 
The School District shall conduct pre-placement evaluations, and shall establish standards and 
procedures consistent with Section 104.35 for the evaluation and placement of children who need 
or are believed to need special education or related services.  Periodic reevaluation shall be 
conducted of children who have been provided special education or related services. 
 
Placement decisions shall draw upon information from a variety of sources and shall be made by 
a group of persons knowledgeable about the child, the meaning of the evaluation data, and the 
placement options.  The School District shall establish and implement a system of procedural 
safeguards that includes notice, an opportunity for the parent to examine relevant records, an 
impartial hearing with the opportunity for participation by the parent and representation by 
counsel, and a review procedure. 
 
Ref: 34 CFR 104.36-37 
 
Limited English Proficiency Instruction 
 
The Mount Sinai Board of Education believes that students who, by reason of foreign birth or 
ancestry, have limited English proficiency will be more effective learners of both the language 
and curriculum if they receive instruction in both their native language and English.  The District 
will make effort to ensure that limited English proficiency (LEP) students are provided with an 
appropriate program of transitional bilingual education or free-standing English as a second 
language program. 
 
Pursuant to this policy and Regulations of the Commissioner of Education, the Superintendent is 
directed to develop appropriate administrative regulations to ensure that LEP students are: 

 
1.   Diagnostically screened for limited English proficiency, in accordance with Part 

117 of the Commissioner’s Regulations.  Those students who according to their 
scores are identified as LEP will be annually evaluated.  Included in the 
evaluations shall be each student’s performance in content areas to measure 
academic progress; 

2.   Assured of access to appropriate instructional and support services, including 
guidance programs; and 

3. Assured of having equal opportunities to participate in all school programs and 
extracurricular activities as non-LEP students. 

 
The Superintendent shall be responsible for ensuring that the Commissioner is provided with all 
information required under the Commissioner’s Regulations and that the District provides 
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appropriate school-related information to the parents of LEP students in English or when 
necessary, in the language they understand.  In addition, the Superintendent shall ensure that all 
teachers employed for any bilingual or ESL program are properly certified in accordance with 
New York State Law and Regulation. 
 
Disabled Students Participating in Mount Sinai School District Programs 
 
All students with disabling conditions residing in the Mount Sinai Union Free School District 
shall have the opportunity to participate in School District programs including extracurricular 
programs and activities which are available to all other pupils enrolled in the public schools of the 
District.  The Board directs the CSE Chairperson to develop procedures implementing 8 NYCRR 
§ 200.6 (a) in the District.   Ref: 8 NYCRR 200.2(b)(1) 
MEAL CHARGE POLICY 
 
Students are permitted to charge Type A lunches in all three schools.  Each student is allowed to 
charge up to three times.  A copy of the policy for charging meals is provided to parents via the 
District’s email.  The procedure for each school is as follows: 
 
Elementary School 
Students who charge lunch are recorded on the class roster.  If the student does not pay back the 
following day the aide will remind the student.  If money is not received within a week the 
teacher sends home a written reminder to the parents.  After three charges the child’s teacher will 
call the parent for reimbursement.  Teacher will then notify main office if not received within one 
week.  Quarterly follow-up by assistant principal to parents.  
 
Middle & High Schools 
Students inform the cafeteria cashier that they forgot their money and would like to charge.  The 
cashier then completes and signs a ticket for the student.  Ticket shows student’s name, date, 
lunch period.  At the end of the week a list of those students who have not paid back is given to 
the assistant principal.  A letter is sent home to the parents when the student has charged two 
meals.  Student pays back the money to the cashier who sends updated list to the assistant 
principal on a monthly basis.    
 
 
MEDICAID CONFIDENTIAL DISCLOSURE POLICY 
 
The Board of Education recognizes the importance of detecting and preventing Medicaid fraud, 
waste, and abuse. The purpose of this policy is to set forth the procedures that will be used by the 
School District to respond to reports by employees and others of activity which might violate 
applicable Medicaid laws or regulations, which includes, but is not limited to, submitting and/or 
receiving claims in a manner which does not meet the Medicaid program requirements, as 
applicable. 
Policy/Procedure 
 
Each employee must act in an ethical manner and adhere to applicable legal requirements in the 
course of performing their duties on behalf of the School District. 
 
Any employee of the School District who has knowledge of activities that he or she believes may 
violate a law, rule, or regulation has an obligation to promptly report this matter to the designated 
Compliance Officer and/or his or her immediate supervisor.  Reports may be made anonymously 
and employees will not be penalized for reports made in good faith.  Failure to report known 
violations, failure to detect violations due to negligence or reckless conduct and intentionally 
making false reports shall be grounds for disciplinary action, including termination.  The 
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appropriate form of discipline will be case-specific and in accordance with applicable law and/or 
existing collective bargaining agreements. 
 
Necessary steps will be taken to communicate appropriate standards and procedures to all 
employees by disseminating information that explains what is required.  This shall include the 
posting of this policy. 
 
In order to detect and prevent fraud, the Board of Education authorizes the utilization of 
monitoring and auditing systems that are reasonably designed to detect misconduct by its 
employees, contractors, and/or agents. 
 
Once a suspected violation has been reported, the Board of Education, acting upon the 
recommendation of the Superintendent of Schools and the Compliance Office, will take 
reasonable steps to respond appropriately and to prevent further violations, which shall include, 
any necessary modifications to its program designed to prevent and detect violations of applicable 
law. 
 
All contractors and agents who furnish or authorize the furnishing of Medicaid services on behalf 
of the School District, or perform billing or coding functions are required to communicate these 
policies and procedures to their employees and are responsible for ensuring that such 
communication occurs. 
 
Appointment of Compliance Officer 
 
The Superintendent of Schools hereby appoints the Assistant Superintendent for Business as the 
District’s Compliance Officer, who shall have the authority to: 
 

1. Oversee and monitor the implementation of the School District’s compliance policy; 
2. Consult outside counsel as legally necessary; 
3. Conduct internal investigations and audits relating to compliance issues; 
4. Review all documents and other information relevant to Medicaid compliance activities; 

and 
5. Maintain direct access to the Superintendent of Schools, and when appropriate, the Board 

of Education. 
 
Training and Education 
 
The Compliance Officer shall implement a training program to help employees identify, prevent, 
and report noncompliance with applicable law.  The Board of Education expects all employees to 
participate in general compliance training upon initial hire or periodically thereafter and must 
acknowledge attendance at each session.  Documentation of attendance will be maintained by the 
Compliance Officer.  Conversely, specialized training will be provided to employees, whose 
actions directly affect submission and reimbursement of claims, including those involved in 
dispensing, billing and reimbursement of Medicaid claims. 
 
Investigation 
 
Through the Compliance Officer, the School District shall promptly respond to and take 
appropriate action for detected offenses. 
 

A. Internal Investigation 
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The Compliance Officer will conduct a timely and reasonable investigation of all credible 
reports of suspected noncompliance.  A reasonable inquiry includes a preliminary 
investigation by the Compliance Officer or other compliance personnel. 
 
If an internal investigation results in the discovery of misconduct that may violate 
applicable laws or regulations, the Compliance Officer must notify the Superintendent of 
Schools and Board of Education. 

 
B. Government Investigation 

 
If a government investigation arises, the School District aims to be forthright and 
cooperative with the investigation. 

Distribution 
 
This policy will be made available on the School District’s website.  In addition, hard copies will 
be made available to new employees during the orientation process and current employees in 
those departments submitting and/or receiving claims. 
 
 
DIGNITY FOR ALL STUDENTS ACT 
 
The Board of Education recognizes that learning environments that are safe and 
supportive can increase student attendance and improve academic achievement.  A 
student’s ability to learn and achieve high academic standards, and a school’s ability to 
educate students, is compromised by incidents of discrimination or harassment, including 
but not limited to bullying, taunting and intimidation.  Therefore, in accordance with the 
Dignity for All Students Act, Education Law, Article 2, the District will strive to create 
an environment free of discrimination and harassment and will foster civility in the 
schools to prevent and prohibit conduct which is inconsistent with the District’s 
educational mission. 

 
The District condemns and prohibits all forms of discrimination and harassment of 
students based on actual or perceived race, color, weight, national origin, ethnic group, 
religion, religious practice, disability, sexual orientation, gender, or sex by school 
employees or students on school property and at school-sponsored activities and events 
that take place at locations off school property.  In addition, any act of discrimination or 
harassment, outside of school sponsored events, which can reasonably be expected to 
materially and substantially disrupt the education process may be subject to discipline. 
 
Dignity Act Coordinator 
 
At least one (1) employee at every school shall be designated as the Dignity Act 
Coordinator(s).  The Dignity Act Coordinator(s) will be thoroughly trained to handle 
human relations in the areas of race, color, weight, national origin, ethnic group, religion, 
religious practice, disability, sexual orientation, gender (identity or expression) and sex.  
The Board of Education shall appoint the Dignity Act Coordinator(s) and share the 
name(s) and contact information with all school personnel, students, and parents/person 
in parental relation. 
 
If a Dignity Act Coordinator vacates his/her position, another school employee shall 
immediately be designated for an interim appointment as Coordinator, pending approval 
from the Board of Education, within thirty (30) days of the date the position was vacated.  
In the event a Coordinator is unable to perform the duties of the position for an extended 
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period of time, another school employee shall immediately be designated for an interim 
appointment as Coordinator, pending return of the previous Coordinator to the position. 
 
Training 
 
Training will be provided each school year for all District employees in conjunction with 
existing professional development training to raise staff awareness and sensitivity of 
harassment and discrimination directed at students that are committed by students or 
school employees on school property or at a school function.  Training will include ways 
to promote a supportive school environment that is free from discrimination and 
harassment, emphasize positive relationships, and demonstrate prevention and 
intervention techniques to assist employees in recognizing and responding to harassment 
and discrimination, as well as ensuring the safety of the victims. 
 
Instruction in grades kindergarten through six shall include a component on civility, 
citizenship and character education.  Such component shall instruct students on the 
principles of honesty, tolerance, personal responsibility, respect for others, observance of 
laws and rules, courtesy, dignity and other traits which will enhance the quality of their 
experiences in, and contributions to, the community.  For the purposes of this policy, 
“tolerance,” “respect for others” and “dignity” shall include awareness and sensitivity to 
discrimination or harassment and civility in the relations of people of different races, 
weights, national origins, ethnic groups, religions, religious practices, mental or physical 
abilities, sexual orientations, genders and sexes. 
 
Rules against discrimination and harassment will be included in the Code of Conduct, 
publicized District-wide and disseminated to all staff and parents.  An age-appropriate 
summary shall be distributed to all students at a school assembly at the beginning of each 
school year. 
 
Reports and Investigation of Discrimination and Harassment 
 
The District will investigate all complaints of harassment and discrimination, either 
formal or informal, and take prompt corrective measures, as necessary.  Complaints will 
be investigated in accordance with applicable policies and regulations.  If, after an 
appropriate investigation, the District finds that this policy has been violated, corrective 
action will be taken in accordance with District policies and regulations, the Code of 
Conduct, and all appropriate federal or state laws. 
 
The District will annually report material incidents of discrimination and harassment to 
the State Education Department as part of the Uniform Violent and Disruptive Incident 
Reporting System (VADIR). 
 
Prohibition of Retaliatory Behavior (Commonly Known as “Whistle-Blower” Protection) 
 
Any person who has reasonable cause to suspect that a student has been subjected to 
discrimination or harassment by an employee or student, on school grounds or at a school 
function, who acts reasonably and in good faith and reports such information to school 
officials or law enforcement authorizes, shall have immunity from any civil liability that 
may arise from making such report.  The Board prohibits any retaliatory behavior 
directed at complainants, victims, witnesses and/or any other individuals who participated 
in the investigation of a complaint of discrimination or harassment. 
 
 
DIGNITY FOR ALL STUDENTS ACT – CYBERBULLYING 
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The Board is committed to providing a school environment that is free from harassment, bullying 
and discrimination.  Harassment, discrimination, intimidation or bullying and acts of 
cyberbullying, as defined by New York Education Law Article Two and the Regulations of the 
Commissioner section 100.2 by students, staff or visitors toward students are strictly prohibited.  
Therefore, in accordance with such laws and regulations, conduct of this nature is subject to 
discipline in accordance with the District’s Code of Conduct and the Internet Safety and 
Acceptable Use Policies. 
 
Reports of harassment, bullying and discrimination shall be made to the Building Principal, 
Superintendent or the Principal’s or Superintendent’s designee.  Students and parents/guardians 
may make an oral or written report of harassment, bullying or discrimination to District teachers 
or administrators. 
 
District employees who witness harassment, bullying or discrimination, or who receive an oral or 
written report of harassment, bullying or discrimination, shall promptly orally notify the Building 
Principal, Superintendent or the Principal’s or Superintendent’s designee not later than one 
school day after such employee witnesses or receives a report of harassment, bullying or 
discrimination.  After oral notification, the District employee shall file a written report with the 
Building Principal, Superintendent or the Principal’s or Superintendent’s designee not later than 
two school days after making the oral report. 
 
The Building Principal, Superintendent or the Principal’s or Superintendent’s designee shall lead 
or supervise a thorough investigation of all reports of harassment, bullying or discrimination, and 
ensure that said investigation is completed promptly after receipt of any written reports made. 
 
In the event an investigation verifies harassment, bullying or discrimination, the District shall 
take prompt actions reasonably calculated to end the harassment, bullying or discrimination, 
eliminate any hostile environment, create a more positive school culture and climate, prevent 
recurrence of the behavior, and ensure that safety of the student or students against whom such 
harassment, bullying or discrimination was directed.  Retaliation against any individual who, in 
good faith, reports or assists in the investigation of harassment, bullying or discrimination, is 
strictly prohibited. 
 
Individuals whose behavior is found to be in violation of this policy will be subject to discipline 
or removal from the premises in accordance with school policy, including the Code of Conduct.  
If appropriate, individuals may also be referred to law enforcement officials.   
 
The Building Principal shall make a regular report on data and trends related to harassment, 
bullying and discrimination to the Superintendent. 
 
The Superintendent shall establish procedures and guidelines that will include, but not be limited 
to, staff training and professional development, the method of reporting an incident believed to be 
in violation of this policy, the procedure for investigation and the prohibition of retaliation for 
reporting an incident.  The District shall also provide required instruction supporting development 
of a school environment free of harassment, bullying and discrimination having an emphasis on 
discouraging acts of harassment, bullying (including cyerbullying) and discrimination and 
including instruction in the safe, responsible use of the Internet and electronic communications. 
 
The Board will review this policy from time to time, but no less than annually, and will make any 
necessary modifications as required by the applicable laws and regulations. 
 
This policy and any amendments or addendums shall be published in the student handbook and 
on the District website.  At least once each school year, the District shall provide all school 
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employees, students and parents or persons in parental relation with a written or electronic copy 
of this policy and any other policy created by the District in compliance with the Dignity for All 
Students Act. 
 
If the Superintendent or Principal designates a staff member to receive oral or written reports of 
harassment, bullying, or discrimination, then the Superintendent or Principal shall publish the 
name and title of the designee to the school community as an addendum to this policy. 
STUDENT ABUSE OF SOCIAL MEDIA/CYBERBULLING, HARASSMENT AND 
BULLYING PREVENTION AND INTERVENTION 
 
The Board of Education is committed to providing an educational and working environment that 
promotes respect, dignity and equality.  The Board recognizes that discrimination, such as 
harassment, hazing and bullying, are detrimental to student learning and achievement.  These 
behaviors interfere with the mission of the district to educate its students and disrupt the operation 
of the schools.  Such behavior affects not only the students who are its targets but also those 
individuals who participate and witness such acts. 
 
To this end, the Board condemns and strictly prohibits all forms of discrimination, such as 
harassment, hazing and bullying on school grounds, school buses and at all school-sponsored 
activities, programs and events.  Discrimination, harassment, hazing or bullying that takes place 
at locations outside school grounds, such as cyberbullying, which creates or can be reasonably 
expected to create a material and substantial interference with the requirements of appropriate 
discipline in the operation of the school or impinge on the rights of other students are prohibited 
and may be subject to disciplinary consequences. 
 
Definitions 
 
Bullying 
 
Bullying, under the amended Dignity for All Students Act, has the same meaning as harassment 
(see below).  The accompanying regulation provides more guidance regarding the definition and 
characteristics of bullying to help the school community recognize the behavior. 
 
Cyberbullying 
 
Cyberbullying is defined as harassment (see below) through any form of electronic 
communication. 
 
Discrimination 
 
Discrimination is the act of denying rights, benefits, justice, equitable treatment or access to 
facilities available to all others, to an individual or group of people because of the group, class or 
category to which that person belongs (as enumerated in the definitions section, under 
Harassment, below). 
 
Hazing 
 
Hazing is an induction, initiation or membership process involving harassment which produces 
public humiliation, physical or emotional discomfort, bodily injury or public ridicule or creates a 
situation where public humiliation, physical or emotional discomfort, bodily injury or public 
ridicule is likely to occur. 
 
Sexual Harassment 
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Sexual harassment means bullying, harassment or discrimination of a sexual nature, as defined by 
the District’s sexual harassment policy. 
 
 
 
 
Sexting 
 
Sexting means taking nude or semi-nude photos or videos of self or others and forwarding them 
electronically. 
 
Harassment 
 
Harassment has been defined in various ways in federal and state law and regulation.  The Board 
recognizes that these definitions are important standards but the board’s goal is to prevent 
misbehavior from escalating in order to promote a positive school environment and to limit 
liability.  The Dignity for All Students Act (ss10-18 of education Law) defines harassment as the 
creation of a hostile environment by conduct or by threats, intimidation or abuse, including 
cyberbullying, that (a) has or would have the effect of unreasonably and substantially interfering 
with a student’s educational performance, opportunities or benefits, or mental, emotional or 
physical well-being; (b) reasonably causes or would reasonably be expected to cause a student to 
fear for his or her physical safety; (c) reasonably causes or would reasonably be expected to cause 
physical injury or emotional harm to a student; or (d) occurs off school property and creates or 
would foreseeably create a risk of substantial disruption within the school environment, where it 
is foreseeable that the conduct, threats, intimidation or abuse might reach school property.  The 
harassing behavior may be based on any characteristic including but not limited to a person’s 
actual or perceived: 
 

 Race 
 Color 
 Weight 
 National origin 
 Ethnic group 
 Religion 
 Religious practice 
 Disability 
 Sex 
 Sexual orientation, or 
 Gender (including gender identity and expression). 

 
For the purpose of this definition, the term “threats, intimidation or abuse” shall include verbal 
and non-verbal actions. 
 
In some instances, bullying or harassment may constitute a violation of an individual’s civil 
rights.  The district is mindful of its responsibilities under the law and in accordance with district 
policy regarding civil rights protections. 
 
In order to streamline the wording of this policy and regulation, the term bullying will be used 
throughout to encompass harassment, intimidation, cyberbullying and hazing behaviors. 
 
Prevention 
 
The school setting provides an opportunity to teach children and emphasize among staff that 
cooperation with and respect for others is a key district value.  A program geared to prevention is 
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designed to not only decrease incidents of bullying but to help students build more supportive 
relationships with one another by integrating the bullying prevention program into classroom 
instruction.  Staff members and students will be sensitized through district-wide professional 
development and instruction to the warning signs of bullying as well as to their responsibility to 
become actively involved in the prevention of bullying before overt acts occur. 
 
Curricular material that raises awareness and sensitivity to discrimination or harassment and 
civility in the relationships of people of different races, weights, national origins, ethnic groups, 
religions, religious practices, mental or physical abilities, sexual orientation, sexes or gender 
expression or identities will be included in the instructional program K-12. 
 
In order to implement this program the Board will designate at its annual organizational meeting 
a Dignity Act Coordinator (DAC) for each school in the district.  One of the DAC’s will be 
designated as the district-wide coordinator.  The role of each DAC is to oversee and enforce this 
policy in the school to which they are assigned. 
 
Intervention 
 
Intervention by adults and bystanders is an important step in preventing escalation and resolving 
issues at the earliest stages.  Intervention will emphasize education and skill building. 
 
Successful intervention may involve remediation.  Remedial responses to bully and harassment 
include measures designed to correct the problem behavior, prevent another occurrence of the 
behavior and protect the target.  Remediation may be targeted to the individual(s) involved in the 
bullying behavior or environmental approaches which are targeted to the school or district as a 
whole. 
 
In addition, intervention will focus upon the safety of the target.  Staff is expected when aware of 
bullying to report it in accordance with this policy, either refer the student to the designated 
resources for assistance or to intervene in accordance with this policy. 
 
Provisions for Students Who Do Not Feel Safe at School 
 
The Board acknowledges that, notwithstanding actions taken by district staff, intervention may 
require a specific coordinated approach if the child does not feel safe at school.  Students who do 
not feel safe at school are limited in their capacity to learn and reach their academic potential.  
Staff, when aware of bullying, should determine if accommodations are needed in order to help 
ensure the safety of the student and bring this to the attention of the building principal.  The 
building principal, other appropriate staff, the student and the student’s parent(s) will work 
together to define and implement any needed accommodations. 
 
The district recognizes that there is a need to balance accommodations which enhance student 
safety against the potential to further stigmatize the targeted student.  Therefore, each case will be 
handled individually.  The student, parent/guardian and school administrator will collaborate to 
establish safety provisions that best meet the needs of the targeted student. 
 
Follow-up discussion and/or meetings will be scheduled, as needed, to ensure that safety concerns 
have been adequately addressed and to determine when and if accommodations need to be 
changed or discontinued. 
 
Incident Reporting and Investigation 
 
Although it can be difficult to step forward, the district can’t effectively address bullying if 
incidents are not reported.  Students who have been bullied, parents whose children have been 
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bullied or other students or staff who observe bullying behavior are encouraged and expected to 
make a verbal and/or written complaint to any school personnel in accordance with the training 
and guidelines provided.  Staff who observe or learn of incident(s) of bullying are required, in 
accordance with State law, to make an oral report to the Building DAC.  Appeals shall be 
forwarded to the DAC at Mount Sinai School District, 118 North Country Road, Mount Sinai, 
New York 11766 within one school day and to fill out the district reporting form within two 
school days.  If a staff person is unsure of the reporting procedure, he/she is expected to inquire 
about how to proceed by speaking with his/her supervisor.  A district employee may be deemed 
to have permitted unlawful discrimination or harassment if he/she fails to report an observed 
incident, whether or not the target complains.   
    
At all times, complaints will be documented, tracked and handled in accordance with the 
regulations and procedures accompanying this policy, or, if applicable, 0100 Equal Opportunity 
and Nondiscrimination, or 0110, Sexual Harassment and the district’s Code of Conduct.  The 
Dignity Act Coordinator (DAC) will prepare a report for the Superintendent based on complaints 
filed.  Incidents will be included in the Violent and Disruptive Incident Reporting (VADIR) 
system when applicable. 
 
An equitable and thorough investigation will be carried out by the Building DAC.  In addition, 
the results of the investigation shall be reported back to both the target and the accused.  If either 
of the parties disagree with the results of the investigation, they can appeal the findings.  Verified 
bullying incidents that meet the criteria established by the state will be included in the statewide 
reporting system when applicable, in accordance with law and regulation. 
 
The Board has access to the annual VADIR report, as well as any other state required report 
relevant to bullying and/or school climate, for each building and for the district as a whole.  
Based on the review of the data, the Board may consider further action, including but not limited 
to modification of this policy and additional training. 
 
Training 
 
The Board recognizes that in order to implement an effective bullying prevention and 
intervention program, professional development is needed.  The Superintendent, the DAC and the 
District Professional Development Team will incorporate training to support this program in new 
teacher orientation and the annual professional development plan, as needed.  Training 
opportunities will be provided for all staff including but not limited to security, cafeteria and hall 
monitors and all staff who have contact with students.  The DAC will be trained in accordance 
with state requirements and will continue their professional development as to successfully 
support this policy and program. 
 
Disciplinary Consequences/Remediation 
 
While the focus of this policy is on prevention, acts of bullying may still occur.  In these cases, 
offenders will be given the clear message that their actions are wrong and the behavior must 
improve.  Student offenders will receive in-school guidance in making positive choices in their 
relationships with others.  If appropriate, disciplinary action will be taken by the administration in 
accordance with the district’s Code of Conduct as applicable.  If the behavior rises to the level of 
criminal activity, law enforcement will be contacted. 
 
Consequences for a student who commits an act of bullying shall be unique to the individual 
incident and will vary in method and severity according to the nature of the behavior, the 
developmental age of the student and the student’s history of problem behaviors and must be 
consistent with the district’s Code of conduct. 
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Non-Retaliation 
 
All complaints and those who participate in the investigation of a complaint in conformity with 
state law and district policies, who have acted reasonably and in good faith, have the right to be 
free from retaliation of any kind. 
 
 
SUICIDE PREVENTION POLICY 
 
I.  Report any potential suicidal student to the school administrator first, then to a psychologist, 
guidance counselor, nurse, and/or social worker. 
 

A.  Each building principal will appoint a Crisis Response Team which will include a 
building administrator, school psychologist, guidance counselor, social worker, and/or school 
nurse.  Upon receiving a report of a potential suicidal student, the Director of Pupil Personnel 
Services or his/her designee will appoint a member of the Crisis Response Team to intervene 
directly with the student.  The appointed team member should: 
 
1.  Question the student about any feelings of hopelessness and length of time of such 
feelings.  
 
2.  Question the student about any thoughts about killing himself/herself and how persistent 
and strong the thoughts are. 
 
3.  Question the student whether any plans have been made, how detailed the plans are, and 
whether any preliminary actions have been taken. 
 
NOTE: 
If suicidal behavior is suspected, do not mince words, but directly question the student about 
his/her thoughts, intent, and/or plans. 
 
B.  The building Crisis Response Chair will convene the team immediately. 

 
II.  The Crisis Response Team shall review the presenting circumstances, assess the seriousness 
or imminence of the threat, and implement the suggested procedures included herein. 
 
NOTE: 
The student and reporting staff member involved must understand that the issue of confidentiality 
will not prevent the reporting of suspected suicide risk, relevant information, and reports in 
accordance with the procedures outlined herein. 
 

A.  After gathering the information, the Crisis Response Team should determine the level of 
the risk of the situation and select a case coordinator who will oversee the implementation of 
the following procedures for the particular case. 
 
1.  If it is determined that it is a High Risk*: 
 
a.  The student should not be let out of the sight of the reporting staff member. 
b.  The parent must be notified immediately. 
c.  The student may only be released to a parent or parent designee. 
d.  A referral to the Emergency Room for assessment will be made immediately. 
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e.  There shall be follow-up to be sure that a psychiatric evaluation has been conducted.  A 
written report will be requested from the psychiatric stating that the student is no longer at 
high risk and is able to attend school.  This report is to be submitted before the student is 
allowed to return to school and must be reviewed with the Crisis Response Team. 
f.  The parent must be provided with a list of referrals if the student requires ongoing 
treatment. 
g.  If student is already in outside therapy, contact should be made with the therapist for 
strategy planning. 
h.  Notification should be made to student’s guidance counselor, teacher(s), coach, and nurse. 
 
*High Risk Indicators (one or more present) 
A detailed suicide plan, feeling of hopelessness, written suicide statement, history of a 
previous suicide attempt, chronically self-destructive lifestyle combined with severe loss 
(parent, relative, close friend, etc.) or threat of loss, anniversary of a loss, inability to accept 
help, unavailability of resources, and/or means to carry out suicide is available. 
 
2.  If it is determined that the situation is a Medium Risk*: 
 
a.  The student should be escorted to the psychologist’s, social worker’s, and/or guidance 
counselor’s office. 
b.  The parent must be notified. 
c.  Supportive assistance must be given on a regular basis. 
d.  The parent must be provided with a list of referrals. 
e.  If student is already in outside therapy, contact should be made with the therapist for 
strategy planning. 
f.  Student and parent must be made aware of available assistance in an emergency. 
g.  Notification should be made to student’s guidance counselor, teacher(s), coach, and nurse. 
h.  Follow-up must be made to ensure that contact for assistance has been made. 
i.  If contact for assistance has not been made, supportive help must be provided. 
 
*Medium Risk Indicators (one or more present): 
Some threat of committing suicide through explicit statement but without a concrete plan; 
does not have the means of completing an attempt; probably lacking any support from a 
professional or significant others, and/or has exhibited any radical changes in behavior. 
 
3.  If it is determined that the situation is a Low Risk*: 
 
a.  A contract should be signed with the student by which the student agrees not to do 
anything while the staff member is working with him/her. 
b.  Notification should be made to student’s guidance counselor, teacher(s), coach, and nurse. 
c.  Careful monitoring of the student with frequent contacts with the student and with staff 
members who are involved with the student should be provided. 
d.  The parent must be notified. 
e.  Supportive counseling should be provided and the student and parents referred to an 
outside source. 
f.  If student is already in outside therapy, contact should be made with the therapist for 
strategy planning. 
 
*Low Risk Indicators (one or more present): 
Frequent or prolonged vague feelings of hopelessness, no suicidal plans, no explicit written 
or verbal threat, supportive help available. 

 
III.  A report of an identified suicide risk shall be completed by the appointed member of the 
Crisis Response Team and submitted to the Director of Pupil Personnel Services.  The report shall 
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be kept on file in the Office of Pupil Personnel Services.  No copies are to be kept in the 
buildings as this report would then be considered part of a student’s record. 
 
IV.  The Crisis Response Team member will maintain contact with the student and his/her parents 
on a regular basis. 
 
MANAGEMENT OF SUICIDE IN THE SCHOOLS 
 
If a suicide by a student or staff member occurs, the Superintendent of Schools and the Director 
of Pupil Personnel Services will be notified immediately. 
 
A.  Communication 
 

1.  In accordance with the District’s Crisis Response Plan, all requests for information will be 
directed to the principal. 
 
2.  The principal will assemble administrative staff and follow procedures as outlined in the 
District’s Crisis Response Plan. 

 
B.  Action Plan 
 

1.  Assemble faculties prior to the opening of school to provide accurate information and to 
present the plans for the school day. 
 
2.  A crisis team of pupil personnel staff members will be assigned by the Director or Pupil 
Personnel Services to the building affected by the incident in order to assist the staff and 
students in dealing with the general school situation and any individual problems which may 
arise.  Members of the team will assist the building staff in developing and implementing the 
Crisis Response Plan within the building. 
 
3.  The Crisis Team should identify those students who have the greatest potential for suicide 
and/or reaction to this incident and provide the closest monitoring for these students. 
 
4.  The Crisis Response Plan should include provisions for group discussions as well as 
individual sessions with students and staff. 

 
C.  Students 
 
Following a suicide, the atmosphere in school can be a critical factor in preventing additional 
suicides.  Some students will be affected more than others, and the impact might surface in 
different ways.  Students should be allowed to discuss their feelings of loss without 
embarrassment but should not be forced to participate in such discussions.  Any discussions of a 
suicide should be tailored to the age, maturity, and needs of the student(s) involved. 
 
STAFF PROFESSIONAL DEVELOPMENT 
 
All staff will receive annual professional development on risk factors, warning signs, protective 
factors, response procedures, referrals, post event intervention, and resources regarding youth 
suicide prevention.  
 
 
 
 
YOUTH SUICIDE PREVENTION PROGRAMMING 
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Developmentally-appropriate, student-centered education materials will be integrated into the 
curriculum of all K-12 health classes.  The content of these age-appropriate materials will 
include: 
 
1.  the importance of safe and healthy choices and coping strategies 
2.  how to recognize risk factors and warning signs of mental disorders and suicide in oneself and 
others 
3.  help-seeking strategies for oneself or others, including how to engage school resources and 
refer friends    
     for help.           
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