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APPENDIX I

THE SCHOOL BOARD MEMBER’S CREED
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BOARD OF EDUCATION
ISLAND PARK UNION FREE SCHOOL DISTRICT
ISLAND PARK, NEW YORK
THE SCHOOL BOARD MEMBER’S CREED

IN WORKING WITH THE CHIEF SCHOOL ADMINISTRATOR AND THE SCHOOL STAFF AS
THE LEGISLATIVE BODY FOR THE PUBLIC SCHOOLS IN OUR COMMUNITY….
1.

We shall recognize that authority rests with the Board in legal session, not in individual members
of the Board.

2.

We shall recognize that school business may be legally transacted only in open meetings legally
called.

3.

We shall discourage the use of standing committees and insist that all members of the Board
participate fully in Board action.

4.

We shall demand that the chief school administrator keep the Board properly and continuously
informed on school matters at all times through a system of oral and written reports.

5.

We shall require that detailed formal agenda be prepared and distributed in advance for all regular
meetings of the Board; we shall keep confidential any privileged or restricted supporting materials,
and shall make every effort to study such materials prior to the meeting.
We shall contact the chief school administrator prior to the Board meeting if we have serious
questions regarding any item on the agenda or if we need additional information as a background
for intelligent decision.
The chief school administrator shall provide the Board with all pertinent information bearing on
any actions which the Board will be asked to make…well in advance of the date of the meeting at
which such action shall be considered. This requirement of advance information will be waived
only in rare cases of sudden emergency.

6.

We shall give full consideration to the recommendations of the chief school administrator and his
reasons for making such recommendations when acting upon school programs and operation,
when forming school district policies, and when developing short or long range goals or plans.

7.

We shall hold the chief school administrator responsible for the administration of the schools in
accordance with duly established and approved district policy.
We shall see that the chief school administrator has authority commensurate with his
responsibility; we shall seek to under-gird and strengthen him in his leadership role; we will not in
any way interfere with or seek to undermine his authority. However, this will not mean that the
Board of Education will in any way neglect its legitimate duties and responsibilities as established
by law and commissioner’s regulations.
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8.

We shall officially deal with subordinate administrators and teachers at all times through the chief
school administrator. At Board Meetings, we shall hear reports or await answers to questions
from other members of the staff only as called upon by the chief school administrator.
We shall, however, in close cooperation with the chief school administrator, establish necessary
procedures for full and wholesome district-wide communication.

9.

We shall provide adequate safeguards around the chief school administrator and other personnel
so that they may perform their proper functions on a professional basis.
We shall expect the schools to employ the best-trained technical, professional and service people
obtainable.
We shall appoint all employees only upon a basis of merit and upon the recommendation of the
chief school administrator. We shall expect each recommendation to be in writing and
supportable as the best possible judgment in each instance.

10.

We shall expect to spend more time in Board Meetings on educational programs and procedures
than on business detail. Meetings of the Board shall be conducted with dignity and decorum. We
shall establish and maintain procedures and patterns which promote meaningful structure and clear
understandings of the Board’s decision making sessions.

AS AN INDIVIDUAL MEMBER OF THE BOARD OF EDUCATION….
11.

I will represent the entire district rather than individual electors or patrons.

12.

I will regard my position as one of trust and responsibility to be used for the welfare of the schools
and the community.

13.

I will make no promises, nor shall I ever take any action outside of Board Meetings which may
tend to commit or compromise the Board.

14.

I will make every effort to direct complaints into the proper channels. Should a complaint still
come to me, I will urge the complainant to take it up with the proper staff member, administrative
office, or urge that it be presented in writing to the chief school administrator or to the Board as a
whole.

15.

I will present any personal criticism of employees to the chief school administrator.

16.

I will hold confidential those matters pertaining to proposed Board actions which are under
privileged study, sensitive personnel items and issues concerning students which, if disclosed,
would needlessly injure individuals or react unfavorably upon the school district.

17.

I will make every effort, as I participate in Board of Education deliberations and discussions, to
address my thinking objectively and directly to the matter at hand, to the end that Board of
Education sessions may be conducted impersonally, effectively and upon the highest plane of
statesmanship.

18.

I will not participate in “rump” sessions of the Board of Education. In the event a meeting of the
total Board of Education is held without the chief school officer present, the chief school officer
shall be briefed regarding its content as soon thereafter as possible.
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19.

I will give the chief school administrator friendly counsel and advice.

20.

I will endeavor to keep informed on all educational developments of significance, both local and
state.

21.

I will in no way yield to the temptation to administer the schools.

22.

I will not use the schools or any part of the school program for my own personal advantage or for
the advantage of my friends or supporters.

23.

I will not regard the schools as my own private property but as the property of the people.

24.

I will not expect from the teacher, principal or other administrators any privilege or favor for my
children or the children of my friends or associates which would not be granted under the same
circumstances to other patrons of the school.

9/21/76
Approved by Board of Education December 21, 1976
Reaffirmed by Board of Education July 11, 2016
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APPENDIX II

CODE OF ETHICS

ISLAND PARK UNION FREE SCHOOL DISTRICT

ISLAND PARK, NEW YORK

Adopted: 8/24/71
Readopted: 7/11/16
Board of Education
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CODE OF ETHICS FOR ISLAND PARK UNION FREE SCHOOL DISTRICT

LOCAL REGULATION ESTABLISHING STANDARDS OF CONDUCT FOR SCHOOL BOARD
MEMBERS OR TRUSTEES, OFFICERS, AND EMPLOYEES OF ISLAND PARK UNION FREE
SCHOOL DISTRICT OF THE TOWN OF HEMPSTEAD, NASSAU COUNTY, ISLAND PARK,
NEW YORK.

Be it enacted by the Board of Education of the Island Park Union Free School District of the Town of
Hempstead, Island Park, New York, as follows:
SECTION I:
Pursuant to the provisions of Section 806 of the General Municipal Law, the Board of Education
recognizes that there are rules of ethical conduct for public officers and employees which must be
observed if a high degree of moral conduct is to be obtained and if public confidence is to be maintained
in our unit of local government. It is the purpose of this local regulation to promulgate these rules of
ethical conduct for the School Board members or trustees, officers, and employees of the district. These
rules shall serve as a guide for official conduct of School Board members or trustees, officers, and
employees of said district. The rules of ethical conduct of this local regulation as adopted shall not
conflict with, but shall be in addition to any prohibition of Article 18 of the General Municipal Law or
any other general or special law relating to ethical conduct and interest in contracts of municipal officers
and employees.
SECTION II:

DEFINITIONS

A.

School board member or trustee, officer, or employee, as contained herein means a school
board member, officer, or employee of Island Park Union Free School District, whether paid or
unpaid, including members of any administrative board or commission or other agency thereof.

B.

Interest means a pecuniary of material benefit accruing to a board member or trustee, officer, or
employee; the spouse, minor children and dependents of such board members or trustees, officers,
or employees; a firm, partnership or association of which such board members or trustee, officer,
or employee is an officer, director, or employee; and a corporation, any stock of which is accrued
or controlled directly or indirectly by such board member or trustee, officer, or employee.

SECTION III:

STANDARDS OF CONDUCT

Every board member or trustee, officer, or employee shall be subject to and abide by the following
standards of conduct:
A. Gifts
He/she shall not directly or indirectly solicit any gift or accept or receive any gift having a value of
$25.00 or more, whether in the form of money, services, loan, travel, entertainment, hospitality,
thing or promise, or any other form, under circumstances in which it could reasonably be inferred
that the gift was intended to influence him/her or could reasonably be expected to influence
him/her in the performance of his/her official duties, or was intended as a reward for any official
action on his/her part.
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B. Confidential Information
He/she shall not disclose confidential information acquired by him/her in the course of his/her
official duties or use such information to further his/her personal interests.
C. Representation Before One’s Own Agency
He/she 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 Island Park Union Free School District
of which he/she is an officer member, or employee, and over which he/she has jurisdiction or to
which he/she has the power to appoint any member, officer, or employee.
D. Representation Before Any Agency for a Contingent Fee
He/she shall not receive or enter into any agreement, expressed or implied, for compensation for
services to be rendered in relation to any matter before any agency of the Island Park School
District, whereby his/her compensation is to be dependent or contingent upon any action by such
agency with respect to such matter, provided that this paragraph shall not prohibit the fixing at any
time of fees based upon the reasonable value of services rendered.
E. Disclosure of Interest in Legislation, Bylaw or Other Action of Board of Education
To the extent that he/she knows thereof, a member of the Board of Education and any officer or
employee of the school district, whether paid or unpaid, who participates in the discussion or give
official opinion to the Board of Education or other agency of the district on any legislation, bylaw,
proposition or resolution or other action before the said Board of Education or its agencies shall
publicly disclose on the official record the nature and extent of any direct or indirect financial or
other private interest he/she has in such legislation, bylaw, proposition, resolution, or other action.
F. Investments in Conflict with Official Duties
He/she shall not invest or hold any investment, directly or indirectly, in any financial, business,
commercial or other private transaction which creates a conflict with his/her official,
administrative or ministerial duties and actions.
G. Private Employment
He/she shall not engage in, solicit, negotiate for or promise to accept private employment or
render services for private interests when such employment or services create a conflict with or
impairs the proper discharge of his/her duties.
H. Future Employment
He/she shall not, after the termination of service or employment with the Island Park Union Free
School District, Town of Hempstead, Nassau County, New York, appear before any Board or
Agency of the Board of Education in relation to any case, proceeding or application in which
he/she personally participated during the period of his/her service or employment, or which was
under his/her active consideration
SECTION IV:

DISTRIBUTION OF CODE OF ETHICS

The Superintendent of Schools shall cause a copy of this Code of Ethics to be distributed to every officer
and employee of the district within thirty (30) days after the effective date of this local regulation. Each
officer and employee elected or appointed thereafter shall be furnished a copy before entering upon the
duties of his/her office or employment.
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SECTION V:

PENALITIES

In addition to any penalty contained in any other provision of law, any person who shall knowingly or
intentionally violate any of the provisions of this code may be fined, suspended or removed from office or
employment as the case may be, in the manner provided by law.
SECTION VI:

EFFECTIVE DATE

This local law, after duly adopted by the Board of Education, shall take effect thirty (30) days after it is
filed as provided in Section 27 of the Municipal Home Rule Law.

Resolved, that the aforesaid Code of Ethics is hereby adopted and approved by the Island Park Union
Free School District, Town of Hempstead, Nassau County, New York, this 24th day of August, 1971.

Board of Education
Island Park Union Free School District

Dated: July 11, 2016
Island Park, New York
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APPENDIX III

REGULATIONS OF THE BOARD OF EDUCATION
RE: INSPECTION AND COPYING RECORDS PURSUANT TO
FREEDOM OF INFORMATION LAW

Readopted: July 11, 2016
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Island Park Union Free School District
Trafalgar Boulevard
Island Park, New York

Regulations of the Board of Education Relating to Inspection and Copying of Records Pursuant to
Freedom of Information Law. (Article 6, Public Officer’s Law).

Section 1 -

The following officer is designated as both Fiscal Officer and Records Access Officer for
the purposes of these regulations:
Superintendent
Island Park Union Free School District
Trafalgar Boulevard
Island Park, NY 11558

Section 2 -

Submission of requests for inspection or copies of records:
All requests for inspection or copies of records shall be made
to the Officer at the address set forth in Section 1 hereof.

Section 3 -

Times when records are available.
Requests to inspect or secure copies of records may be made
on any business day between the hours of 9:00 A.M. and 4:00 P.M.

Section 4 -

The following procedures shall be followed in connection with requests to inspect or
secure copies of records:
a)

Any request by a member of the news media to inspect or secure copies
of salary records shall be submitted to the Officer set forth in Section 1 hereof on a
form which has been prescribed by the Comptroller of the State of New York, a
copy of which is annexed hereto as Appendix A. Any other media requests to
inspect or secure copies of records shall be submitted to the Officer set forth in
Section 1 hereof on a form which has been prescribed by the Board of Education, a
copy of which is annexed hereto as Appendix B.

b)

Requests to inspect or secure copies of records by persons other than members of
the news media shall be submitted to the Officer set forth in Section 1 hereof on the
form annexed hereto as Appendix B.

c)

The Officer set forth in Section 1 hereof shall determine and advise the person
requesting whether said records specified in the request are available for inspection
and/or copying.

d)

With respect to records which are determined to be available, the Officer set forth
in Section 1 hereof will direct the person requesting records to the place where the
requested records may be inspected and will arrange for the preparation and
certification of copies upon payment of required fee.
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Section 5 -

e)

With respect to records which are determined not to be available, the Officer set
forth in Section 1 hereof will note the reason for the unavailability on the request
form and return one copy of the request form to the person requesting records.

f)

Records may be inspected only at the office of location where they are regularly
maintained.

g)

Requests by mail for copies of available records may be addressed to the Officer set
forth in Section 1 hereof and may be honored, if practicable, upon payment of
required fee provided the records, of which a copy is requested, are sufficiently
identified for compliance by the District.

Appeals
a)

In the event a request has been denied by the Officer set forth in Section 1 hereof,
the person requesting records may appeal such denial to:
Board of Education
Island Park Union Free School District
Trafalgar Boulevard
Island Park, New York 11558
On the form annexed hereto as Appendix B.

Section 6 -

b)

All appeals must be delivered to the District Clerk within ten (10) days after the
denial from which such appeal is taken.

c)

Appeals will be determined by the Board of Education or their authorized
representative.

Fees
a)

The fees for copies of available records shall be as follows:
1) Pages not larger than 8 ½ by 14 inches: $.25 per page.
2) Stenographic reproduction: $3.25 per page (8 ½ by 11 inches).

b)

Fees shall be paid by check, money order, or cash, payable to the Board of
Education, Island Park UFSD.
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APPENDIX A
NOTICE OF INTENTION TO EXAMINE PUBLIC EMPLOYMENT RECORDS
(For use by members of the news media, pursuant to the Freedom of Information Law of the State of New York)

TO:

The Payroll Officer or the Public Information Officer of the Unit Named Below

PLEASE TAKE NOTICE that on the day specified (during your regular business hours, and subject to the rules of
your Agency) I intend to examine, with the privilege of copying, the particular records specified below.
I CERTIFY that the only purpose of the examination is to gather information as a member of the news media and
that it will not be used for any private, commercial, fund raising or other purpose.
 Names
 Addresses

RECORDS SOUGHT*

 Titles
 Salaries

DATE TO BE EXAMINED:
UNIT OR AGENCY
(AND ANY OTHER
PARTICULARS)

________________________________________________________________
________________________________________________________________
Date  Mailed or
Submitted________________

Signature
Of Applicant_____________________________________
Title of
Applicant_____________________________________

Employer________________________________

*Check appropriate items. But note that names and address of officers and employees of law enforcement agencies
may not be released (Public Officers Law, §88(1)g).
FOR AGENCY USE ONLY
 Approved

 Disapproved

Signature:______________________________________________
Title:__________________________________________________
Date:__________________________________________________
INFORMATION and INSTRUCTIONS
The full text of the Freedom of Information Law may be found in new Article 6 of the Public Officers Law (Chapters 578, 579
and 580 of the Laws of 1974, State of New York).
The law requires that the New York State Committee on Public Access to Records (Tower Building, Empire State Plaza,
Albany, NY 12223) advise agencies and municipalities by means of guidelines, advisory opinions and regulations.
The law also requires that each agency and municipality adopt conforming rules and regulations. Before the written notice
required by §88(1)g of the law is submitted, the applicable rules and regulations should be consulted.
Only “bona fide members of the news media” may make use of the notice. A separate notice should be submitted for each
member of a news team intending to take part in the examination of records.
In the event the written notice is disapproved by the agency concerned, a duplicate copy should be prepared and retained by the
applicant. The law contains provisions for appeals in case access to public records is denied.
AC375 (eff. 9/1/74)
Print Code Z
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APPENDIX B
Application for Public Access to Records
TO:

Superintendent
Island Park Union Free School District
Trafalgar Boulevard
Island Park, NY 11558

I hereby apply to inspect the following record (where possible, furnish date, title, names or any other
information to help identify the record):
_____________________________________________________________________________________
_____________________________________________________________________________________
Reason for Request:

_____________________________________________________________________________________
__________________________________

_______________________________

(Signature)

(Date)

_________________________________

_______________________________

(Representing or on behalf of)

(Mailing Address)

For School Use Only
Approved
Denied (For reason(s) checked below)
__________Confidential Disclosure
__________Unwarranted Invasion of Personal Privacy
__________Records not maintained by District
__________Other (specify)

_________Part of Investigatory File
_________Records cannot be found
_________Exempted by Statue other than
Freedom of Information Law.

_____________________________________________________________________________________
_____________________________________________________________________________________
______________________________

_________________________

___________________

(Signature)

(Title)

(Date)

NOTICE: You have a right to appeal a denial of this application to the Board of Education, Island Park UFSD, Island Park,
NY 11558, which must fully explain its reasons for such denial in writing seven days from receipt of an appeal.
Use form below for said appeal.

I hereby appeal for the following reasons:
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________

_______________________________

(Signature)

(Date)
Readopted July 13, 2015
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APPENDIX IV

ADMINISTRATOR EVALUATION SYSTEM

ISLAND PARK SCHOOLS
Island Park, New York
ADMINISTRATOR EVALUATION SYSTEM
The Island Park Board of Education and Superintendent of Schools are committed to an Objective Based
Evaluation Program for all administrative personnel. All participants must have a fundamental
understanding of the process and acceptance of the need for such an approach in order for it to succeed.
The following will provide a basis for understanding the program.
I.

What is an objective based evaluation program?
It is a method of evaluating individuals based on a mutually agreed upon set of objectives and a
clearly understood level of expectation.

II.

What purpose does it serve?
The emphasis is on self-improvement and self-evaluation. It strengthens the individual and the
Administrative Team. It allows for coordination of individual performance objectives with overall
management objectives. It improves administrative competency which is reflected in greater
instructional outcomes.

III.

What is a performance objective?
An objective is a statement of a specific activity to be achieved with stated methods for measuring
achievement in a specified period of time.

IV.

Must performance objectives be written to cover entire job expectations as stated in job
description?
The expectations related to the “regular job” must be met. Specific performance objectives are
intended to expand and strengthen the administrator.

V.

What are the areas that performance objectives would be based upon?
The major performance areas in education are
Instructional and Curriculum Leadership,
Staff Development, Planning and Evaluation,
School-Community Relations, Student Affairs,
Program Articulation, Business Management,
Support of School System Policies and Goals.
The individual job description also must be considered.
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Administrator Evaluation System
Page 2

VI.

How does the evaluation system operate?
A decision as to who will do the monitoring is made. A model for the evaluation cycle is adopted,
with modifications if needed.
Details such as a time frame, meeting place, etc. are committed to writing after agreement is
reached.
A Model Evaluation Cycle
Planning Conference
A, B, C
June/July

Action by
Board of Education
June


Objective Setting
Conference
A, B, C
Aug./Sept.


Recommendation by
Superintendent
May


1st Performance Review
A&B
Early November


Assessment
Conference
A&B
April/May


2nd Performance Review
A&B
Early January



3rd Performance Review
A&B
Early March

A – Person Being Evaluated
B – Monitor(s)
C – Consultant, if requested
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Administrator Evaluation System
Page 3
VII.

Is there a format for writing objectives?
A format has been developed as follows:


Performance objective stated and identified by number and year.



Needs Assessment
a)
What is the problem?
b)
What is the cause of the problem?
c)
What is corrective action?



Activities to Reach Objective
a)
Target dates.
b)
What will happen?



Statement of what measures will determine the degree of accomplishment in satisfying
objective.

SUMMARY
An objective based evaluation program mandates a degree of “risk taking” and is dependent on a high
trust level among the participants. There is an accountability tied to financial remuneration which is
rightfully owed to the public we serve.
This type of appraisal process can only serve to advance individual administrators toward selfimprovement and build confidence on the part of the public.
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REGULATIONS TO POLICIES
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REGULATION

RE: POLICY NO. 1701

INFORMATION SECURITY BREACH AND NOTIFICATION REGULATION
Definitions
“Private information” shall mean personal information (i.e., information such as name, number,
symbol, mark or other identifier which can be used to identify a person) in combination with any one or
more of the following data elements, when either the personal information or the data element is not
encrypted or encrypted with an encryption key that has also been acquired:




Social security number;
Driver’s license number or non-driver identification card number or;
Account number, credit or debit card number, in combination with any required
security code, access code, or password which would permit access to an individual’s financial
account.

Note: “Private information” does not include publicly available information that is lawfully
made available to the general public pursuant to state or federal law or regulation.
“Breach of the security of the system” shall mean unauthorized acquisition or acquisition without
valid authorization of computerized data which compromises the security, confidentiality, or integrity of
personal information maintained by the district. Good faith acquisition of personal information by an
officer or employee or agent of the district for the purposes of the district is not a breach of the security of
the system, provided that the private information is not used or subject to unauthorized disclosure.
Procedure for Identifying Security Breaches
In determining whether information has been acquired, or is reasonably believed to have been
acquired, by an unauthorized person or a person without valid authorization, the district shall consider:
1. Indications that the information is in the physical possession and control of an unauthorized
person, such as a lost or stolen computer, or other device containing information;
2. Indications that the information has been downloaded or copied;
3. Indications that the information was used by an unauthorized person, such as fraudulent
accounts, opened or instances of identity theft reported; and/or
4. Any other factors which the district shall deem appropriate and relevant to such
determination.
Security Breaches – Procedures and Methods for Notification
Once it has been determined that a security breach has occurred, the following steps shall be
taken:
1. If the breach involved computerized data owned or licensed by the district, the district shall
notify those New York State residents whose private information was, or is reasonably
believed to have been acquired by a person without valid authorization. The disclosure to
affected individuals shall be made in the most expedient time possible and without
unreasonable delay, consistent with the legitimate needs of law enforcement or any measures
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RE: POLICY NO. 1701
necessary to determine the scope of the breach and to restore the reasonable integrity of the
system. The district shall consult with the New York State Office of Cyber Security and
Critical Infrastructure Coordination (CSCIC) to determine the scope of the breach and
restoration measures.
2. If the breach involved computer data maintained by the district, the district shall notify the
owner or licensee of the information of the breach immediately following discovery, if the
private information was or is reasonably believed to have been acquired by a person without
valid authorization.
Note: The notification requirement may be delayed if a law enforcement agency determines that such
notification impedes a criminal investigation. The required notification shall be made after the law
enforcement agency determines that such notification does not compromise the investigation.
The required notice shall include (a) district contact information, (b) a description of the categories
information that were or are reasonably believed to have been acquired without authorization and (c)
which specific elements of personal or private information were or are reasonably believed to have been
acquired. This notice shall be directly provided to the affected individuals by either:
1.
2.

3.

Written notice
Electronic notice, provided that the person to whom notice is required has expressly
consented to receiving the notice in electronic form; and that the district keeps a log of
each such electronic notification. In no case, however, shall the district require a person
to consent to accepting such notice in electronic form as a condition of establishing a
business relationship or engaging in any transaction.
Telephone notification, provided that the district keeps a log of each such telephone
notification.

However, if the district can demonstrate to the State Attorney General that (a) the cost of providing notice
would exceed $250,000; or (b) that the number of persons to be notified exceeds 500,000; or (c) that the
district does not have sufficient contact information, substitute notice may be provided. Substitute notice
would consist of all the following steps:
1.
2.
3.

E-mail notice when the district has such address for the affected individual;
Conspicuous posting on the district’s website, if they maintain one; and
Notification to major media

Notification of State and Other Agencies
Once notice has been made to affected New York State residents, the district shall notify the State
Attorney General, the Consumer Protection Board, and the State Office of Cyber Security and Critical
Infrastructure Coordination as to the timing, content, and distribution of the notices and approximate
number of affected persons.
If more than 5,000 New York State residents are to be notified at one time, the district shall also notify
consumer reporting agencies as to the timing, content and distribution of the notices and the approximate
number of affected individuals. A list of consumer reporting agencies will be furnished, upon request, by
the Office of the State Attorney General.
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REGULATION

RE: POLICY NO. 2201.4
SUPERINTENDENT OF SCHOOLS – POWERS AND DUTIES

In order to assure the proper operation and functioning of the school district, the Superintendent shall
have needed powers and related duties.
REPORTS TO:

.

Board of Education

SUPERVISES:

.
.
.
.

School Business Official
Building Principals
Custodial Staff
Consultants

GENERAL
RESPONSIBILITY:
PERFORMANCE

RESPONSIBILITIES:

To provide leadership in developing, achieving and maintaining
the educational programs and services, to administer and
supervise (or cause to be administered or supervised) all
activities of the school system.
.

Acts as chief executive officer of the Board of Education and shall be
responsible, with Board of Education approval, for the general
administration and supervision of all employees of the school district and
for all school district properties.

.

Prepare agenda of all regular and special meetings of the Board of
Education and attends all meetings of the board except when his/her own
appointment, efficiency, contract or salary are being considered, and serves
as ex-officio member of all board committees.

.

Conducts a periodic audit of the total school program, and advises the
board on recommendations for the educational advancement of the schools.

.

Formulates school objectives, policies, plans and programs; prepares (or
causes to be prepared) and presents facts and explanations necessary to
assist the board in its duty of adopting policies for the schools.

.

Assists the board in developing long-range plans to implement district goals
and objectives in accordance with board policy.

.

Recommends for appointment or employment all employees of the board,
and assigns, transfers and recommends for dismissal any and all employees
of the board.

.

Directs the preparation of the annual budget for adoption by the board, and
administers the budget as enacted by the board, acting at all times in
accordance with legal requirements and adopted board policies.
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RE: POLICY NO. 2201.4
Performance Responsibilities Continued:
.

Prepares special reports and forms: State Aid, Audit, Special (fire,
asbestos, energy usage), BOCES, negotiations, Civil Service.

.

Supervises and directs bidding for transportation and the total district
transportation program, selects drivers.

.

Maintains directly or through delegation such personnel records, pupil
accounting records, business records, and other records, which are
required by law and by board policy. Supervises overall processing and
control of payroll and of the District’s borrowing program (TAN’s, BAN’s),
and of Extra-Curricular records and reports.

.

Recommends the establishment of alteration of attendance boundaries for
all schools in the interest of good administration of the instructional
program.

.

Represents the schools before the public, maintains through cooperative
leadership, both within and without the schools, such a program of publicity
and public relations as may keep the public informed as to the activities,
needs and successes of the schools.

.

Delegates responsibilities to the management team according to the
performance responsibilities found in their job descriptions and coordinates
and evaluates the performance of the management team in their efforts to
carry out board policy.

.

Supervises the effective carrying out of all constitutional or statutory laws,
state regulations and board policies and will comply with all new and
existing laws, regulations, and policies.

.

Communicates directly or through delegation all actions of the board
relating to personnel matters to all employees, and receives from employees
all communications to be made to the board.

.

Exercises power to make such rules and gives such employees and students
as may be necessary to implement board policy.

.

Acts on own discretion if action is necessary in any matter not covered by
board policy, reports such action to the board as soon as practicable, and
recommends policy in order to provide guidance in the future.
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RE: POLICY NO. 2201.4
Performance Responsibilities Continued:
.

In the interest of high school students, maintains close liaison with the West
Hempstead administration, facilitates communication between Island Park
and West Hempstead boards, and develops tuition computation and
payment recommendations for the Board of Education.

.

Supervises Central Office clerical personnel and services not assigned to
other administrators.

.

Assumes overall supervision of the custodial staff.

.

Keeps informed of, and interpret the laws, statutes, and educational
developments as they relate to the board, staff, students and district in
general.

.

Holds membership and actively participates in organizations related to the
Superintendency.

27

REGULATION

RE: POLICY NO. 2202.4

DEPUTY SUPERINTENDENT – DUTIES AND RESPONSIBILITIES

In order to assure the proper operation and functioning of the school district, the Assistant
Superintendent shall assist the Superintendent by assuming specific duties and responsibilities.
REPORTS TO:

Superintendent of Schools

SUPERVISES:

Building Principals, in areas that relate to curriculum, instruction, or
other areas of his specified responsibility.
Chairpersons, in their district-wide curriculum instruction functions.

GENERAL
RESPONSIBILITIES:

Assists the Superintendent in the overall leadership functions of the
district.
Serves as alternate for the Superintendent on occasions when the
Superintendent is absent.

ORGANIZATIONAL
ADMINISTRATIVE
RESPONSIBILITIES:

.

Attends Board meetings and prepares such reports for the
Board as the Superintendent may request. Reports on the status of
District programs and services at the request of the Superintendent.
Prepares reports required by the Superintendent, Board of Education,
State Department of Education, and other agencies of government.

.

Assists in the preparation and administration of the school budget.
Supervises budgets for schools, funded programs, special services, and
recreation.

.

Prepares special reports, evaluations, and forms; funded programs,
programs for the handicapped, BOCES reports, PSEN reports, yearly
census.

.

Supervises control of payroll for funded programs, home instruction,
and special programs.

.

Assists in the development of District policies, regulations and
procedures.

28

RE: POLICY NO. 2202.4
Organization Administrative Responsibilities Continued:

CURRICULUM AND
INSTRUCTIONAL
RESPONSIBILITIES:

.

Serves as a member of the Superintendent’s Cabinet and the
Faculty/Administrator Forum.

.

Organizes, administers and supervises the District’s efforts to obtain
special funding from private, State or Federal sources.

.

Directs the planning and implementation of the District’s Recreation
Program.

.

Assumes responsibility for the development and maintenance of the
regular instructional program (Pre-K-8). For district-wide
instructional matters, meets as necessary with heads of school units and
sub-units, chair-persons, and others.

.

Coordinates the staff’s development of a general philosophy, goals and
objectives for the total school district, including the design of a longrange curriculum plan.

.

Coordinates all formal efforts of the professional staff in projects for all
subject areas and disciplines.

.

Assumes responsibility for district-wide research and testing, and
establishes a program for measuring the effectiveness of the total
educational program and for a continuous system of evaluation and
planning.

.

Directs the study, planning and introduction of experimental and
innovative programs, techniques and materials for the purpose of
improving the instructional program.

.

Works with principals and staff to effect horizontal and continuity and
articulation of the instructional throughout the district.

.

Directs creation of, and edits the publication of all curriculum guides,
bulletins and courses of study prepared for professional staff.
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RE: POLICY NO. 2202.4
Curriculum and Instructional Responsibilities Continued:

STAFFING AND STAFF
DEVELOPMENT
RESPONSIBILITIES:

.

Coordinates the selection of textbooks for the District through use of
faculty committees.

.

Supervises the District’s efforts in identifying, selecting, and using
community resources in the instructional program.

.

Coordinates the planning and implementation of the District’s summer
program.

.

Coordinates the activities of Central Office staff and services as they
relate to the instructional program, CETA programs, or special
projects.

.

Assumes responsibility, through appropriate members of the staff, for
the following programs and services:
Audio visual services
Guidance services
Health services
Instrumental music
Library services
Psychological services
Remedial services
Special programs for disadvantaged pupils:
Chapter I, Pre-Kindergarten, PSEN
Speech services
Volunteer programs
English as a Second Language

.

Works with the Board of Cooperative Educational Services and with
other districts in the development and implementation of shared
services.

.

Supervises and evaluates the performance of
administrative, supervisory personnel, and teachers
as designated by the Superintendent.

.

Works with administrative and supervisory personnel
in the improvement of individual staff competencies.
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RE: POLICY NO. 2202.4

Staffing and Staff Development Responsibilities Continued:

PUPIL SUPPORT
SERVICES
RESPONSIBILITIES:

.

Assumes responsibility for the development and implementation of a
comprehensive program of in-service education for all professional staff
members.

.

Keeps abreast of, and interprets for the staff, current research in the
area of curriculum development.

.

Maintains a clearinghouse of information on education, making such
information available to all members of the staff on request.

.

Supervises the development and implementation of a district-wide
orientation program for new professional staff members.

.

Assists in the recruitment and selection of District personnel.

.

Serves as hearing officer in pupil suspension cases when assigned by
the Superintendent.

.

Directs all special services related to mental health:
psychologists, social workers, and related personnel. Assures that the
functions of guidance personnel are integrated with those of other
specialists.

.

Supervises and directs all programs for the handicapped and serves as
the chairman for the District committee.

.

Directs programs for gifted/talented pupils and learning disabled
children.

.

Administers home and hospital instruction program.

.

Supervises assigned aspects of handicapped pupil transportation
program.

.

Serves as liaison person with BOCES, private schools, and other public
schools regarding handicapped child placement.
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RE: POLICY NO. 2202.4
SCHOOL/COMMUNITY
RELATIONS
RESPONSIBILITIES:

PROFESSIONAL
GROWTH
RESPONSIBILITIES:

OTHER
RESPONSIBILITIES:

.

Acts as liaison between the District and community organizations in
matters concerning the instructional program.

.

Assists in preparation of school-community publications.

.

Meets with the Parent-Teacher Association as directed by the
Superintendent.

.

Keeps informed of, and interprets the laws, statutes, programs,
philosophy and policies of the District to staff, students and community
at large as they relate to the instructional program.

.

Holds membership and actively participate in organizations related to
areas of responsibility.

.

Performs such other professional administrative duties and assumes
such other managerial responsibilities as may be assigned by the
Superintendent.

.

Attends school related functions such as general meetings, student
performance, graduation.

.

Delegates responsibilities as approved by the Superintendent.

.

Complies with all new and existing laws, regulations, and policies.
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REGULATION

RE: POLICY NO. 2203.4
SCHOOL BUILDING PRINCIPALS – DUTIES OF PRINCIPALS

In order to assure the proper operation and functioning of the schools, principals shall assume specific
duties.
REPORTS TO:

.

Superintendent of Schools for general administrative
matters and budget related matters.

.

Deputy Superintendent of Schools for curriculum,
instruction and other operational matters.

SUPERVISES:

.

All personnel assigned to a specific school unit.

GENERAL
RESPONSIBILITIES:

.

Serves as the instructional leader of the school and is
responsible to the Superintendent and Deputy
Superintendent.

.

In cooperation with appropriate district personnel, shall
be responsible for the organization, administration,
supervision, discipline, safety, and condition of the
school.

.

Explains and effectively carries out all Board policies and
Administrative regulations.

.

Exercises administrative responsibility over teachers,
non-certified personnel, students, and al other persons
assigned to perform special tasks in the school.

.

Assigns members of the staff under principal’s supervision to their basic respective duties and to collateral
and other duties as may be proper under rules and
regulations and in compliance with any and all
applicable “contracts”.

.

Administers the budget of the school and assists in
budget preparation.

.

Submits such reports and records as required by law,
Board policies and administrative directives requested
by the Superintendent.

ORGANIZATIONAL,
ADMINISTRATIVE
RESPONSIBILITIES:
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RE: POLICY NO. 2203.4
Organizational, Administrative Responsibilities Continued:
.

Observes legal requirements associated with fire drills,
bus drills, civil defense drills, and assures the proper use
of any and all equipment associated with the conducting
of such drills.

.

Reports severe accidents, and special incidents to the
Superintendent for immediate attention and prepares
reports for distribution to the Board of Education if
incident is of a nature according to policy, which requires
such reporting.

.

Arranges meetings of the staff (planned with greatest
possible input and involvement of staff) as are necessary
to the proper functioning of the school.

.

Works with Central Office personnel and other authorized
personnel in the development and implementation of
educational and financial programs, modifications and
utilization of the building and grounds.

.

Serves as an open, active participant and contributor to
the Superintendent’s Cabinet and the Faculty/
Administrator Forum with the aim of assuring that the
management and operation of the District will be a
collaborative effort, one in which ideas and concerns
from all segments of the school district will be
considered.

.

Works with and supervises custodial personnel to assure
the highest possible standards of school building care
and maintenance.

.

Maintains a complete inventory of all books, equipment
and supplies owned by the district and “housed in the
school”.

.

Administers and supervises the Pre-K program as
assigned by the Superintendent.
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RE: POLICY NO. 2203.4
CURRICULUM AND
INSTRUCTION
RESPONSIBILITIES:

.

Supervises the instructional program in the building.
Serves fully, in conjunction with staff members and
central office personnel, in the design, evaluation and
review of curricula offerings and instructional programs
of the building and of the district as a whole.

.

Plans and organizes the cooperative district-wide
educational program with all other principals and
under the leadership and direction of the Deputy
Superintendent.

.

Develops plans and activities which assure effective
school to school articulation with all schools servicing
Island Park’s children and youth.

.

Develops testing and evaluation programs which will
measure student outcomes.

.

Administers the selection of textbooks and related
materials for use in school in cooperation with Central
Office personnel.

.

Supervises implementation of district curriculum in each
subject area.

.

Works with staff in the study, planning and introduction of
innovative programs.

.

Administers the following programs and services within
the school:
Guidance
Health
Library
Instrumental Music
Psychological
Speech
Volunteer Programs
English as a Second Language
Remedial
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RE: POLICY NO. 2203.4
PUPIL SUPPORT
ACTIVITIES
RESPONSIBILITIES:

STAFF DEVELOPMENT
RESPONSIBILITIES:

.

Administers the operation of special educational
programs and services in cooperation with the proper
Central Office personnel. Said programs and services
will normally be in the nature of psychological testing,
speech therapy, student counseling and other services
which may be rendered by psychologists, social workers,
or specialists.

.

Administers and supervises programs for handicapped
pupils within the school.

.

Administers gifted/talented programs within the school.

.

Assures proper student discipline and the proper control
of the total student body in the school.

.

Observes, works with and evaluates the performance of
all personnel assigned to the school.

.

Works with Central Office personnel in the recruitment,
selection and assignment of professional and noninstructional employees. Involves staff thinking and
participation in such judgments whenever it can be
sincerely, rightfully and effectively applied.

.

Develops and organizes a program of in-service
education for personnel under principal’s supervision
and coordinates it with the District’s in-service
education programs.

.

Prepares and implements appropriate orientation
programs for staff and students.

.

Prompts professional sharing and open communications,
and develops plans and opportunities which foster a
warm climate and humane and involving relationship
within each school, among the schools, and in the
Island Park School District as a whole.
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RE: POLICY NO. 2203.4
SCHOOL/COMMUNITY
RELATIONS
RESPONSIBILITIES:

PROFESSIONAL
GROWTH
RESPONSIBILITIES:

OTHER
RESPONSIBILITIES:

.

Conducts, with staff, an effective community relations
program and coordinates it with the District program.
Develops positive relationships with the PTA and other
school associated organizations.

.

Meets with PTA as requested.

.

Assists in preparation of school/community publications.

.

Keeps informed of, and interprets the laws, statutes,
programs, philosophy and policies of the District to
staff, students and community at large as they relate
to the instructional program and school program.

.

Holds membership and actively participates in
organizations related to areas of responsibility.

.

Performs such other professional administrative
duties or assumes such other managerial responsibilities as may be assigned by the Superintendent.

.

Delegates responsibilities as approved by the
Superintendent.

.

Attends all school functions, performances and
related activities.

.

Complies with all new and existing laws, regulations
and policies.
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REGULATION

RE: POLICY NO. 2500
ADMINISTRATIVE EVALUATION SYSTEM

The Superintendent, Deputy Superintendent, and Building Principals shall be evaluated annually based
on an Objective Based Evaluation System.
1.

2.

3.

Objective Preparation – based on information provided in Appendix IV of the Policies, each
administrator will prepare objective, in accordance with needs assessment.
a.

Superintendent with Board of Education

b.

Deputy Superintendent with Superintendent

c.

Principals with Superintendent

Appraisal Process – continuous throughout school year as progress reports are prepared and
target dates are met.
a.

Superintendent by Board of Education

b.

Other administrators by Superintendent

Compensation – percentage shall be established by each employee contract and awarded on an
annual basis on degree of objective accomplishment.

It is understood that responsibilities and duties of each administrator as outlined in the job description
shall be accomplished.
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REGULATION

Re: Policy No. 3010.0

3101.0 - Pre-Kindergarten
The Board of Education recognizes the value of a pre-kindergarten educational experience for the
district’s children. As a result, the district will conduct a full-day, Statewide Universal Pre-kindergarten
Program, as long as it receives funding for this purpose and it continues to be self-sustaining. Students
will attend the SUPK Program from 8:50 AM until 2:10 PM, Monday through Friday. The school year
will coincide with the district’s school calendar, which runs a minimum 180 days per year.
Selection and Enrollment: Resident children who are four years of age, or will turn 4 on or before
December 1, are eligible to participate. Pre-Kindergarten Registration occurs during the week before
February Winter Break as announced in the school calendar, district newsletter, district website, and
other local publications. The district will make every effort through child-find activities (communications
with local agencies, local pre-schools, announcements on district website, bulk mailings to the
community, etc) conducted by its Director of Pupil Personnel Services and two social workers to make all
parents aware of the UPK registration dates to ensure that eligible low socio-economic children, English
Language Learners, and/or children with special needs requiring services and/or accommodations
specified by the Committee of Pre-School Education (CPSE) register on the first day of the registration
period. In this way, registration will not favor those district residents who are the most well-informed,
well-connected or proactive.
On the date of the UPK Registration, if the number of completed registration materials submitted to the
district does not exceed the district’s capacity for the program of sixty (60) students, all students who
submitted a complete registration package will be enrolled in the SUPK Program. On the date of the
UPK Registration, if the number of completed registration materials submitted to the district exceeds the
district’s capacity for the program, the district will conduct a random drawing at the next public Business
Meeting or Special Meeting of the Board of Education for all students who have submitted complete
registration materials. Parent(s)/Guardian(s) of the child(ren) randomly selected will be notified of
acceptance. Those students who were not selected will be added to a waiting list in the order selected.
The above rules apply for families with twins or triplets. That is, each child will be entered as an
individual student and the selection of one twin or triplet will have no effect on the selection number of
any other siblings. For example, if one twin is selected through random selection for the last place and
one is placed on the waiting list, it is up to the parent(s)/guardian(s) to decide if the child randomly
selected for admission will or won’t attend.
If after the date of the UPK Registration there are spots available in the SUPK Program, eligible students
will be enrolled using the random selection process noted above at the next Board of Education meeting.
If an eligible student submits a completed registration package and there is no available spot, he or she
will be added to the end of the waiting list.
If a child leaves the program during the school year, the first student on the waitlist will be offered the
spot in the SUPK Program. Parent(s)/Guardian(s) of the child(ren) randomly selected will be notified of
acceptance.
All UPK application materials are available on the district website www.ips.k12.ny.us. They must be
completed and submitted by the parent/guardian at the time of registration and for waitlist consideration.
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They include:
 Registration Form
 Student Health Questionnaire
 Health Appraisal Form
 Immunization Records
 Proofs of Residency
 Child’s Birth Certificate
Teachers: Pre-Kindergarten Teachers must obtain the requisite undergraduate and graduate degree
programs enabling them to hold NYS teaching certifications in both Early Childhood Education, Birth to
Grade 2 and Students with Disabilities, Birth to Grade 2 with a minimum of two years early childhood
teaching experience. They must complete yearly professional development hours as required by the NYS
Education Department and maintain a record of their hours in the district’s mylearningplan (MLP)
database.
Teaching Assistants: Pre-Kindergarten paraprofessionals, must hold a NYS Education Department
Teaching Certificate (Level I, II, III, or Pre-Professional). They must complete have two years of college
experience in an area of related study (e.g., education, psychology, sociology, etc) with a minimum of one
year relevant early childhood experience.
The District will not employ teachers or teaching assistants who are not State Certified or whose
Certifications expire.
Recruitment Practice: The District is an equal opportunity employer. It believes education enhancement
requires consistently fair and equitable educational and employment practices.
Transition Programs. The District makes every effort to support a smooth transition of children into and
out of Pre-Kindergarten as well as a smooth transition of children from Pre-Kindergarten into
Kindergarten. These practice include but are not limited to the following transition strategies.
Transition of Four Year-Olds into the Pre-Kindergarten Program
 UPK Information Meeting for Parents
 Back to School Night for Parents
 Parent-Teacher Conferences
 Report Cards (fall, winter, spring)
 Social Worker’s Parenting Workshops
 Website Communications and Bulletin Board
 Electronic Telephone Messages re: Special Events
 Numerous Opportunities for Parent Participation
 Flyer Fridays (electronic and hardcopies of flyers) and Electronic News Blasts to Smart Phones
 Monthly Newsletter
 Monthly Food Service Calendar of Mealtime Foods and Snacks
 Support Services from District’s Special Teachers: Health, Art, Physical Education, FLES
Spanish, ESL, OT, PT, Behavior Therapist, Speech Pathologist, Psychologist, etc
 Health Services from School Nurse and School Doctor (if needed)
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Transition of Pre-Kindergarten Students into Kindergarten:
 UPK Teachers’ Visit Kindergarten Classes
 Kindergarten Teachers Visit UPK Classes
 UPK Students’ Visit Kindergarten Classes
 Kindergarten Parent Orientation for UPK Parents
 Back to School Night for Parents
 Parent-Teacher Conferences
 Report Cards (fall, winter, spring)
 UPK and Kindergarten Teacher Meetings (fall and spring)
 UPK and Kindergarten Teachers’ Meeting re: Class Assignments
 Summer Kindergarten Experience at FXH Elementary School for Students (August)
 Stepping Up Ceremony and End of Year Celebration for Pre-K Children and Parents
 School Website Communications
 Electronic Telephone Messages re: Special Events
 Numerous Opportunities for Parent Participation in the Classroom
 Flyer Fridays (electronic and hardcopy) and Electronic News Blasts to Smart Phones
 Support Services from District’s Special Teachers: Health, Art, Library, Music, Physical
Education, FLES Spanish, ESL, OT, PT, Behavior Therapist, Speech Pathologist, Psychologist,
etc.
 Health Services from School Nurse School Doctor
Adoption: September 26, 2016

REGULATION

RE: POLICY NO. 3101.1
KINDERGARTEN ADMISSION

Kindergarten class will be provided for all resident students meeting age requirements.
1.

A child whose fifth birthday falls on or before the first day of December of the school year
beginning the prior September.

2.

A child whose fifth birthday falls during December of the School year beginning the prior
September.
a.

Parent request must be in writing prior to or on date set for kindergarten registration or
within 30 days of moving into the district.

b.

Testing of child to determine maturity and readiness shall be the responsibility of the
parent.
Testing shall include:
.

Figure drawing

.

WPPSI – test of intelligence

.

SEARCH or MEETING STREET – readiness test
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.

Visual perception test – one of the following:
.
.
.

.
c.

VISUAL MOTOR INTEGRATION TEST
WINTERHAVEN
BENDER-GESTALT

CHILDREN’S APPERCEPTION TEST – projective

Test results are to be submitted to the principal who shall make a recommendation
following consultation with psychological staff.

42

REGULATION

RE: POLICY NO. 3101.2
FIRST GRADE ADMISSION

A child who has attended kindergarten in a private school for a minimum of 135 days will be
considered for first grade admission based upon the following:
1.

Parent makes application as of May 1st of the school year prior to requested entrance
school year.
a.

Recommendation from private school indicating that child is scholastically ready
and has the maturity to succeed at the first grade level.

b.

Superintendent will designate a test or tests to be administered by the private
school. Test results are to be incorporated into the recommendation prepared by
the private school.
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REGULATION

RE: POLICY NO. 3102.1
ASSIGNMENT OF STUDENTS TO SCHOOL

Children in grades Pre-Kindergarten through Fourth Grade are assigned to the Francis X. Hegarty
School.
The Lincoln Orens School will contain students in grades 5-8.
Pupils in grades 5-6 will have a basic self-contained program, and 7 and 8 grade pupils will be scheduled
on a departmentalized basis.
Exceptions may be children who need placement in Special Education or the Intensive Basic Program,
which would be more appropriate at another level.
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REGULATION

RE: POLICY NO. 3102.2
ASSIGNMENT TO GRADE LEVEL

The assignment of a student to a grade from Pre-Kindergarten through Grade 8 follows a natural
progression as long as the student’s academic progress is satisfactory.
Pupils will be assigned to grade level on the following procedures:
1.

Completion of past and/or current grade level.

2.

Age Appropriate

3.

Review of cumulative records:
a.

Standardized Test Scores

4.

Special Service Personnel input

5.

Parent and student interview
The principal may assign guidance or other personnel to recommend grade level placement.

6.

The determination of heterogeneous or homogeneous classes will be determined in conjunction
with the Principal and Superintendent.

The records of children who transfer into the district will be reviewed and placement made accordingly.
If a child’s school work in reading, and/or math and/or composition is a year or more behind, placement
in the Intensive Basic Program may be suggested.
If a child has academic difficulties and a decision as to whether to promote or to retain is necessary, the
district’s promotion policy will be the guideline followed.
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REGULATION

RE: POLICY NO. 3107
DISCIPLINE
GRADES PRE-K THROUGH FOUR

Discipline, self-imposed, is our goal. Students are expected to behave within the limits set be the school.
When punishment is necessary, it should be appropriate for the person(s) involved and the infraction
committed.
A child who engages in gross misconduct, abusive or vile language or acts of violence or deliberate
insubordination will be removed from the classroom or school situation. Parents will be contacted and
appropriate action taken.
GRADES FIVE THROUGH EIGHT
Disciplinary problems are almost always a manifestation of a child’s inability to adjust to an existing
situation. We must recognize that it is our obligation to help children adjust or to modify their
environment so that they can function in an acceptable manner conducive to appropriate public order.
The following procedures will be used to help develop and improve pupil discipline:
1.

Pupils will discuss in class and receive a written “Student Rules and Regulations” Handbook.

2.

All school personnel shall help supervise student discipline.

3.

Other methods to develop and improve discipline shall include:
a.

Suspension – in accordance to policies set forth in Regulation NO. 3107.3.

b.

In-School Suspension (I.S.S.) – pupils remain in school isolated from peers while
continuing assigned schoolwork. Time and length to be determined by the Principal.

c.

Detention – in accordance with POLICY NO. 3107.4

d.

Lunchtime detention – pupils isolated from peers while having lunch.

e.

Special Service and/or Guidance Staff interviews with pupils and parents.

f.

Principal interviews with pupils and parents

g.

Referral of pupils for special service evaluations.

h.

Referral of pupils to C.O.H.
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RE: POLICY NO. 3107
Discipline Continued
TRANSPORTATION

When a written complaint, titled Bus Conduct Report is sent to the Principal regarding the behavior of a
student, the student is contacted by the Principal or his designee. The emphasis of the conversation is on
what can be done to eliminate the problem. If suggestions concerning on-bus conduct are in order, these
are made to the bus company. A copy of the “REPORT OF UNSATISFACTORY CONDUCT ON
SCHOOL BUS” is mailed to the parents.
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REGULATION

RE: POLICY NO. 3107.3
SUSPENSION OF PUPILS

The school district seeks to guarantee that the rights of pupils who are considered for suspension are
recognized and observed. The district also seeks to preserve the rights of the total school population and
assure that those rights are not jeopardized by severe behavior disruptive or excesses.
1.

A staff member recommending a pupil suspension shall provide to the immediate
supervisor written documentation of the specific pupil behaviors, actions, hazards, or
deeds that prompt the suspension request. In instances where the report cannot be
provided at the time the recommendation is made, it shall be supplied by the staff member
no later than one (1) school day after the time of the recommendation. Said staff member
shall be available to provide information as needed.

2.

The immediate supervisor who receives a suspension request shall investigate and act on
said request within one (1) school day after receiving needed written documentation. In
instances where the supervisor supports such recommendations, a written notice shall be
sent to the Superintendent. This notice shall include:
a.

The cause(s) for the suspension

b.

The supervisor’s plan for notifying the pupil, parents in accordance with district
policy

c.

A brief description of the pupil’s past behavior

d.

The recommended duration for the suspension

e.

A description of a tentative plan for modifying the pupil’s future behavior.

3.

The Superintendent shall act on the suspension request in accordance with POLICY
3107.3. He will assign appropriate follow-up conference responsibilities to appropriate
staff.

4.

Pupils who are suspended will be referred to Pupil Services.

5.

Pupils may be suspended for cause as specified in education law.
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REGULATION

RE: POLICY #3107.9

STUDENT BULLYING PREVENTION AND INTERVENTION REGULATION
Reporting and Investigation
In order for the Board to effectively enforce this policy and to take prompt corrective measures, it is
essential that all alleged victims and persons with knowledge of alleged bullying report such behavior
immediately to a district employee as soon as possible after the incident so that it may be effectively
investigated and resolved or referred to the building principal. The district will promptly investigate all
complaints, formal or informal, verbal or written. To the extent possible, all complaints will be treated in
a confidential manner, although limited disclosure may be necessary to complete a thorough
investigation.
In order to assist investigators, individuals should document the alleged harassment, hazing or
bullying as soon as it occurs and with as much detail as possible including: the nature of the incident(s);
dates, times, places it has occurred; name of alleged perpetrator(s); witnesses to the incident(s); and the
alleged victim's response to the incident.
If, after appropriate investigation, the district finds that a student, an employee or a third party has
violated this policy, prompt corrective action will be taken in accordance with the Code of Conduct,
applicable collective bargaining agreement, district policy and state law. If the reported behavior
constitutes a civil rights violation, the complaint procedure associated with either policy 0100 or 0110
will be followed, as is applicable.
Confidentiality
It is district policy to respect the privacy of all parties and witnesses to complaints of bullying. To
the extent possible, the district will not release the details of a complaint or the identity of the
complainant or the individual(s) against whom the complaint is filed to any third parties who do not need
to know such information. However, because an individual's need for confidentiality must be balanced
with the district's legal obligation to provide due process to the accused, to conduct a thorough
investigation, or to take necessary action to resolve the complaint, the district retains the right, and in
some cases may be legally obligated, to disclose the identity of parties and witnesses to complaints in
appropriate circumstances to individuals with a need to know. The staff member responsible for
investigating complaints will discuss confidentiality standards and concerns with all complainants,
witnesses and alleged perpetrators.
If a complainant requests that his/her name not be revealed to the individual(s) against whom a
complaint is filed, the staff member responsible for conducting the investigation shall inform the
complainant that:
1.
2.
3.
4.
5.

The request may limit the district's ability to respond to his/her complaint;
District policy, state law and federal law prohibit retaliation against complainants and witnesses;
The district will attempt to prevent any retaliation.
The district will take strong responsive action if retaliation occurs
The district is obligated to comply with legal orders (e.g., subpoena) requesting the identities of
all parties to a specific act or acts (including alleged victims, perpetrators and witnesses).
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If the complainant still requests confidentiality after being given the notice above, the investigator
will take all reasonable steps to investigate and respond to the complaint consistent with the request as
long as doing so does not preclude the district from responding effectively to the bullying or preventing
the bullying of other students. In addition, confidentiality is not ensured where law requires the reporting
of significant danger or harm (physical or emotional) of a student or where otherwise required as
indicated in #5 above.
Investigation and Resolution Procedure
A.

Initial (Building-level) Procedure

Whenever a complaint of bullying is received, whether verbal or written, it will be subject to a
preliminary review and investigation. Except in the case of severe or criminal conduct, the district
employee and appropriate building administrator should make all reasonable efforts to resolve
complaints informally at the school level. The goal of informal procedures is to end the bullying and
obtain a prompt and equitable resolution to a complaint.
As soon as possible following receipt of a complaint not resolved with equitable resolution as
stated above, the Principal should begin an investigation of the complaint by:




Reviewing any written documentation provided by students, faculty/staff members, etc.
Conducting separate interviews of the alleged victim(s), alleged perpetrator(s), and witnesses, if
any, and documenting the conversations.
Providing the alleged perpetrator(s) a chance to respond and notify him/her that if objectionable
behavior has occurred, it must cease immediately and that the individual may be subject to
disciplinary consequences as per the district Code of Conduct.

Parents of alleged student victims and accused students should be notified within one school day
of allegations that are serious or involve repeated conduct.
Where appropriate, informal methods may be used to resolve the complaint, including but not limited to:
a. discussion with the accused, informing him or her of the district's policies and stating that the
alleged behavior must stop;
b. suggesting skill building activities and other tasks designed to promote appropriate social
behavior.
c. conducting training for personnel involved in the incident, calling attention to the
consequences of engaging in prohibited behavior;
d. requesting a letter of apology from the alleged perpetrator to the alleged victim;
e. writing letters of caution or reprimand; and/or
f. separating the parties, where practicable.
If the Principal determines that an incident of bullying did occur, appropriate disciplinary action
shall be recommended and imposed in accordance with district policy, the applicable collective
bargaining agreement and/ or state law. Appropriate support shall also be recommended for any
student(s) subjected to bullying, hazing or harassment.
The Principal shall report back to both the victim and the accused, notifying them in writing, and
also in person, as appropriate, regarding the outcome of the investigation and the action taken to resolve
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the complaint. The victim and/or victim’s parents of the victim shall immediately report any continuance
of the bullying behavior as well as report any actual or perceived acts of retaliation by the perpetrator
against him/her.
If a complaint contains evidence or allegations of serious or extreme bullying, the complaint shall
be referred by the Principal promptly to the Superintendent. In addition, where the Principal and/or the
Building Level Committee has a reasonable suspicion that the alleged bullying incident involves criminal
activity, he/she should immediately notify the Superintendent, who shall then contact the school attorney,
appropriate child protection and law enforcement authorities.
Any party who is not satisfied with the outcome of the investigation and final disposition by the
Principal and/or the Building Level Committee may request a district-level review by submitting a written
complaint to the Superintendent within 30 days of the final disposition..
B.

District-level Procedure

The Superintendent or his/her designee shall promptly investigate and resolve all bullying
complaints that are referred to him/her, as well as those appealed to the Superintendent following an
initial investigation by a Principal and/or the Building Level Committee. In the event the complaint
involves the Superintendent, the complaint shall be filed with or referred to the Board President, who
shall refer the complaint to an appropriate individual for investigation.
The district level investigation should begin as soon as possible but no later than three school
days following receipt of the written complaint by the Superintendent or Board President.
In conducting the formal district level investigation, the district will confer with the Principal and
Professional Support Personnel who have received formal training regarding such investigations or that
have previous experience investigating such complaints.
If a district investigation results in a determination that bullying did occur, prompt corrective
action will be taken to end the misbehavior.
No later than 30 school days following receipt of the complaint, the Superintendent (or in cases
involving the Superintendent, the Board-appointed investigator) will notify the victim and alleged
perpetrator, in writing, of the outcome of the investigation. If additional time is needed to complete the
investigation or take appropriate action, the Superintendent or Board-appointed investigator will provide
all parties with a written status report within 30 days following receipt of the complaint.
Retaliation Prohibited
Any act of retaliation against any person who acts in good faith to prevent bullying behavior, or
who has filed a complaint, is prohibited and, therefore, subject to disciplinary action. Likewise,
retaliation against any person who has testified, assisted, or participated in any manner in an
investigation, proceeding, or hearing of a bullying complaint is prohibited. For purposes of this policy,
retaliation includes but is not limited to: verbal or physical threats, intimidation, ridicule, bribes,
destruction of property, spreading rumors, stalking, harassing phone calls, and any other form of
harassment. Any person who retaliates is subject to immediate disciplinary action, up to and including
suspension from school (student) or termination of district employment (employee).
Discipline/Penalties
Any individual who violates this policy by engaging in prohibited bullying will be subject to
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appropriate disciplinary action. Disciplinary measures available to school authorities include, but are
not limited to the following:
Students: Discipline may range from a reprimand up to and including suspension from school, to
be imposed consistent with the student conduct and discipline policy and applicable law.
Employees: Discipline may range from a warning up to and including termination of employment
with the district, to be imposed consistent with all applicable contractual and statutory rights.
Volunteers: Penalties may range from a warning up to and including loss of volunteer assignment.
Vendors: Penalties may range from a warning up to and including loss of district business.
Other individuals: Penalties may range from a warning up to and including denial of future
access to school property.
If the behavior rises to the level of criminal activity, (see NYSED Violence and Disruptive Incident
Report-VADIR) law enforcement will be contacted by the Principal or a District-Level Administrator in
collaboration with the Superintendent.
Training
All students and employees shall be informed of this policy in student and employee handbooks, on
the district website and in student registration materials. A poster summarizing the policy shall also be
posted in a prominent location at each school.
At least one staff member at each school shall 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, and sex.
All employees shall receive information about this policy and regulation at least once a year.
Administrative employees and other staff, such as counselors or social workers, who have specific
responsibilities for investigating and/or resolving complaints of bullying shall receive yearly training to
support implementation of this policy, regulatory changes/requirements, and related legal developments.
Principals in each school shall be responsible for informing students and staff on a yearly basis of the
terms of this policy, including the procedures for filing a complaint and the impact of bullying on victims
and bystanders.
Training needs in support of this bullying prevention and intervention program will be reflected in the
district’s annual professional development plan and in curriculum development. These needs will also be
considered in the district's annual budget development process.
Adoption:

February 27, 2012
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REGULATION

RE: POLICY NO. 3112
REPORTING STUDENT PROGRESS

We believe that both parents and pupils should be informed of a child’s progress in academic and social
development so that the school and home can work together. Thus, a clear record of pupil development is
available for parents at all times.
We recognize that children vary in their abilities to work in different subject areas and in their rate of
growth. Therefore, we show a child’s level of achievement (grades) as well as performance (effort) on
their report cards.
Our school program is one in which regular home preparation and school attendance is necessary to
ensure uninterrupted student progress.
Besides formal school-2ide schedules, parents at anytime may ask for an appointment with a teacher to
discuss pupil progress.
1. In grades K through 8 Parent-Teacher Conferences are held for students in the fall and spring.
1.1 A final progress report is written in June for students in Kindergarten through Grade 4.
1.2 Notices are sent and conferences scheduled as needed during the school year to inform
parents of academic and/or behavioral problems or progress being made.
1.3 In grades K-2, results on local assessment and related goals for students will be discussed by
the teacher(s) with the parent(s).
2. Pupils in grades 5 through 8 will receive a report card four times each year, three progress
reports are scheduled in between report cards at approximately five-week intervals for marking
periods Q1, Q2 and Q3. Every effort will be made to coordinate issuance of two reporting periods
with parent-Teacher Conference Day.
2.1 Two Parent-Teacher Conferences will be held each year. One in the Fall Term, another
during the Spring Term.
2.2 Parent-Teacher Conferences shall be announced well in advance and scheduled as a general
rule between 1:00 p.m. to 3:00 p.m. and 6:30 p.m. to 9:30 p.m. However, the Principal may
determine different hours based upon emerging needs or convenience.
2.3 Results and related goals for each student’s state and local assessments will also be discussed
by the teacher(s) with the parent(s).
3. At anytime during the school year parents may ask for an appointment with a teacher, guidance
counselor, psychologist, social worker, etc. to discuss pupil progress.
4. In grades 5 through 8, teachers shall notify parents of unsatisfactory progress behavior or effort
as soon as practicable.
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5. The principal, or his designee (nurse, social worker, guidance counselor, psychologist, social
worker, etc.) shall inform parents in writing when unsatisfactory attendance or lateness occurs.
6. The Principal shall inform parents in writing when unsatisfactory student behavior rises to the
level of a code of conduct infraction that may require in-school or out-of school suspension.
7. At the beginning of each school year, parents will be invited to a “Back to School Night”
orientation.
7.1 Principal and Teacher expectations and goals will be discussed at this orientation.
7.2 Schedules, Homework Policy and Calendar of Events are also reviewed.
8. The Principal will be available to discuss any aspect of pupil progress with all parents at any
convenient time during the entire school year. However, meetings between parent(s) and
teacher(s) should take place before the Principal is contacted. Similarly, meetings with the
Principal should take place before a meeting with a central office administrator is required by the
parent(s).
9. The District’s goal is to have all report cards and progress reports accessible to parents through
the parent portal on the district’s website. In the event of technical failure or a parent’s
preference, hardcopy may be substituted.
Adoption:

June 25, 2012
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REGULATION

RE: POLICY NO. 3112.1
STUDENT PROMOTION AND RETENTION
GRADES KINDERGARTEN THROUGH FOUR

1. Whenever a child is not meeting standards and presents a consistently failing, retention is a
possibility. It is the teacher’s responsibility to make a referral for a psychoeducational
evaluation. (This can be done as early as November but no later than February 1.)
2. A recommendation for retention to the parent(s) will be made by the Principal to the parent(s)
between March 1 and May 31. (This is to be done verbally and in writing with a copy to the
Superintendent and child’s record/folder).
3. The recommendation for retention is to be confirmed verbally and in writing by the first week of
June.
4. A team approach will be used to make the decision as to whether the child will be retained. The
team will consist of the classroom teacher of the child, support teacher(s) who service the child
(special ed., speech, social worker, etc.), the psychologist who evaluated the child, the Principal
and the Parent. Each member has a vote, which will be given strong consideration by the
Principal.
If there is no clear majority opinion, the classroom teacher and the Principal will review all of the
evidence and make a decision. If they disagree, the Principal will make the final decision after
reviewing all evidence once again.
5. If there is strong opposition to the recommendation for retention on the part of the parent, and the
classroom teacher and the Principal believes this would negate any positive results for the child,
the parent will have the option of assuming the responsibility for the child’s promotion by signing
a statement to this effect.
6. If a parent accepts the recommendation for retention, but later requests an appointment with the
Principal because he/she has changed his/her mind, then a meeting will be arranged for the
parent with the classroom teacher and the Principal. The classroom teacher and the principal
will review the evidence and consider additional information provided by the parent and they will
then make a final decision. If they disagree, the Principal will make a final decision after
reviewing all evidence once again.
7. If there is strong opposition to the continued recommendation for retention on the part of the
parent, and the classroom teacher and Principal believes this would negate any positive results
for the child, the parent will have the option of assuming the responsibility for the child’s
promotion by signing a statement to this effect.
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RE: POLICY NO. 3112.1
STUDENT PROMOTION AND RETENTION
GRADES FIVE THROUGH EIGHT
Children will be considered for retention if one or more of the following criteria apply:
1. GRADE 3 – A pupil is functioning below grade level, and not meeting NYS Standards in reading
and/or math.
2. GRADES 4-5 – A pupil is functioning below grade level, and not meeting NYS Standards in
reading and/or math.
3. GRADES 6-8 – A pupil is functioning below grade level, and not meeting NYS Standards in
reading and/or math. A student may also be considered for retention if he/she fails two or more
major subjects.
4. ATTENDANCE – If a pupil is absent twenty or more days, that student may be considered for
retention.
5. MATURITY AND SOCIAL DEVELOPMENT – Maturity and social development that do not meet
expectations for the appropriate grade level as determined by staff and Principal.
6. GENERAL –
A pupil will be considered for retention in Grades 3-4-5 on the recommendation of a classroom
teacher, and/or special service staff member.
In Grades 6 through 8, a committee of staff members including professional support personnel
(guidance, psychology, etc.), teachers and Director of Special Services will recommend potential
holdovers.
Retentions requested by a parent will be considered.
7. Teachers are required to notify the parent(s) in writing and on the second and third report cards
of possible recommendations for retention.
8. Consideration of all potential retentions will be made in conjunction with teachers, special service
personnel, guidance and the Principal.
9. The final decision for promotion or retention will be determined by the Principal.
10. Students in Grades 5-7 who fail one or more subjects for the school year on the final report card
may be required to attend summer school (providing the District has the funds to run this
program). Students in Grade 8 who fail one or more subjects for the school year on the final
report card are recommended to attend summer school at the high school they have chosen to
enroll the following September (providing this High School District has the funds to run this
program).
Adoption: June 25, 2012
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REGULATION

__

RE: POLICY NO. 3114.1,2

ESTABLISHMENT OF AWARDS AND SELECTION PROCEDURES:
EVENING AWARDS PROGRAM

The Island Park Board of Education believes that students must excel in many areas to become truly
accomplished. A variety of awards are given to students for outstanding achievement, performance, and
deeds. To celebrate students’ accomplishments, the Board of Education recognizes students in grades seven
and eight in an annual Board of Education Awards Program held in the evening in the month of June for
students and their families. However, all awards and selection criteria will be announced and explained to
middle school teachers and students at the beginning of each school year by the Principal. Similarly, parents
will be informed by the Principal in writing as well as at a PTA meeting in the fall. A list of Awards for the
evening Awards Program is attached. Some of the awards are subject to eligibility from year to year. Only
deserving students will be recommended and awarded.
Consultation for selecting students to receive awards will be made by the Guidance Counselor, Psychologist,
Social Worker, and the seventh and eighth grade Team Leaders. Other teachers may be contacted and
consulted with in specific situations. The list of eligible students must be drafted at the end of the second and
third marking periods. The list of candidates for the awards described below will be finalized by the Guidance
Counselor no less than two weeks before the date of the annual Awards Program. The list of awards along with
student names will be provided to the Principal and the Superintendent two weeks before the date of the
annual Awards Program. Parents/Guardians will receive a written invitation from the Principal to the Awards
Program no less than one week before the date of the Board of Education Awards Program. The list of awards
cannot be amended without Board of Education approval. Proposed changes will be presented by the Principal
to the Superintendent no later than one week before the May Board Meeting. All awards will be distributed to
students on stage.
Club and other extra-curricular awards will be presented by building principals and teachers or coaches at
school assembly programs. NYSSMA awards will be announced and distributed by music teachers at spring
concerts. Individual teachers may issue class awards on an informal basis. These awards are often given as
motivational devices. In addition, students and teachers are encouraged to enter various contests leading to
awards. However, approval of the Principal will be required for entry into award-winning contests.
There are two types of Board of Education Awards: Educational Excellence and Educational Progress. Each
award is distributed to one student only, unless otherwise noted. A worthy student, satisfying all criteria, may
win more than one award in the same area or different categories. However, the spirit of the Awards Program
is to recognize as many deserving students as possible and in doing so promote positive values associated with
an excellent work ethic and attitude of academic perseverance.
Criteria: Award for Educational Excellence:
Excellence Award:
 Excellence rewards GPA of 90 or higher AND evidence-based skill/performance in the category.


The Principal will work with the grade level team of teachers and the data analyst to determine
students’ GPAs. To assess evidence-based skill or performance, teachers will use the Marzano
Achievement Rubric, a reliable and fair tool, to assess distinguishing academic or performance-based
skills. All candidates for the award must complete the same or equivalent set of assignments. The
assignments may be written, presented orally, and/or performed.
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Only first, second, and third place winners (or those with Honors designation) awarded by external
organizations recognizing scholarship (e.g., L I Science Congress) will receive an Educational
Excellence Award.

Overall Excellence Award:
 Overall Excellence rewards highest GPA in subject.


In the case of two students with the same GPA, teachers will use the Marzano Achievement Rubric to
assess distinguishing academic or performance-based skills. All candidates for the award must
complete the same or equivalent set of assignments. The assignments may be written, presented
orally, and/or performed.

Criteria: Award for Educational Progress:
Effort Award:
 Effort rewards GPA of 75 or higher; 94%+ Attendance; 100% Assignments Submitted; Level 4 Effort Grades
on All Report Cards; No Code of Conduct Violations; Tenacity, Perseverance, Class Participation,
Attendance at Extra Help


In addition to considering GPA, teachers will use the Marzano Effort Rubric, a reliable and fair tool. All
candidates for the award must complete the same or equivalent set of assignments for which the Marzano
Effort Rubric is included. The assignments may be written, presented orally, and/or performed.

Improvement Award:
 Improvement rewards largest value added growth measure in all class work from first to last marking
period through June 1; 94%+ Attendance; 100% Assignments Submitted; Tenacity, Perseverance,
Class Participation, and Attendance at Extra Help.

Adoption:

June 24, 2013
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Island Park UFSD
LOMS Awards Program Grade 7
Awards for Educational Excellence
Awards for Educational Progress
English Language Arts (ELA)
1. Excellence in Reading

English Language Arts (ELA)
1. Effort in English Language Arts

2. Excellence in Writing & Language

2. Improvement in English Language Arts

3. Excellence in Listening & Speaking
4. Overall Excellence in English Language Arts

Mathematics
5. Excellence in Problem Solving & Modeling
6. Excellence in Abstract & Quantitative Reasoning
7. Excellence in Logic & Critiquing

Mathematics
3. Effort in Mathematics
4. Improvement in Mathematics
Social Studies
5. Effort in Social Studies
6. Improvement in Social Studies

8. Overall Excellence in Mathematics

Social Studies
9. Excellence in Reading in History
10. Excellence in Writing & Language in History

Science
7. Effort in Science
8. Improvement in Science

11. Excellence in History Information & Reflection
12. Overall Excellence in Social Studies

Science
13. Excellence in Reading in Science

Second Language Learning in Spanish
9. Effort in Spanish
10. Improvement in Spanish

14. Excellence in Writing & Language in Science
15. Excellence in the Scientific Method

Second Language Learning in English (ESL)
11. Effort in ESL

16. Excellence in Long Island Science Congress
17. Overall Excellence in Science

Second Language Learning in Spanish
18. Excellence in Reading in Spanish
19. Excellence in Writing in Spanish
20. Excellence in Listening and Speaking in Spanish
21. Overall Excellence in Spanish
Second Language Learning in English (ESL)
22. Excellence in ESL
Technology Education
23. Excellence in Technology Education
Art
24. Excellence in Art
25. Excellence in Artistic Creativity

12. Improvement in ESL
Technology Education
13. Effort in Technology Education
14. Improvement in Technology Education
Art
15. Effort in Art
16. Improvement in Art
Music
17. Effort in Orchestra
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Music
26. Excellence in Orchestra
27. Excellence in Band
28. Excellence in Chorus

Physical Education
29. Excellence in Physical Education (Boy)
30. Excellence in Physical Education (Girl)
31. Excellence in Teamwork and Sportsmanship (Boy)
32. Excellence in Team work and Sportsmanship (Girl)
Local (NWEA) Assessments
33. Excellence in NWEA ELA
34. Excellence in NWEA Math
35. Excellence in NWEA Science

18. Improvement in Orchestra
19. Effort in Band
20. Improvement in Band
21. Effort in Chorus
22. Improvement in Chorus
Physical Education
23. Effort in Physical Education (Boy)
24. Effort in Physical Education (Girl)
25. Improvement in Physical Education (Boy)
26. Improvement in Physical Education (Girl)

Subtotal: 35

Subtotal: 26

Total:61
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Island Park UFSD
LOMS Awards Program Grade 8
Awards for Educational Excellence
Awards for Educational Progress
English Language Arts (ELA)
1. Excellence in Reading

English Language Arts (ELA)
1. Effort in English Language Arts

2. Excellence in Writing

2. Improvement in English Language Arts

3. Excellence in Listening and Speaking
4. Overall Excellence in English Language Arts

Mathematics
5. Excellence in Problem Solving & Modeling

Mathematics
3. Effort in Mathematics
4. Improvement in Mathematics

6. Excellence in Abstract & Quantitative Reasoning
7. Excellence in Logic & Critiquing

Social Studies
5. Effort in Social Studies
6. Improvement in Social Studies

8. Overall Excellence in Mathematics

Social Studies
9. Excellence in Reading in History
10. Excellence in Writing & Language in History

Science
7. Effort in Science
8. Improvement in Science

11. Excellence in History Information & Reflection
12. Overall Excellence in Social Studies

Spanish
9. Effort in Spanish

Science
13. Excellence in Reading in Science

10.Improvement in Spanish

14. Excellence in Writing & Language in Science

English as a Second Language (ESL)
11.Effort in ESL
12.Improvement in ESL

15. Excellence in the Scientific Method
16. Overall Excellence in Science

Second Language Learning in Spanish
17. Excellence in Reading in Spanish
18. Excellence in Writing in Spanish
19. Excellence in Listening and Speaking in Spanish
20. Overall Excellence in Spanish

Second Language in English (ESL)
21. Overall Excellence in ESL

Grade 8 Accelerated Courses
13.Effort in Accelerated Courses
14.Improvement in Accelerated Courses

Home and Careers
15.Effort in Home and Careers
16.Improvement in Home and Careers
Health
17.Effort in Health
18.Improvement in Health
Technology Education
19.Effort in Technology Education
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20.Improvement in Technology Education
Grade 8 Accelerated Courses
22. Excellence in Integrated Algebra
23. Excellence in Living Environment
24. Excellence in NYSATA Portfolio Project
25. Overall Excellence in Accelerated Courses

Home and Careers
26. Excellence in Home and Careers

Health
27. Excellence in Health

Technology Education
28. Excellence in Technology Education

Computer Learning
21.Effort in Computer Learning
22.Improvement in Computer Learning
Art
23. Effort in Art
24. Improvement in Art

Music
25. Effort in Orchestra
26. Improvement in Orchestra
27. Effort in Band
28. Improvement in Band
29. Effort in Chorus
30. Improvement in Chorus
Physical Education
31. Effort in Physical Education (Boy)
32. Effort in Physical Education (Girl)
33. Improvement in Physical Education (Boy)

Computer Learning
29. Excellence in Computer Learning

34. Improvement in Physical Education (Girl)

Art
30. Excellence in Art
31. Excellence in Artistic Creativity

Music
32. Excellence in Orchestra
33. Excellence in Band
34. Excellence in Chorus

Physical Education
35. Excellence in Physical Education (Boy)
36. Excellence in Physical Education (Girl)
37. Excellence in Teamwork and Sportsmanship (Boy)
38. Excellence in Team work and Sportsmanship (Girl)
Local (NWEA) Assessments
39. Excellence in NWEA ELA
40. Excellence in NWEA Math
41. Excellence in NWEA Science
Total: 41

Total: 34

Total: 75

62

Island Park UFSD
LOMS Special Awards Grades 7 and 8
Awards for Educational Excellence

Awards for Educational Progress

Theater and Performing Arts
1. Excellence in Theater and Performing Arts

Theater and Performing Arts
1. Effort in Ensemble
2. Effort in Stage & Technical Crew

Computer
2. Excellence in SciFair Virtual World Programming

Computer
3. Effort in SciFair Virtual World Programming
4. Improvement in SciFair Virtual World Programming
Total: 4
Total: 6

Total: 2
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REGULATION

RE: POLICY NO. 3114.1,2
ESTABLISHMENT OF AWARDS AND SELECTION PROCEDURES:
EIGHTH GRADE GRADUATION

The Island Park Board of Education believes that eighth grade graduation is a time to celebrate both the academic
and civic accomplishments of the class that is being promoted to high school. To this end, it recognizes three
students with the highest GPA to serve as speakers to the class.1 The first speaker (with third highest GPA)
addresses the theme of “Past” by reflecting on the events, people, and influences over the first nine years of family
and school life that have contributed to the group’s growth and development. The second speaker (with second
highest GPA) addresses the theme of “Present” by discussing the events, people, and influences that keep them
rising to everyday challenges in their lives. The third speaker (with highest GPA) addresses the theme of “Future”
by looking forward to the high school years ahead and anticipating the positive changes that will take place as they
move toward meeting new goals and objectives. The student with the highest GPA receives the Office of the State
Comptroller Academic Excellence: Scholar with Highest GPA award, which is presented by the Superintendent of
Schools. The Scholar with the second highest GPA is awarded the Academic Excellence: Scholar with Second
Highest GPA award, which is presented by the President of the Board of Education. The Scholar with the third
highest GPA is awarded the Academic Excellence: Scholar with Third Highest GPA award, which is presented by
the Vice President of the Board of Education. In addition, the District publishes the Awards and Names of all
students who received academic awards at the Evening Awards Program in the Graduation Program.
Also, the District recognizes two Island Park high school seniors—one at each of the two high schools of choice
with the highest GPA as calculated by the Guidance Department in each in their respective schools (West
Hempstead High School and Long Beach High School). The purpose of this is to have the home school district
of Island Park recognize high school students’ academic achievements while also having them serve as role
models for the graduates who are moving up; this is meant to inspire the realization of similar
accomplishments.
The Island Park Board of Education believes that service learning is a critical component of a well-rounded
education and provides opportunities through many programs and activities for students to volunteer their efforts.
Moreover, the experience of “doing” community service gives students opportunities to integrate and elaborate on
their knowledge as well as to transfer theoretical knowledge to actual practice. Because community service
requires individual motivation and commitment during hours beyond the school day, the District takes great pride
in recognizing students who have dedicated their time, energy, and hard work to the service of others. This also
takes place at the culminating event of the middle school years—eighth grade graduation.
The criteria for earning each award follow the list below. Candidates for the awards listed will be identified by
the Guidance Counselor one month before the date of the eighth grade graduation. The list of awards along
with student names will be provided to the Principal and the Superintendent two weeks before the date of the
event. The types of community service awards cannot be amended without Board of Education approval.
Proposed changes will be presented by the Principal to the Superintendent no later than one week before the
May Board Meeting.

1

GPA is based on the “Requirements for the Island Park LOMS High Honor Roll and Honor Roll.” However, a separate
calculation is included for Regents courses, which are weighted 1.10.
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Island Park UFSD
LOMS Graduation Awards Program Grade 8
 Superintendent (1)

 Office of the State Comptroller Academic Excellence:
Scholar with Highest Grade Point Average

 President of the Board of Education (1)

 Academic Excellence: Scholar with Second Highest
Grade Point Average

 Board Vice President (1)

 Academic Excellence: Scholar with Third Highest Grade
Point Average

 Island Park PTA (1)
 Island Park PTA (1)

…………………………………………………………………………………………
 Director of Pupil Personnel Services (1)
 LOMS Principal (1)
 Island Park Faculty Association (1)
 Island Park Administrator’s Association (TBD)
 Island Park Educational Secretaries’ Association (1)
 Island Park Dept of Recreation (1)
 Ellen Breslin Memorial Award (1)
 Island Park Public Library (1 Boy, 1 Girl)
 Island Park Fire Dept (1)
 Island Park Chase Bank (1)
 Island Park Kiwanis Club (1)
 Island Park Little League (1 Boy, 1 Girl)
 Island Park American Legion Post 1029 (1)
 Island Park American Legion Auxiliary (1)

 Academic Excellence: IP Student with Highest Grade
Point Average at WHHS
 Academic Excellence: IP Student with Highest Grade
Point Average at LBHS.
……………………………………………………………………………………….
 Award for Rising to A Challenge
 Attorney General’s Office of NYS Triple “C” Award for
Character, Courage, and Commitment
 Krista Schulein Award for Exemplary Responsibility
 Perfect Attendance Award
 Newton Garrie Memorial Award for Community Service
through Music
 Award for Exemplary Social, Communication &
Leadership Skills in Recreation Programs
 Problem Solving & Resolution Skills
 Helen William Memorial Award for Consistent &
Considerate Use of the Public Library
 Service to School
 Service to School
 Civic Virtue, Service & Contribution to Community
 Sportsmanship
 School Leadership and Patriotic Spirit
 School Leadership and Patriotic Spirit
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Criteria for Community Service Awards
Office of the State Comptroller Academic Excellence Award: Scholar with Highest Grade Point Average
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Office of the State Comptroller Academic Excellence Award
Line 2 Scholar with Highest Grade Point Average
Line 2 Name of Student
Line 3 June 2013
Bottom Island Park, New York

Academic Excellence Award: Scholar with Second Highest Grade Point Average
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Academic Excellence Award
Line 2 Scholar with Second Highest Grade Point Average
Line 2 Name of Student
Line 3 June 2013
Bottom Island Park, New York

Academic Excellence Award: Scholar with Third Highest Grade Point Average
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Academic Excellence Award
Line 2 Scholar with Third Highest Grade Point Average
Line 2 Name of Student
Line 3 June 2013
Bottom Island Park, New York

Academic Excellence Award: Island Park Scholar with Highest Grade Point Average at West Hempstead High
School
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Academic Excellence Award
Line 2 Island Park Scholar with Highest Grade Point Average
Line 3 West Hempstead High School
Line 2 Name of Student
Line 3 June 2013
Bottom Island Park, New York

Academic Excellence Award: Island Park Scholar with Highest Grade Point Average at Long Beach High School
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Academic Excellence Award
Line 2 Island Park Scholar with Highest Grade Point Average
Line 3 Long Beach High School
Line 2 Name of Student
Line 3 June 2013
Bottom Island Park, New York

Award for Rising to A Challenge Successfully – This is awarded to a student who achieved in school by demonstrating
exemplary compensatory strategies despite a specific challenge or set of challenges. The Director of Pupil Personnel
Services selects this student, in conjunction with the 8th Grade Teacher Team, and presents this award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Award for Successfully Rising to A Challenge
Line 2 Name of Student
Line 3 June 2013
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Bottom Island Park, New York

Attorney General’s Office of NYS Triple C Award for Character, Courage, Commitment – This is awarded to a student
who demonstrated character, courage, and commitment in the way he/she has overcome obstacles in his/her life. The
Middle School Principal selects this student and presents this award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Attorney General’s Office of NYS
Line 2 Triple “C” Award: Character, Courage, &Commitment
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York

Krista Schulein Award for Exemplary Responsibility – This is awarded to a student who demonstrated exemplary
responsibility during the school day and extra-curricular activities. The President of the Faculty Association selects this
student in conjunction with the 8th Grade Teacher Team. The President of the IPFA or designee presents this award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Krista Schulein Award
Line 2 Exemplary Responsibility
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York

Perfect Attendance Award – This is awarded to a student with no absences on days when school was in session for the
entire school year. The Elementary School Principal works with the District’s Data Analyst to identify the qualifying
student(s). The Elementary School Principal, on behalf of the Island Park Administrators’ Association presents this
award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Perfect Attendance Award
Line 2 Name of Student
Line 3 June 2013
Bottom Island Park, New York

Community Service through Music – This is awarded to a student who utilizes his/her musical talent in the service
of others. The three music teachers select this student and the Head of the Music Department or designee presents
the Newton Garrie Memorial Award. The President of the Island Park Educational Secretaries’ Association or
designee presents the award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Newton Garrie Memorial Award
Line 2 Community Service through Music
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York

Social, Communication & Leadership Skills in Recreation Programs – This is awarded to a student who
demonstrated exemplary social, communication, and leadership skills in district-wide recreation activities,
including evening and seasonal programs. The Recreation Supervisor selects this student and presents the award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
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Line 1
Line 2
Line 3
Line 4
Bottom

Recreation Award
Social, Communication & Leadership Skills
Name of Student
June 2013
Island Park, New York

Problem Solving and Resolution Skills – This is awarded to a student who demonstrated exemplary problem
solving and resolution skills in a pro-active manner as part of the Lunch Break Program. The middle school
psychologist, social worker, and guidance counselor select this student; and, a member of the Elen Breslin Family
presents the award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Ellen Breslin Memorial Award
Line 2 Problem Solving & Resolution Skills
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York

Consistent & Considerate Use of the Public Library (2) – This is awarded to two students (a boy and a girl) who
demonstrated consistent and considerate use of the Island Park Public Library. The Library Director selects the
students and presents the awards.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Helen William Memorial Award
Line 2 Consistent & Considerate Use of Public Library
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York

Service to School (2) – This is awarded to two students who uphold the Code of Conduct, while demonstrating
great integrity and upstanding behavior as an example for all. The eighth grade team and Healthy Living Club
Supervisor select this student. Each award is presented by a representative from the Island Park Fire Department
and the Island Park Chase Bank, respectively.
Title of Plaque: Top1
Island Park Lincoln Orens Middle School
Line 1 Island Park Fire Department Award
Line 2 Service to School
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Island Park Chase Bank Award
Line 2 Service to School
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York

Civic Virtue, Service & Contribution to Community – This is awarded to a student who demonstrated exemplary
service during extra-curricular activities to the Island Park community. The Builder’s Club Supervisor selects this
student and a representative from the Island Park Kiwanis Club presents this award.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Island Park Kiwanis Club Award
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Line 2
Line 3
Line4
Bottom

Civic Virtue, Service & Contribution to Community
Name of Student
June 2013
Island Park, New York

Sportsmanship (2) – This is awarded to two students (a boy and a girl) who demonstrated fair play and
sportsmanship in physical education and athletic team sports. The two physical education teachers select this
student and the President of Little League or designee presents the awards.
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Island Park Little League Award
Line 2 Sportsmanship
Line 3 Name of Student
Line4 June 2013
Bottom Island Park, New York

School Leadership and Patriotic Spirit (2) – This is awarded to two students who participated in school leadership
activities while also demonstrating love of country in special events. Teacher supervisors of Color Guard, Student
Council, and Marching Band select these students and representatives from the Island Park American Legion Post
1029 and Island Park American Legion Auxiliary present the awards.
Title of Plaque: Top1
Island Park Lincoln Orens Middle School
Line 1 Island Park American Legion Post 1029 Award
Line 2 School Leadership & Patriotic Spirit
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York
Title of Plaque: Top Island Park Lincoln Orens Middle School
Line 1 Island Park Chase American Legion Auxiliary
Line 2 School Leadership & Patriotic Spirit
Line 3 Name of Student
Line 4 June 2013
Bottom Island Park, New York
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REGULATION

RE: POLICY NO. 3115
STUDENT DRESS

The Principal shall solicit the cooperation of parents and students concerning appropriate student dress.
While no specific codes are mandated, dress impeding safety or of a significant distraction to others may
be discouraged by the Principal.
In physical education classes, all participants must wear appropriate gym shoes, and gym attire. No
specific brand or insignia are required.
Bizarre items or costumes will not be allowed because of their disruptive effect.
Since New York State Education Department does not approve school fraternities or sororities, school
worn attire depicting such activity will be discouraged.
The Principal will reserve the right to make a final decision regarding student dress in a specific
individual situation. Parents will be notified of inappropriate student dress and asked to bring
appropriate clothing or to take the child home to change clothing.
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REGULATION

RE: POLICY NO. 3116
VISITORS

All staff members must inform the general office immediately of any suspected unauthorized visitor in the
building or schoolyard.
Unauthorized persons will be asked to leave. If they do not comply, law enforcement agency will be
summoned.
Parents taking children out of school before normal dismissal time with an appointment scheduled by the
school nurse or school secretary shall sign their children out in the Health Office.
The Health Office shall be the final clearing area before a child is dismissed from school before regular
time. Special coded notation shall be made of pupil health cards mandating court orders of parental
guardianship. Health records must be checked before any pupil can be dismissed early from school. The
Principal shall alert staff members he feels should be knowledgeable of court ordered guardianships.
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REGULATION

RE: POLICY NO. 3201.1
ADOPTION OF TEXTBOOKS

In the interest of assuring that textbooks used in the schools are of high quality and suitable for intended
pupils, a prescribed book selection process will be used.
1.

The administrator responsible for curriculum development in a specific subject or area shall
convene an appropriate curriculum committee to consider adoption of proposed grade or area
textbooks or changes in textbook series. All books selected must support district-approved
curricula.

2.

Said committee shall review and pre-screen major textbooks available in the subject or area under
consideration. Teachers who would use the new books will be given an opportunity to review the
pre-screened books of several publishers and will be asked to give their written opinions and
recommendations concerning the books.

3.

Based on evaluation information gathered from staff and on its own research, the committee will
recommend to the Deputy Superintendent, in writing, textbooks that should be adopted by the
district. The recommendation shall include (a) reasons why the book(s) was selected, and (b) a
specification as to which pupils, grades or areas will be required to utilize the book. The Deputy
Superintendent can select to have further discussions with the committee concerning the
recommendation. When the recommendation is deemed to be ready for consideration by the
Superintendent and Board, the Deputy Superintendent will prepare an appropriate written Board
meeting agenda item and submit it to the Superintendent.

Requests for supplemental textbooks and other educational support materials may be approved by a
building or area administrator after consultation with appropriate staff, and judged suitable for use with
approved curricula.
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REGULATION

RE: POLICY NO. 3202.1,2
INSTRUCTION IN GRADES 1-8

The school district seeks to assure that, in order to enhance pupil learning, all pupil instruction be
organized and presented in a manner that is logical, systematic, and sequential.
1.

All staff members will be responsible for presenting to pupils curricula and special topics that
have been approved by the Board of Education and/or that are required in Education Law.

2.

Textbooks and materials utilized in the instructional programs will be selected in accordance with
procedures outlined in school district regulations.
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REGULATION

RE: POLICY NO. 3203
CURRICULUM DEVELOPMENT AND REVIEW

In the interest of assuring that curricula utilized in each of the several subject and areas remains
appropriate and suitable for pupil learning needs, an on-going process of review and development shall
be employed.
1.

A designated administrator shall be responsible for district-wide development and review of
curriculum in each specific subject or area.

2.

Each subject or area shall be reviewed at least once in each 5-year period. Additionally, yearly
and special reviews required by the state and/or district mandates shall be completed by the
administrator responsible for a specific subject or program.

3.

When a curriculum area is developed for the first time, a committee consisting of one or more
assigned administrators, grade representatives, and specialty area representatives will be
organized. The membership of this group shall be approved by FAF and the Superintendent. For
periodic program reviews, committees composed of one administrator, and one teacher
representing grades K-4 and one teacher representing grades 5-6 as well as an appropriate
specialist and/or district office representative will be utilized. The Administrator will chair the
curriculum committees.

4.

Curriculum committees should be concerned with topics such as the following:

5.



Study of practices at the local, county, statewide, and national levels



Study of approaches being advanced in colleges



Reviews of textbooks and related instructional materials



Preparing written recommendations and contracts for curriculum writers.



Preparing recommendations for the purchase of materials, staff, training, pupil and parent
orientation

Curriculum committee recommendations will be sent to the Deputy Superintendent. When
approved, and deemed ready for consideration by the Superintendent and the Board, the Deputy
Superintendent will prepare appropriate Board Meeting agenda items and submit to the
Superintendent.
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REGULATION

RE: POLICY NO. 3302
INOCULATIONS & HEALTH CERTIFICATES

Any student making application for enrollment in the district shall provide health information as follows:
a.

Physical examination

b.

Dental examination

c.

Proof of immunizations


3 doses of diphtheria, tetanus, pertussis (DTP)



3 doses of trivalent oral polio (TOPV)



Mumps – 1 dose live vaccine following first birthday



Rubella (German Measles) – 1 dose live vaccine following first birthday
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3305 – Child Abuse in a Domestic Setting
The Board of Education recognizes that because of their sustained contact with school-aged
children, employees are in an excellent position to identify abused or maltreated children and refer them
for treatment and protection. The Board further recognizes the specific dictates of law which require
school officials to report suspected instances of child abuse or maltreatment in a domestic setting.
The purpose of mandatory reporting is to identify suspected abused and maltreated children as
soon as possible, so that such children determined to be abused or maltreated can be protected from
further harm and, where appropriate, can be offered services to assist him or her and his or her family.
School officials, who have reasonable cause to know or suspect that a child has been subjected to
abuse or maltreatment, must immediately report this to the New York State Central Register for Child
Abuse and Maltreatment (Central Register), as required by law. No conditions may be imposed which
limit their responsibility to report. A school official is defined as:







Teacher
Guidance counselor
Psychologist
Nurse
Administrator
Any school personnel required to hold a teaching or administrative license or certificate.

The school official will also report the matter to the Building Principal.
The report shall be made by telephone or by telephone facsimile machine on a form supplied by
the Commissioner of Social Services. A written report shall be made within forty-eight hours to the
appropriate local child protective service, and to the statewide Central Register.
School employees who are not school officials, as defined above, but who have reasonable cause
to know or suspect that a child has been subjected to abuse or maltreatment are encouraged to report to
the Central Register. However, the school employee must report the matter to the Building Principal. If
the matter has not yet been reported to the Central Register, the Building Principal shall make the report,
in accordance with state law. In being required to file such report, the Building Principal does not have
discretion.
School employees or officials may not contact the child's family or any other person to determine
the cause of the suspected abuse or maltreatment. It is not the responsibility of the school official or
employee to prove that the child has been abused or maltreated.
Any school official or employee who has cause to suspect that the death of any child is a result of
child abuse or maltreatment must report that fact to the appropriate medical examiner or coroner.
In accordance with the law, any school official who fails to report an instance of suspected child
abuse or maltreatment may be guilty of a Class A misdemeanor and may be held liable for the damages
caused by the failure to report. The law grants immunity to persons who, in good faith, report instances
of child abuse from any liability.
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School employees will not be subject to retaliatory action, as defined in state law, as a result of
making a report when they reasonably suspect that a child has been abused or maltreated.
The district will cooperate to the extent possible with authorized child protective services workers
in investigations of alleged child abuse.
The school district shall maintain an ongoing training program which will address the
identification and reporting of child abuse and maltreatment. Attendance at sessions of this training
program shall be required of all school officials. Attendance records shall be kept, and notations will be
made in personnel files as to the dates of attendance.
The Superintendent shall develop, with input from appropriate personnel, a plan for
implementation of such a training program, to be approved by the Board. In addition, the policy and
regulations will be included in all employee handbooks and distributed annually to all school officials
who are not covered under existing handbooks. The Superintendent will prepare and implement all
regulations as are necessary to accomplish the intent of this policy.

First Reading:
Second Reading:

January 28, 2008
February 25, 2008

77

REGULATION

RE: POLICY NO. 3400.1

ACADEMIC AND BEHAVIOR ELIGIBILITY FOR CO-CURRICULAR AND EXTRACURRICULAR ACTIVITIES
The mission of the Island Park Schools is to provide an academic environment where students are given
the opportunity and are expected to demonstrate the acquisition and understanding of a broad base of
knowledge. The prime objective is to help the student grow and develop into a knowledgeable, mature,
and responsible young adult.
Academic learning is the first priority for all students. However, the value of involvement in co-curricular
and extra-curricular activities is understood and strongly encouraged as a way to develop character
through commitment to members of a group as well as community service and civic responsibility.
Participation in co-curricular and extra-curricular activities, however, is a privilege—not a right. It is
expected that a participant in co-curricular and extra-curricular will maintain academic effort in all classes
and follow the District’s Code of Conduct.
The intent of the academic and behavior eligibility requirements are to help ensure that any student
participating in a co-curricular or extra-curricular activity will not let this involvement detract from
his/her main purpose for attending Island Part School which is academic achievement. It is also to
establish the expectation that any student participating in co-curricular or extra-curricular activity will
maintain appropriate behavior before, during, and after-school.
Definitions and Conditions
If a student is identified as having academic difficulties, he/she will be notified by the respective teacher
and/or the Guidance Counselor. A student notified of an academic problem is expected to take the
necessary steps to improve his/her academic standing, e.g., seek extra help, seek assistance from the
Guidance Counselor, make up missed work, etc.
If a student is identified as having a disciplinary infraction, he/she will be notified and provided due
process. In the event that a disciplinary infraction has occurred, the student is expected to take the
necessary steps to improve his/her behavioral standing, e.g., work with his/her parent/guardian and seek
assistance from an appropriate adult (principal, teacher, nurse, guidance counselor, social worker,
psychologist, etc.), make amends to the hurt or injured party, participate in appropriate community
service, serve a prescribed consequence (time-out, detention, in school suspension, out of school
suspension, etc.), or any other consequence outlined in the District’s Code of Conduct.
The Principal will review each situation and render a decision regarding student participation as quickly
as possible.
The student may not participate in any co-curricular or extra-curricular activities while his/her appeal is
being heard.

Adoption: October 25, 2010
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REGULATION

RE: POLICY NO. 3401
EXTRA-CURRICULAR ACTIVITIES

Extra-curricular activities are an important part of a student’s experience. All activities are under the
direct supervision of the building principal.
1.

Establishment of an activity – when student interest is sufficient in the judgment of the principal
the activity may be offered where financial resources are available.
a.

Provisions of Teacher Agreement to be followed in setting payment for advisor prior to
recommendation to superintendent.

b.

When budget funds are not available, principal is to provide superintendent with a
recommendation indicating possible sources of funding.

2.

Evaluation and continuation of an activity – principals shall evaluate each activity annually and
provide superintendent with recommendation for suspension or continuation.

3.

Financial accounting – all funds are to be accounted for by the principal. The Extracurricular
Activity Fund, maintained at the district level, shall be utilized as a depository for receipts and
expenditures. Expenditures shall be made from the Extra-classroom Activity Fund only upon
authorization of the principal.
a.

Accounting by activity – each fund raising activity must maintain accounts of receipts and
expenditures. Appropriate back-up such as invoices, record of orders, and inventory shall
be maintained.
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REGULATION

RE: POLICY NO. 3403
STUDENT PUBLICATIONS

Each school principal shall establish criteria for material to be published in the school newspaper with
student writing and original ideas stressed.
The appointment of a faculty advisor, the number of issues per year, and all other matters related to
publication of the newspaper shall be determined by the principal in accordance with policy.
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REGULATION

RE: POLICY NO. 3500
STUDENT RECORDS

Student records are maintained in order to meet the requirements of State Laws, Regulations, and to
insure that each pupil is provided with the best possible educational services. Confidentiality of records
must be observed at all times.
1.

Attendance records – prepared through BOCES data processing system.
a.

Building level – principal responsible for preparation of Home Room Attendance Rosters,
which are sent to district office each month. Home Room Attendance Summary to be
verified when returned from BOCES.

b.

District level – rosters forwarded to BOCES, summary returned to buildings, AT-6 report
filed, and census file maintained.

2.

Permanent student records – a permanent record file specified by the superintendent must be
maintained for each student. This record must follow the student from grade to grade and
building to building. (Appendix A)

3.

Health records – permanent health records as specified by superintendent must be maintained for
each pupil throughout entire school attendance. (Appendix B)

4.

COH records – the school district seeks to assure that records of pupils who are classified
handicapped are compiled, maintained and available in accordance with the requirements of New
York State Education Law and Regulations of the Commissioner of Education.
a.

Compilation – The district Chairman of the Committee on the Handicapped will be
responsible for establishing procedures that assure that records which detail the referral,
instruction, evaluation, and assignments of pupils are prepared in a satisfactory, complete,
and timely manner and that such records contain all information required by law.

b.

Maintenance – The Chairman of the Committee on the Handicapped will be responsible
for establishing routines to assure that staff members, both professional and clerical,
organize an update records at regular intervals, and file, or store said records in a manner
that will permit ready access and retrieval for review purposes.

c.

Availability – records shall be available to staff members who (1) are assigned to enter
information, or (2) in need of information contained therein. Records will be inspected
and stored in areas designated by the administration. Records will be available to third
parties, or agencies and parents, in accordance with Board of Education policy, Section
111, part 3502.
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REGULATION

RE: POLICY NO. 3501.4
COMMITTEE ON THE HANDICAPPED RECORDS

It is the intent of the school district to assure that Committee on the Handicapped records are prepared in
accordance with legal mandates, in a timely manner, and in a form that permits accurate assessment of a
pupil’s status and educational needs.
1.

The administrator in charge of Pupil Services shall assign psychologists, social workers, and
school staff to conduct needed pupil evaluations and prepare related reports; he/she shall assign
clerical staff to type, copy, store and maintain said reports.

2.

The administrator in charge of Pupil Services shall be responsible for required Federal, State,
BOCES, and local reports and evaluations and for preparing the yearly budget for handicapped
programs.
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REGULATION

RE: POLICY NO. 3501.5
COMPENSATORY EDUCATION RECORDS

It is the intent of the school district to assure that Compensatory Education records are prepared in
accordance with legal mandates, in a timely manner, and a form that permits accurate assessment of a
pupil’s level of functioning and educational growth.
1.

Principals shall be responsible for the preparation of grade rosters (by subject), class lists,
teacher programs, and pupil individual educational plans. State and district guidelines for
preparation of the forms will be followed.

2.

The administrator in charge of Compensatory Education will prepare required Federal, State,
BOCES, and local reports and evaluations as well as the yearly funded program applications
related to the program.
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REGULATION

RE: POLICY NO. 3603
TRANSPORTATION APPLICATION

Written requests for transportation for students attending private and parochial schools must be filed on
the application specified by the superintendent (Appendix C).
1.

2.

3.

Mileage limits – the following transportation limits have been established by public referendum:
a.

All pupils in kindergarten through 6th grade will be transported to schools more than .3 of
a mile, but not more than 15 miles.

b.

All pupils in grades 7 and 8 will be transported to schools more than .3 of a mile, but not
more than 15 miles.

c.

All pupils in grades 9-12 will be transported to schools up to a distance of fifteen miles.

d.

All physically handicapped, emotionally disturbed and mentally retarded students
attending special schools will be transported up to a distance of twenty-five miles.

Date for filing –
a.

District residents – April 1st.

b.

New residents – within 30 days.

Late requests – considered when reasonable explanation provided at time of filing.

84

REGULATION

RE: POLICY NO. 3800
RULES AND REGULATIONS OF TELECOMMUNICATIONS

Telecommunications users are expected to abide by the District Rules and Regulations of
Telecommunications. They include (but are not limited to) the following:
1. All use of telecommunications must be in support of education and research and be consistent with
the purposes of Island Park School District.
2. Any use of the on-line accounts for commercial or for-profit purposes, product advertisement or
political lobbying is prohibited.
3. Use of the on-line accounts for personal and private business is prohibited.
4. Users shall not intentionally seek information about, obtain copies of, or modify files, data, or
passwords, belonging to others.
5. Users shall not misrepresent themselves while on-line.
6. Communication and information accessible over the Internet is not secure. Therefore, users
should not reveal personal information (address, phone number, social security number or credit
card numbers) when on-line.
7. Users must not disrupt the access of others on the service.
8. Hardware or software may not be modified, destroyed, or abused in any way.
9. Hate mail, harassment, discriminatory remarks and other antisocial behaviors are prohibited.
10. Use of the District accounts to develop programs that harass others or infiltrate a computer or
computing system and/or damage the software components of a computer or computing system is
prohibited.
11. Standard copyright restrictions must be observed.
12. Use of the District accounts to access or process pornographic material, inappropriate text files, or
files dangerous to the integrity of District computers and/or networks is prohibited.
13. From time to time, Island Park School District will review and update telecommunications
policies and practices.
14. Use of the District’s computers is a privilege not a right; inappropriate use will result in the
suspension or revocation of that privilege.
No Privacy Guarantee
Users using the District’s Computer Network should not expect, nor does the District guarantee
privacy for electronic mail or any use of the District’s Computer Network. The District reserves
the right to access, view and/or disclose any material stored on District equipment or any material
used in conjunction with the District’s Computer Network.
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September 1,
Dear Parent or Guardian:
The Island Park School District is enhancing education through the use of telecommunications.
Students are now able to communicate with others throughout the world by the Internet. The
Internet is an international network of computers and is the communication and information
highway.
Through the Internet, students have access to hundreds of databases, libraries and computer
services from all over the world.
The Island Park School District has taken precautions to restrict access to controversial materials.
However, on a global network it is impossible to control all materials, and an industrious user may
discover controversial information. The District believes that the valuable information and
interaction available on this worldwide network far outweighs the possibility that users may obtain
material that is not consistent with the educational goals of the District. Nevertheless, we want you
to be aware of this possibility.
With this educational opportunity also comes responsibility. It is important that you discuss with
your child the attached District policies regarding use of this technology. To give your child
permission to use the District on-line services, you and your child must complete, sign, and return
the application to your child’s homeroom or classroom teacher.
Sincerely,

Principal

cc: Dr. Rosmarie T. Bovino
Attachment
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ISLAND PARK UNION FREE SCHOOL DISTRICT

STUDENT APPLICATION FOR USE OF COMPUTER, INTERNET & EMAIL
Student Name _______________________________________ Grade ____________
(Please Print)
School ______________________________________________ Homeroom _______


I have read and understand the Use of Telecommunications Policy and Rules and Regulations of

Telecommunications.


I have discussed these policies with my parent or guardian.



I agree to abide by their provisions. If I do not, I understand I will lose on-line access and related
privileges, and I will be subject to school disciplinary action and legal action.

Student Signature ____________________________________ Date _____________
******************************
PARENT OR GUARDIAN


I have read and understand the Use of Telecommunications Policy and Rules and Regulations of
Telecommunications.



I will accept responsibility for my child’s appropriate use of District telecommunications equipment and
his/her potential access to the worldwide Internet and on-line accounts while using the District account
even when not in a school setting.



I understand that my child will be subject to disciplinary consequences if he/she violates these rules.



I agree to be legally and financially responsible for any misuse of the Internet by my child as stated in the
District policies and defined by New York State Law.



I will not hold Island Park Union Free School District responsible for controversial materials acquired
while on-line.



I understand these policies and/or asked for clarification.



I certify that the information on this form is correct and I give permission for my child to use a District
account.

Print Name ______________________________________ Date _________________
Signature _____________________________________________________________
Home Address __________________________________________________________
Home Phone _________________________ Business Phone __________________
9/2003

ISLAND PARK UNION FREE SCHOOL DISTRICT
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EMPLOYEE APPLICATION FOR USE OF COMPUTER, INTERNET & EMAIL
Name _______________________________________
(Please Print)
Building ______________________________________


I have read and understand the Internet Use – Acceptable Use Policy (3800), Rules and Regulations

of Telecommunications (3800), and Computer Resources and Data Management Policy (3850).


I will accept responsibility for appropriate use of District telecommunications equipment and my access
to the worldwide Internet and on-line accounts while using the District account even when not in a school
setting.



I will not hold Island Park Union Free School District responsible for controversial materials acquired
while on-line.



I agree to be legally and financially responsible for any misuse of the Internet as stated in the District
policies and defined by New York State Law.



I understand these policies and/or asked for clarification.



I agree to abide by their provisions. If I do not, I understand I will lose on-line access and related
privileges, and I will be subject to school disciplinary action and legal action.



I certify that the information on this form is correct and I accept use of the District’s technology
equipment, internet and email.

******************************
Signature ____________________________________ Date _____________

Please sign and return to the Office of the Superintendent.
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DISTRICT RESPONSIBILITIES
The District makes no warrantees of any kind, either expressed or implied, for the access being provided.
Furthermore, the District assumes no responsibility for the quality, availability, accuracy or reliability of
the service and/or information provided. Users of the District’s computers and Internet connections use
information at their own risk. Each user is responsible for verifying the integrity and authenticity of the
information used and provided.
The District will not be responsible for any damages suffered by any user, including but not limited
to loss of data resulting from delays, non-deliveries, misdeliveries or service interruption caused by
its own negligence or the errors or omissions of any user.
The District also will not be responsible for unauthorized financial obligations resulting from the
use of or access to the District’s computers or the Internet.
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Regulation #3850 - COMPUTER RESOURCES AND DATA MANAGEMENT REGULATION
The following rules and regulations govern the use of the district’s computer network system,
employee access to the Internet, and management of computerized records.

I. Internet Access
Internet access for students, district employees, and third party users is governed by the District’s
Internet Use – Acceptable Use Policy #3800.

II. Acceptable Use and Conduct
The following regulations apply to all staff and third party users of the District’s computer system:










Employees will be issued an e-mail account through the district’s computer network.
Access to the district’s computer network is provided solely for educational and/or
research purposes and management of district operations consistent with the district’s
mission and goals.
Employees shall refrain from using computer resources for personal use.
Use of the district’s computer network is a privilege, not a right. Inappropriate use may
result in the suspension or revocation of that privilege.
Each individual in whose name an access account is issued is responsible at all times for its
proper use.
All network users will be issued a login name and password.
All network users are expected to abide by the generally accepted rules of network
etiquette. This includes being polite and using only appropriate language. Abusive
language, vulgarities and swear words are all inappropriate.
Employees are advised that they must not have an expectation of privacy in the use of the
district’s computers.
Network users identifying a security problem on the district’s network must notify
appropriate staff.

III. Prohibited Activity and Users
The following is a list of prohibited activity for all staff and third party users concerning use of the
district’s computer network. Any violation of these prohibitions may result in discipline or other
appropriate penalty, including suspension or revocation of a user’s access to the network.





Using the network for commercial activity, including advertising.
Infringing on any copyrights or other intellectual property rights, including copying,
installing, receiving, transmitting or making available any copyrighted software on the
district computer network.
Using the network to receive, transmit or make available to others obscene, offensive, or
sexually explicit material.
Using the network to receive, transmit or make available to others messages that are racist,
sexist, abusive or harassing to others.
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Regulation #3850 - COMPUTER RESOURCES AND DATA MANAGEMENT REGULATION















Attempting to read, delete, copy or modify the electronic mail (e-mail) of other system
users.
Foregoing or attempting to forge e-mail messages.
Engaging in vandalism. Vandalism is defined as any malicious attempt to harm or destroy
district equipment or materials, data of another user of the district’s network, or of any of
the entities or other networks that are connected to the Internet. This includes, but is not
limited to, creating and/or placing a computer virus on the network.
Using the network to send anonymous messages or files.
Revealing the personal address, telephone number or other personal information of
oneself or another person.
Intentionally disrupting network traffic or crashing the network and connected systems.
Installing personal software or using personal disks on the district’s computers and/or
network without the permission of the appropriate district official or employee.
Using district computing resources for fraudulent purposes or financial gain.
Stealing data, equipment or intellectual property.
Gaining or seeking to gain unauthorized access to any files, resources, or computer or
phone systems, or vandalize the data of another user.
Wastefully using finite district resources.
Using the network while your access privileges are suspended or revoked.
Using the network in a fashion inconsistent with directions from administrators, teachers,
and other staff members and generally accepted network etiquette.

IV. No Privacy Guarantee
Users of the district’s computer network should not expect, nor does the district guarantee, privacy
for electronic mail (e-mail) or any use of the district’s computer network. The district reserves the right to
access and view any material stored on district equipment or any material used in conjunction with the
district’s computer network.
V. Sanctions
All users of the district’s computer network and equipment are required to comply with the district’s
policy and regulations governing the district’s computer network. Failure to comply with the policy or
regulation may result in disciplinary action as well as suspension and/or revocation of computer access
privileges.
Any information pertaining to or implicating illegal activity will be reported to the proper authorities.
Transmission of any material in violation of any federal, state and/or local law or regulation is
prohibited. This includes, but is not limited to materials protected by copyright, threatening or obscene
material or material protected by trade secret. Users must respect all intellectual and property rights and
laws.

VI. District Responsibilities
The district makes no warranties of any kind, either expressed or implied, for the access being
provided. Further, the district assumes no responsibility for the quality, availability, accuracy, nature or
reliability of the service and/or information provided. Users of the district’s computer network and the
Internet use information at their own risk. Each user is responsible for verifying the integrity and
authenticity of the information.
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Regulation #3850 - COMPUTER RESOURCES AND DATA MANAGEMENT REGULATION
The district will not be responsible for any damages suffered by any user, including, but not limited to,
loss of data resulting from delays, non-deliveries, misdeliveries, or service interruptions caused by its
own negligence or any other errors or omissions. The district also will not be responsible for
unauthorized financial obligations resulting from the use of or access to the district’s computer network
or the Internet.
Further, even though the district may use technical or manual means to regulate access and
information, these methods do not provide a foolproof means of enforcing the provisions of the district
policy and regulation.
Adoption: November 26, 2007
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REGULATION

RE: POLICY NO. 3900
HOMEWORK POLICY

Frequency and Amount of Time for Homework
It is almost impossible to regulate the amount of homework to be assigned. However, the following
frequency and the amount of time for homework are guidelines, and should be flexible in it
administration:
Grade 1:
Grade 2:
Grade 3:
Grade 4:
Grade 5:
Grade 6:
Grade 7/8:

15-20 minutes per day, four days per week
20-30 minutes per day, four days per week
30-45 minutes per day, four days per week
50-60 minutes per day, four days per week
60-75 minutes per day, four days per week
60-75 minutes per day, four days per week
75-120 minutes per day, four days per week

When assigning homework, several conditions must be considered by every teacher:
1) Students, e.g., students with disabilities, English as a Second Language, differ widely
to complete an assignment in a specific task.
2) Students’ resources and facilities at home for completing homework may vary widely.
Format for Homework Papers
1) All papers are to use a proper heading.
2) All assignments are to demonstrate good English usage.
Absences and Homework
Teachers are to provide a reasonable amount of time for students to make-up class and assignments
after any absence.
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REGULATION

RE: POLICY NO. 4101
EMPLOYMENT PROCEDURES

Recruitment and selection of staff is of prime importance to the school district.
It is understood that the final responsibility for the approval of staffing recommendations made by the
Superintendent rests with the Board of Education. The committee selection process is advisory to the
Superintendent.
Recommendations to the Board of Education shall be supported with detailed information concerning the
recommended candidate as well as the two other people submitted by the selection committee.
Supporting data shall be made available to the Board of Education fourteen days prior to the meeting at
which the recommendation is to be acted upon. In the event that conditions do not allow for fourteen-day
notice, each member of the Board shall be notified of the special circumstances.
1.

Certified Personnel
a.

Teachers N-6
Screening Committee:
 One or two Building Principals
 Two Teachers
 One Community Person
 Superintendent (optional)

b.

All Other
Screening Committee:
 Building Principal and/or Administrator
 Administrator or Chairperson
 Two Teachers
 One Community Person
 Superintendent (optional)

c.

Committee Charge


Review applications* and select no more than sixteen applicants to be interviewed.
Consideration shall be given to experience, knowledge of subject, graduate work, work
record in Island Park, special traits desirable for particular position.

*Suggested method for reviewing of applications: Divide committee into sub-committees to
rate each application on a five-point scale, one-lowest and five-highest. Applications
receiving highest cumulative score will be selected for interviews.
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RE: POLICY NO. 4101
Employment Procedures Continued:

d.



Participate actively in interview process. Some possible areas for questioning are:
Details related to former experience, special training, type of class organization
preferred, specifics related to subject content and methodology, special talents or
interests, compatibility with district philosophy. Interview not to exceed one hour per
candidate.



Select three candidates to be submitted to Superintendent with supporting statements if
requested. A five or ten-point rating scale may best serve this purpose. In the event
none of the three (3) candidates is selected a request will be made to the Screening
Committee for additional names.

Administrator Role


Establish meeting date, time, etc. and chair committee.



Orient members to established, procedures and any conditions unique to a particular
position.



Arrange for reference checks of candidates.



Notify those applicants to be interviewed of the conditions and process they will face.
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REGULATION

RE: POLICY NO. 4101.1
NON-DISCRIMINATION POLICY

The Superintendent coordinates compliance with the requirements of Title IX of the Education
Amendments of 1972, 20 U.S.C. §§1681 et seq. (Title IX), and its implementing regulations, 34 C.F.R.
Part 106. Students, parents, faculty, and staff members with inquiries, complaints, or grievances
concerning discrimination should contact the Superintendent:
Dr. Rosmarie Bovino
Island Park UFSD
99 Radcliffe Road
Island Park, NY 11558
516-434-2600
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REGULATION

RE: POLICY NO. 4102
APPOINTMENT PROCEDURES

Each person appointed to a position in the district shall be required to meet requirements of law and
local regulations.
1.

2.

3.

Professional Employees


Provide proof of certification.



Provide proof of educational background.



Provide evidence of prior work experience.



Show evidence of good health (APPENDIX B)
(Medical Examination Report for School Personnel)

Civil Service Employee


Meet civil service eligibility requirements.



Provide evidence of prior work experience.



Provide evidence of prior training.



Show evidence of good health (APPENDIX B)
(Medical Examination Report for School Personnel)

Other Employees


Meet job requirements.



Provide evidence of prior work experience.



Provide evidence of prior training.



Show evidence of good health (APPENDIX B)
(Medical Examination Report for School Personnel)
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APPENDIX B
ISLAND PARK UNION FREE SCHOOL DISTRICT
ISLAND PARK, NEW YORK 11558

MEDICAL EXAMINATION REPORT FOR
SCHOOL PERSONNEL
{Confidential}
To the Physician:___________________
Upon completion of examination,
return this form to the employee.

To the Employee:______________
Return completed form promptly
to Supt’s office.

Name____________________________________________________________________
Address__________________________________________________________________
Date of Birth______________________________________________________________
Position__________________________________________________________________
Part I
Clinical History

Asthma
Allergies
Diabetes
Epilepsy
Hepatitis
Heart Disease
Hypertension
Amoebic Dysentery

Yes

No

___
___
___
___
___
___
___
___

___
___
___
___
___
___
___
___

Bacillary Dysentery
Menstrual Problems
Migraine Headaches
Poliomyelitis
Rheumatic Fever
Tuberculosis
Operations
Typhoid or Paratyphoid
Fever

Yes

No

___
___
___
___
___
___
___
___
___

___
___
___
___
___
___
___
___
___

Please explain any of the above where you have checked YES

List here any diseases, which you have had which are not included above:
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Evaluation Report for Administrator Objective Based Evaluation System.
Administrator: ____________________________________Evaluator: _________________________
Period:__________________to:______________________

Objective # ______________________________________________________
________________________________________________________________
________________________________________________________________
Activities to Accomplish Objective:
#1
#2
#3
#4
#5

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Summary: _______________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Objective # ______________________________________________________
________________________________________________________________
________________________________________________________________
Activities to Accomplish Objective:
#1
#2
#3
#4
#5

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Summary: _______________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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REGULATION

RE: POLICY NO. 4103
ASSIGNMENTS AND TRANSFERS

In order to provide for the orderly and efficient operation of the district, professional and civil service
personnel shall be assigned specific duties and responsibilities.
1.

2.

Teachers – General Responsibilities


Prepare lessons in advance of presentations for all assigned classes.



Plan lessons to meet the educational, social, emotional and physical needs of each pupil.



Utilize approved curricula, materials and teaching approaches in instructing pupils.



Organize, maintain, and have available for review, a grading and evaluation system that is
fair and impartial, and that recognizes the merit of pupils in accomplishing assigned tasks
and learnings.



Keep parents informed of the educational growth and progress of pupils assigned to their
instructional groups.



Utilize and cooperate with personnel assigned to special resource services in the district
(e.g., Compensatory Education, Pupil Services) for pupils who have need of additional
help.



Assure that the health, welfare, safety, and well being of pupils will not knowingly be
placed in jeopardy.



Carry out such other responsibilities as may, from time to time, be assigned by an
authorized administrator or supervisor.



Participate actively in the school programs to improve and control pupil behavior and
interaction patterns.

Teachers – Specific Responsibilities
A.

Common Branches (N-6)


Instruct pupils in all required curriculum areas (i.e., Reading; Language Arts –
Grammar, Usage, Penmanship, Spelling, Composition); Mathematics; N.Y. State
History; Geography; Social Studies; Civics; Science; Hygiene; Family Living; Safety drug, alcohol, tobacco abuse; Art; Music; Work-Study Skills.
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RE: POLICY NO. 4103
Assignments and Transfers Continued:

B.

C.

D.



Instruct pupils in special areas as required by law and regulation (e.g., bus and fire
safety; special holidays, days and events; patriotism and citizenship).



Coordinate efforts of special staff members assigned to work with pupils in their class
group.



Give pupils adequate and suitable instruction to prepare them for competency and
standardized examinations.

Music


Prepare suitable programs of instruction for the concentration areas within this
subject (general music, vocal/choral music, instrumental music).



Offer instruction in appropriate strands for the subject concentration areas as
specified in district curricula.



Demonstrate skills pupils are to learn and support instruction or demonstrations with
appropriate accompaniments.



Prepare assigned groups for performances, and organize, supervise and teach needed
pupil stage presence skills, and provide suitable accompaniments.

Art, Applied Arts, Science


Prepare suitable programs of instruction for assigned concentration areas (e.g.,
elementary art or science, secondary art or science, home economics, industrial arts,
technology education).



Utilize state and school district approved materials/machines, and assure that pupils
can demonstrate knowledge of needed safety techniques and understandings before
they are permitted to work with machines, chemicals, heated materials, or other
potentially hazardous items. Organize and prepare assigned special projects or
demonstrations.

English, Social Studies, Mathematics


Prepare suitable programs of instruction for specific assigned areas (e.g., English 7H,
Social Studies 8A, Mathematics 7B) that conform to approved district curricula and
N.Y. State mandates.
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RE: POLICY NO 4103
Assignments and Transfers Continued:

E.

F.

G.



Give pupils adequate and suitable instruction to prepare them for competency and
standardized examinations.



Prepare special displays or activities as properly assigned by the immediate
supervisor.

Physical Education


Prepare suitable programs of instruction for assigned strands or topics (e.g.,
volleyball, track, physical fitness, gymnastics) as required in district approved
curricula.



Utilize state and district approved materials/equipment and assure that pupils can
demonstrate knowledge of needed safety techniques and understandings before they
are permitted to participate in activities or work with equipment that could cause them
injury.



Organize and prepare assigned special projects, teams, or demonstrations.

Guidance, Health, Nurse-Teacher


Prepare suitable programs of orientation and instruction for assigned individual
pupils, small groups or classes at the various assigned grade levels.



Facilitate appropriate interactions with parents, other staff members, and community
agencies.



Provide immediate emergency help as appropriate and utilize services of special
agencies or individuals (hospital, fire rescue squad, psychologist, police,
administrator) to obtain intensive help in special circumstances.



Organize and prepare special assigned projects (e.g., articulation programs, pupil
health inspection programs).

Special Education, Reading, Compensatory Education


Prepare suitable programs of instruction for assigned pupils with special, identified
traits (e.g., learning disabled, remedial reader, emotionally disturbed). Identify and
appropriately record specific needs of and instructional objectives for pupils as
required by law.



Utilize special materials and methods that are appropriate for pupils with special or
unique needs.
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RE: POLICY NO. 4103
Assignment and Transfers Continued:

H.

3.



Conduct required individual and group assessment and testing programs and be
involved in special pupil progress reviews as required.



Share information concerning assigned pupils with other staff members who have
responsibilities for working with the same pupils.

Psychologist, Social Worker


Conduct required testing, evaluations, social history, and visitation activities within
time guidelines defined by the program administrator.



Inform administrators and teachers of testing results and counseling case progress on
a regular basis.



Inform program administrator and principals of unusual problems or difficulties
related to case assignments or district operations.



Conduct and organize special, assigned projects (e.g., staff training, coordination with
outside agencies).



Conduct assigned individual and group counseling for pupils and/or parents.



Keep suitable, confidential records of testing, evaluations, visitations, and counseling
activities.

Chairpersons
Chairpersons shall report to the building principals and shall have necessary authority, as
delegated by said principals, to conduct and carry out their special responsibilities in addition to
their regular teaching responsibilities.
Special Responsibilities:
A.

Improvement of instruction – the chairperson will be involved in or will conduct and
provide:


Classroom observations and related activities.



Demonstration lessons and resource materials.



Plan book inspections to assure curriculum adherence, examination approvals.



Staff training (elementary and secondary), conferences.
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RE: POLICY NO. 4103
Assignments and Transfers Continued:
B.

C.

4.

Personnel


Staff evaluation activities as assigned by the principals.



Departmental meetings and records of said meetings.



New staff and student teacher selection, as assigned by administrators.



Substitute teacher orientation, assistance, and supervision as assigned.

General Management


Departmental budget development and administration, programming, nominating staff
to attend conference.



Special report preparation, grade and examination summaries as requested.



Articulation with West Hempstead High School.



Departmental inventories, standards for the use and maintenance of equipment,
textbooks, and supplies.

Teacher Assistants
Employees in this group will be assigned to one or more permanent staff members and will be
supervised in their activities by staff members. Evaluation of teacher assistant performance will
be conducted by principals.


5.

Teacher assistants will be responsible for any and all tasks that are expected of a
regular teacher; however, they will, in general, work with sub-groups of a teacher’s
assigned class and will follow the teacher’s directives concerning instructional goals,
activities, and methodology.

Civil Service Personnel
General Responsibilities:
Carry out and conduct duties and responsibilities set forth in civil service job specifications as
assigned by the district.
Carry out such other special duties and responsibilities as are specified by the district in the
following specific job descriptions:
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RE: POLICY NO. 4103
Assignment and Transfers Continued:
A.

Librarian
Reports to – Building Principal
Supervises: Library clerks and Media aides. Will have overall responsibility for all
professional aspects of operation of the library or libraries assigned.
The Librarian shall:

B.



Consult with the principal concerning all aspects of library operation.



Select books and related materials for acquisition and catalog or classify materials as
required. Consult with staff prior to recommending books and materials for purchase.



Provide requested reference service and compile book lists and bibliographies.



Carry out other duties as may be assigned from time to time, by an authorized
administrator.

Secretarial Staff
Reports to – specific administrator(s) as set forth in administrative notices and letters of
assignment.
Supervises: staff as specified in administrative notices or letters of assignment.
The secretarial staff will have the following specific duties:


School Level – assist the principal in maintaining pupil records; interaction and
communications with staff, pupils, parents and public; schedule and report
preparation; emergency procedures; and such other activities or duties as may be
assigned by the principal.



Central Office Level
Secretary to Superintendent:


Coordination of regular and special assignments for District Office secretarialclerical staff.



Superintendent’s business, correspondence, files, reports and related.
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RE: POLICY NO. 4103
Assignment and Transfers Continued:


Board of Education business as assigned.



Applications and related professional staff.



Special assignments (e.g., vacation and emergency coverage schedules).



Such other tasks as shall be assigned by the Superintendent.

Secretary to Deputy Superintendent:


Coordination of special assignments for specified District Office secretarialclerical staff.



Deputy Superintendent’s business: COH, curriculum, general correspondence,
files, reports, and related.



Typing COH psychological and social work reports.



Pupil services files.



Such other tasks as shall be assigned by the Superintendent, Deputy
Superintendent, or the Secretary to the Superintendent.

Accounts Clerk:


Development of accounting procedures for the Superintendent.



Accounting, bookkeeping and related processes.



Such other tasks as shall be assigned by the Secretary to the Superintendent.

Typist/Clerk – Payroll:


Development of payroll procedures for the Superintendent.



Payroll and related processes.



Such other tasks as shall be assigned by the Secretary to the Superintendent
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RE: POLICY NO. 4103
Assignment and Transfers Continued:
Typist/Clerk – Transportation/Business:


Special program routines (milk/lunch, private school textbooks, busing, census,
bids, P.O. processing, routines and filing, tuition request reviews for
BOCES/West Hempstead High School/private schools.



Switchboard coverage.



Such other tasks as shall be assigned by the Secretary to the Superintendent.

Typist/Clerk – Special Areas:


Special routines (non-professional staff applications, in-service program,
funded programs, support with Pupil Services – COH files, foster child and
home instruction files.



Special assignments (support routines for P.O. processing, lunch and textbook
programs, typing projects, pupil working papers).



Typing pupil services psychological and social work reports, mailing pupil
services consent notices to parents.



Switchboard coverage.



Such other tasks as shall be assigned by the Secretary to the Superintendent.

General Clerical:


Switchboard operation



Special operations (mail service and special mailings, copy machine).



Special records and routines, youth worker activities.



Such other tasks as shall be assigned by the Secretary to the Superintendent.
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REGULATION

RE: POLICY NO. 4104
PROFESSIONAL PERFORMANCE REVIEW
(Probationary and Tenured Personnel)

These regulations shall be followed in the evaluation of teachers and teacher assistants.
The evaluation review is a cooperative and continuing process in which the teacher and evaluator review
the teacher’s responsibilities, examine the conditions under which the teacher is working, determine
whether these responsibilities are being met, and determine changes, if any, that must be made.
This process is intended to strengthen the educational program to insure that pupils receive the best
possible teaching. The very important determination as to whether or not tenure is to be granted is based
on this performance review system.
All applicable State laws and regulations, and employment agreements shall be followed in addition to
the following procedures.
Probationary Personnel:


Prior to final year – a minimum of three observations each year with properly completed copy of
Evaluation Report on file. Summary Evaluation Report sent to Superintendent prior to April 1st of
each year.



Final year of probation – same procedures as above, except that Summary Evaluation Report is to be
sent to Superintendent prior to March 1st.

Tenure Personnel:


Observations may be completed at any time during school year with properly completed Summary
Evaluation Report to be sent to Superintendent between April 1st and June 30th.

Form and Other Conditions:


Evaluation Report/Summary Evaluation Report form, as attached, to be used.

Reports on personnel who function district-wide shall show evidence that all concerned administrators
have been consulted as to the completion of the report.
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REGULATION

RE: POLICY NO. 4201
PERSONNEL – GENERAL RESPONSIBILITIES

In order to assure that the school district operates efficiently, effectively, and with consideration for staff
and pupils who function therein, standards of staff performance have been established.


Where possible, all instructional and professional work shall be planned in advance and based
on approved curricula and methodology.



Instructional activities shall be articulated, sequential, and coordinated school to school,
grade to grade, and within each grade level.



Only approved books and materials will be utilized in the instructional program. Staff will be
consulted in the selection of said books and materials.



Instruction shall be offered in a manner that motivates pupils, clearly sets forth the objectives
to be accomplished in a lesson or lessons, systematically and clearly outlines for pupils’ lesson
content, allows pupils to obtain special explanations and clarifications, gives pupils needed
reinforcement and drill, and assures that the instructor will evaluate the effectiveness and
pupil learning in lesson and units.



Each staff member will have responsibility for assuring that pupils on-going growth in
attaining mastery of basic skills.



Maximum effort will be made to assure the staff interactions are professional, supportive, and
cordial. In order to assure continuity of quality instruction, regular staff attendance shall be
expected except for good cause.
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REGULATION

RE: POLICY NO. 4405.3
ALCOHOL AND DRUG TESTING OF BUS DRIVERS

Any employee who operates a commercial motor vehicle and is in a safety-sensitive function shall be
subject to alcohol and controlled substance testing. An employee having any questions concerning the
district’s policy or regulation, state law or the federal regulations shall contact the Superintendent of
Schools.
Any treatment, rehabilitation program or discipline will be provided in accordance with district policy
and/or collective bargaining agreements.
I.

Covered Employees

Covered employees include district employees who operate a commercial motor vehicle, perform in a
safety-sensitive position, and are required to obtain a commercial drivers license. Such employees
include:
1. drivers of buses designed to transport 16 or more passengers, including the driver;
2. drivers of commercial motor vehicles whose manufacturer’s rating is 26,001 lbs. or more
or
3. any other employee who may drive a listed vehicle (e.g., a mechanic who performs test drives)
Such employees include, but are no limited to full time, regularly employed drivers; casual, intermittent or
occasional drivers; leased drivers; leased drivers and independent, owner-operated contractors, who are
either directly employed or under lease to an employer or who operate a commercial motor vehicle at the
direction or with the consent of the district.
Drivers will be removed from their safety-sensitive functions if they violate the district’s policy or federal
regulations pertaining to the possession or consumption of alcohol or controlled substances. A driver is
performing a safety-sensitive function when:
1.
2.
3.
4.
5.
6.

waiting to be dispatched, unless a driver has been relieved from duty;
inspecting, servicing or conditioning any commercial motor vehicle;
driving a commercial motor vehicle;
attending a vehicle being loaded or unloaded;
performing the driver requirements of the federal regulations pertaining to accidents; and
attending to a disabled vehicle.

Covered employees are required to be in compliance with district policy and regulation:
 when performing any on-duty safety-sensitive functions, including all time from the time a driver
deigns to work or is required to be in readiness to work until the time the driver is relieved from
work and all responsibility; and
 during all time spent providing a breath sample, saliva sample or urine specimen and travel time to
and from the collection side in order to comply with random, reasonable suspicion, post accident,
return to duty, or follow-up testing
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II

Prohibitions and Consequences

The Supervisor of Transportation or his/her designee shall prohibit an employee from driving a school bus
or performing other safety-sensitive duty if the employee:
1. possesses, consumes or is reasonably believed to possess or have consumed
alcohol or a controlled substance while on duty;
2. has consumed or is under the influence of alcohol or a controlled substance within six (6) hours before
duty;
3. has an alcohol concentration of 0.02 or higher, or tests positive for controlled substance;
or
4. refuses to take a required alcohol or controlled substance test. Refusal to shall mean failure to provide
adequate breath or urine without a valid medical explanation or to engage in conduct that clearly
obstructs the testing process, such as a failure to arrive for the drug testing or failure to sign the
alcohol testing form prior to specimen collection.
An employee is prohibited from consuming alcohol within eight (8) hours after being involved in an
accident, or before undergoing a post accident test, if such a test is required. Illegal drug use by drivers is
prohibited on or off duty.
Any employee who tests 0.02 or greater but less than 0.04 will be removed from driving and other safetysensitive duties until the start of the driver’s next regularly scheduled duty period, but not less than 24
hours following administration of the test.
In the event that an employee has a breath alcohol concentration of 0.04 or greater, has tested positive for
a controlled substance or has refused to take a test, he or she will, in addition to immediate removal from
driving and any other safety-related duties, not be returned to duty until he or she:
1. has been evaluated by a substance abuse professional;
2. has complied with any treatment recommendations; and
3. has received a satisfactory result from a return to duty test.
Upon return to duty, the employee will be subject to follow-up testing.
III

Types of Testing

The Superintendent of School and the Director of Transportation shall ensure that the following alcohol
and drug tests are implemented and that any employee who is required to take an alcohol or controlled
substance test shall be notified prior to the test that it is required pursuant to federal regulations or, in case
of pre-employment alcohol testing, district policy.
1. Pre-employment: Controlled substance and alcohol tests will be conducted before applicants are
hired or after an offer to hire, but before actually performing safety-sensitive functions for the first
time. These tests will also be given when employees transfer to a safety- sensitive function.

111

RE: POLICY NO. 4405.3
2. Post Accident: Alcohol and controlled substance tests will be conducted if a driver is involved in an
accident in which there has been a fatality the driver has received a citation for a moving violation in
connection with the accident AND EITHER
1.
there is an injury treated away from the scene of the accident; or
2.
there is a disabled vehicle towed away from the scene
3. Reasonable Suspicion: Alcohol and controlled substance tests will be conducted if the Transportation
Supervisor or other school who has completed the minimum two hours of training has a reasonable
suspicion that the driver has violated district policy and regulation. A “reasonable suspicion” must
be based on specific, contemporaneous, articulable observations concerning the driver’s behavior,
appearance, speech or body odors that are characteristic of controlled substance or alcohol misuse.
Alcohol tests can only be done just before, during or just after the employee drives a school bus or
performs other safety-sensitive duties. The supervisor who makes the determination of reasonable
suspicion cannot do the testing.
4. Random Testing: Random alcohol tests shall be conducted annually at a rate of 25 percent of the
average number of positions subject to such testing pursuant to federal regulations. Random alcohol
tests must be conducted just before, during or just after the employee drives a bus or performs safetysensitive duties. Random controlled substance tests shall be conducted annually at a minimum rate of
50 percent of the average number of positions subject to such testing pursuant to federal regulation.
Random alcohol and controlled substance tests must be unannounced and spread throughout the
calendar year.
5. Return-to-Duty Testing: An employee who refused to take a test or has engaged in prohibited alcohol
and controlled substance use, except for alcohol concentration of between 0.02 and 0.04, shall be
required to take an alcohol or controlled substance test and achieve a satisfactory result before returning
to duty in a safety-sensitive position. If removal was due to alcohol use, a satisfactory result will be less
than 0.02 alcohol concentration. If a removal was due to controlled substance abuse, s satisfactory result
will be one that is verified as negative. The test will not be administered until the employee has been
evaluated by a substance abuse professional and has complied with any treatment recommendations.
6. Follow-up Testing: After an employee who was found t violate the district’s policy against alcohol and
controlled substance use returns to duty, he or she will be subject to at least six unannounced tests in the
first 12 months following the employee’s return to duty. Follow-up alcohol testing may only be conducted
before, during or after the driver has performed his or her driving duties.
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IV

Testing Procedures

A. Alcohol Testing Procedures
Alcohol testing will be conducted with evidential breath testing (EBT) devices approved by the National
Highway Traffic Safety Administration. An approved non-evidential screening device may be used to
perform screening tests but not for confirmation alcohol tests. The employee and the Breath Alcohol
Technician conducting the test must complete the alcohol testing form to ensure that the results are properly
recorded.
1. Two breath tests are required to determine if a person has a prohibited alcohol concentration. A
screening is conducted first. Any result less than 0.02 alcohol concentration is considered a
“negative” test.
2. If the alcohol concentration is 0.02 or greater, a second or confirmation test must be conducted.
The confirmation test must be conducted using an EBT that prints out the results, date and time, a
sequential test number and the name and serial number of the EBT to ensure the reliability of the
results.
3. If the confirmation test results indicate an alcohol concentration from 0.02 to 0.03999, the
employee will be restricted from duty for at least 24 hours from the time of the test.
4. If the confirmation test results indicate an alcohol concentration equal to or greater than 0.04, the
employee will be removed from all safety-sensitive duties and no return to duty will be permitted
until the employee has successfully passed required return to duty tests. The employee must also
be reviewed by a Substance Abuse professional and comply with his/her recommendations.
Follow-up tests will also be required.
5. For post-accident testing, the results of breath or blood tests conducted by law enforcement
officials will be accepted as long as the testing conforms with federal and state requirements for
alcohol testing and the results are made available to the district.
All testing procedures will conform to the requirements outlined in federal regulations (49 CFR Part 40) for
ensuring the accuracy, reliability and confidentiality of test results. These procedures include training and
proficiency requirements for Breath Alcohol Technicians, quality assurance plans for the EBT devices
including calibration, requirements for suitable test location and protection of employee test records.
B. Drug testing Procedures
The employee must provide a urine specimen, which will be analyzed at a laboratory certified and monitored
by the U.S. Dept. of Health and Human Services.
1. Regulations require that each urine specimen be divided into one “primary”
specimen and one “split” specimen.
2. All urine specimens are analyzed for the following drugs:
a. Marijuana (THC) metabolite)
b. Cocaine
c. Amphetamines
d. Opiates (including Heroin)
e. Phencyclidine (PCP)
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3. If the primary specimen confirms the presence of one or more of these drugs, the employee
has 72 hours to request that the split specimen be sent to certified lab for analysis.
[Note: The employee must be removed from driving duties at this time—pursuant to federal
regulations, the driver’s removal cannot await the result of split sample]
4. If the screening test has a drug positive result, a confirmation test will then be performed for each
identified drug using gas chromatography/mass spectrometry (GC/MS) analysis.
5. All drug test results will be reviewed and interpreted by a physician (also called a Medical Review
Officer) before they are reported to the district.
6. If the laboratory reports a positive result to the Medical Review Officer (MRO), the MRO shall
interview the employee to determine if there is an alternative medical explanation for the drugs
found in the employee’s urine specimen. If the employee provides appropriate documentation and
the MRO determines that it is legitimate medical use of a prohibited drug, the drug test result is
reported as negative.
7. If the MRO reports a positive drug result, the employee must be evaluated by a substance abuse
professional and follow his/her recommendations prior to taking a return to duty test. Follow-up
testing is also required.
8. For post-accident testing, the results of urine tests conducted by law enforcement officials will be
accepted as long as the testing and the results are made available to the district.
All controlled substance testing shall comply with the requirements of the federal
Regulations (49 CFR Part 40) including procedures foe the proper identification, security and custody of the
sample, use of certified laboratories, gas chromatography/mass spectrometry analysis testing, assurance that
all drug test results are reviewed and interpreted by a physician, and ensuring confidentiality of employee
test records.
V

Dilute Specimen Testing

If the district receives a drug test result, which is negative but dilute, and the creatinine concentration is
greater than 5mg/dl, the district shall require a re-test to be conducted in each of the following cases:






Pre-employment tests
Return- to- duty tests
Follow-up tests
Reasonable suspicion tests
Random tests

The result of the re-test shall become the test of record. If the employee refuses to take the re-test it will be
considered the same as a positive test result.
VI

Training

The Supervisor of Transportation and every other person designated to determine
whether reasonable suspicion exists to require an employee to undergo reasonable suspicion testing must
receive at least one hour of training on alcohol misuse and at least one additional hour of training on
controlled substance use which they will use in making their determination.
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VII.

Recordkeeping and Reporting

The Transportation Supervisor shall ensure that alcohol and drug testing records are maintained and are
available, if requested, for submission to the federal government or any state or local officials with
regulatory authority over the employer of any of its drivers.
VIII

Required Notification

Every affected employee shall receive information about the signs, symptoms, and effects of alcohol
misuse and controlled substance use as well as a copy of the district’s policy and procedures, the
consequences of testing positive and who to contact within the district to seek further information and /or
assistance.
Each covered employee is required to sign a statement certifying that he/she has received this
information. The district shall maintain the original signed certification until the employee’s employment
is discontinued. The district will provide a copy of the certification to the covered employee upon request.
IX.

Penalties

Any employer or driver who violates the requirements of the federal regulations of the Omnibus
Transportation Employee Testing Act of 1991 may be subject to civil penalties.
In addition, in accordance with New York State Law, a bus driver convicted of driving a school bus wit
one or more student passengers while impaired by the us e of drugs or alcohol will have his/her license
revoked for one year and is subject to fines ranging from $500 to $5,000 and/or imprisonment. Any bus
driver convicted more than once in 10 years for such crimes will have his/her license revoked for three
years and is subject to a fine of $1,000 to $5,000 and/or imprisonment.
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ALCOHOL AND DRUG TESTING PROGRAM
ACKNOWLEDGEMENT FORM

I, _____________________________________, have received, read and understand the Alcohol and
Drug Testing Program policy and regulation. I understand that if I am being required to submit to a preemployment alcohol test or a drug dilute specimen re-test, such test is required pursuant to district policy
for employment with the district and not pursuant to federal regulation.
I understand that if I violate district policy, regulation or the law, I may be subject to discipline up to and
including termination or I may be required to successfully participate in a substance abuse evaluation
and, if recommended, a substance abuse treatment program. If I am required to and fail to or refuse to
successfully participate in a substance abuse evaluation or recommended substance abuse treatment
program, I understand I may be subject to discipline up to and including termination.

_____________________________________
Signature of Employee

____________________
Date

Address
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ISLAND PARK UNION FREE SCHOOL DISTRICT
Attachment A
Consent Form for Alcohol and Drug Screening
Name________________________________________________________________________________
(Print)
Address______________________________________________________________________________
(Street)
(City)
(State)
(Zip)
I freely consent to tests of my urine for evidence of marijuana, cocaine, amphetamine, opiate, PCP. I
freely consent to tests of my breath and/or (blood, if required by the DOT regulations) for evidence of
alcohol.
I also consent to the release of test results and other relevant medical information to the Island Park
Union Free School District management and the designated Medical Review Officer. Further, I release
the Island Park Union Free School District, designated collection site(s), designated laboratories and their
officers, directors and agents, from any and all liability to me which they might otherwise have arising out
of or related to such testing or their reporting of the test results to the Island Park Union Free School
District management or to other persons permitted or required by law or regulation to receive such
information.
AGREED:

REFUSED:

______________________________
Signature

___________________________________
Signature

Reasons for Refusal:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

______________________________
Signature

_____________
Date

______________________________
Witness Signature

_____________
Date

___________
Time

EP:mt
5/04
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ISLAND PARK UNION FREE SCHOOL DISTRICT
ATTACHMENT B
I, ______________________________, understand that as a condition of hire with the Island Park
(applicant’s name)
Union Free School District, I must give the Island Park Union Free School District written authorization
to receive the results of all DOT- required drug and/or alcohol tests (including and refusals to be tested)
from ALL of the companies for which I have worked as a driver, or for which I took a pre-employment
drug and/or alcohol test, during the past two (2) years. I also authorize the Island Park Union Free School
District to contact and receive results from any consortium that represents the companies I worked for or
applied to. I understand that my signing of this authorization does not guarantee me a job or guarantee
that I will be offered a position with the Island Park Union Free School District.
Listed below are ALL of the companies for which I worked as a driver, or to which I applied as a driver
during the past two (2) years. I authorize the Island Park Union Free School District to obtain from those
companies to furnish the Island Park Union Free School District, the following information concerning
my drug and alcohol tests: (I) all positive drug tests during the past two (2) years; (II) all alcohol test
results of 0.04 or greater during the past two (2) years; (III) all alcohol tests results of 0.02 or greater but
less than 0.04 during the past two (2) years; (IV) all instances in which I refused to submit to a DOTrequired drug and/or alcohol test during the past two (2) years.
The following list is a list of ALL of the companies for which I worked as a driver, or to which I applied
for work as a driver, during the past two (2) years:
Company Name & Address
_______________________________________
_______________________________________
_______________________________________

Dates Worked for/Applied to
________________________
________________________
________________________

APPLICANT CERTIFICATION:
I have read and understand this authorization to release my past drug and alcohol test results. I certify
that all of the information which I have furnished on this form is true and complete, and that I have
identified all of the companies for which I have either worked, or applied for work, as a driver during the
past two years.

_______________________________
Signature of Applicant

___________________________
Print Name

_______________________________
Social Security Number

___________________________
Date of Birth

_______________
Date
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ISLAND PARK UNION FREE SCHOOL DISTRICT
ATTACHMENT C
To:

_____________________________________________________
(Name of Previous Employer)

From:

_____________________________________________________
(Name and Title of Company Representative)

Subject: Request to Obtain Past Drug and Alcohol Test Results
Date:

_____________________________________________________

________________________________________has advised us that he/she worked for your company
(Applicant’s name)
as a driver, or that he/she applied to your company for work as a driver, during the previous two (2)
years.
___________________________________
(Social Security Number)

_________________________________
(Date of Birth)

Regulations of the Federal Highway Administration (FHWA) (49 C.F.R.382.413) require us to obtain
from your company and require your company to provide us, information concerning the above-named
driver’s past drug and alcohol test results (including refusals to be tested).
In accordance with FWHA’s regulations, therefore, we are providing you with the driver’s written
authorization directing your company to provide us with the following information concerning this
driver:
-All positive drug test results during the past (2) years;
-All alcohol test results of 0.04 or greater during the past two (2) years;
-All alcohol test results of 0.02 or greater but less than 0.04 during the past two (2) years;
-All instances in which the driver refused to submit to a DOT required drug and /or alcohol test during
the past two (2) years.
Please send this information to the Island Park Union Free School District, Attention: Dr. Edward. Price,
Superintendent, as soon as possible either by facsimile FAX# (516) 431-7550 or by mail
(150 Trafalgar Blvd, Island Park, NY 11558). As required by the FHWA, the information which you
furnish will be treated as strictly confidential

Thank you for your cooperation.

____________________________________________
Transportation Coordinator
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ISLAND PARK UNION FREE SCHOOL DISTRICT
ATTACHMENT D
REASONABLE SUSPICION CHECKLIST
EMPLOYEE
NAME: __________________________________________

DATE: __________________
TIME: __________________

CHECK ALL BOXES WHICH APPLY. FILL OUT AS COMPLETELY AS PRACTICAL
Breath Smells Like Alcohol: _____________________________________________________________
Breath/Hair/Hands/Clothes Smell Like Marijuana: ____________________________________________
Bodily Odors Masked by Gum/Mints/Cologne, etc: ___________________________________________
Eyes Bloodshot: _______________Eyes Glassy: _________________ Eyes Swollen: ________________
Eyes Watery: __________________Pupils Dilated: ______________ Pinpoint Pupils: _______________
Face Flushed: _________________Face Pale: _________________Unusual Sweating: _______________
Speech Slurred: ______________Incoherent: __________________Rambling: _____________________
Won’t Stop Talking: _____________Won’t Talk: ____________________________________________
Voice Unusually Loud /Soft: _____________________________________________________________
Stumbles, Staggers or Fall when Walking: __________________________________________________
Sways, Sags, or Leans on Support When Standing: ___________________________________________
Movements Jerky/Uncontrolled: __________________________________________________________
Acts Sleepy: __________________________________________________________________________
Acts Hyperactive/Moves Very Slowly: _____________________________________________________
Sudden, Marked Mood Swings: ___________________________________________________________
Sudden, Marked Changes in Activity Level: _________________________________________________
Unusually Quarrelsome or Irritable: _______________________________________________________
Doesn’t Seem to Care About Anything: ____________________________________________________
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Describe any recent changes in attendance:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Describe any recent changes in quantity and quality of work:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Describe any suspicious accidents/ errors:
_____________________________________________________________________________________
_____________________________________________________________________________________

Describe any other reasons why employee has been selected for testing:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
What is employee’s explanation of behaviors/appearance?
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

_________________________________________
Supervisor’s Signature

________________________
Date

EP:mt
5/04
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ISLAND PARK UNION FREE SCHOOL DISTRICT
ATTACHMENT E
Date: __________________
Island Park Union Free School District
150 Trafalgar Blvd.
Island Park, NY 11558
LAST CHANCE AGREEMENT
In consideration of the Island Park Union Free School District’s willingness to continue to employee me,
I________________________________________________________________________agree
(Print Name)
1)
To abstain from using, possessing or trafficking in illegal drugs at any time;
2)
Not to report to work under the influence of alcohol and not to possess or consume alcohol
while at work or working; or four hours prior to reporting for work.
3)
To devote my best efforts to an earnest and sincere effort at rehabilitation and to follow my
counselor and therapist’s directions and recommendations.
4)
To authorize persons involved in counseling, diagnosing, and treating me to disclose to my
employer my progress and cooperation, my drug and alcohol use, and any dangers they
perceive in connection with me performing my job duties.
5)
To cooperate in a test of my breath, blood or urine for evidence of alcohol/drug use on
completion of rehabilitation;
6)
To cooperate in up to six (6) unannounced tests of my breath, blood or urine for evidence of
alcohol/drug use in the twelve (12) months following reinstatement to my job.
I understand and agree that I may be terminated from my job without recourse, if I violate or revoke any
paragraphs of this Agreement.
I understand that this Agreement is not a guarantee of employment and that I may be terminated for lack
of work, attendance or performance problems, rule violations or other reasons, notwithstanding my
compliance with this Agreement.

________________________________________
(Signature)

______________________
(Date)

122

REGULATION

RE: Policy #4600
COMPLAINTS OF HARASSMENT OR DISCRIMINATION

REPORTING PROCEDURES
Any person who believes that he or she has been the victim of sexual or other harassment or
discrimination by an employee, student, volunteer or third party under the control of school authorities,
or any other person with knowledge of conduct that may constitute sexual or other harassment or
discrimination in school, should report the alleged acts immediately to an appropriate school official as
designated by this Regulation. The Board of Education encourages immediate reporting because
memories will be more accurate and the District, if it is to take certain disciplinary action, should
promptly do so. The Board of Education also encourages the reporting party or complainant to submit
the complaint in writing; however, complaints may be filed verbally. In order to assist investigators, the
reporting party or complainant should document the harassment or discrimination as soon as it occurs
and with as much detail as possible including the nature of the harassment; dates, times, places it has
occurred; name of harasser(s); witnesses to the harassment or discrimination; and the victim’s response
to the harassment or discrimination. Since sexual violence is a form of sexual harassment, in this
Regulation will implicitly include sexual violence event if it is not explicitly stated.
Compliance Officer
The Director of Business is hereby designed as the Compliance Officer/Title IX Coordinator/Section 504
Coordinator/ADA Coordinator. The Compliance Officer may be contacted.
Persons to Whom A Complaint is Reported
a. Complaint by Employee or Volunteer
Any person may report sexual or other harassment or discrimination to his or her Immediate
Supervisor or the Compliance Officer. If the complaint is made by a volunteer, it should be made
to the Building Principal of the building to which the volunteer is assigned or to the Compliance
Officer. If the accused is the Compliance Officer, the report may be made directly to the
Executive Officer. If the Executive Officer or a Cooperative Board member is accused, the report
may be made directly to the School Attorney. The contact information for the School Attorney
shall be posted on the Schools website.
b. Complaint by or on Behalf of a Student
A complaint of sexual or other harassment or discrimination by or on behalf of a student shall be
reported to the student’s building principal. If for any reason the complainant does not wish to
report the complaint to the Building Principal, or if the Building Principal is accused, the
complaint may be reported directly to the Compliance Officer or the Executive Officer
(Superintendent of Schools). If the Executive Officer or a Board member is accused, the
complainant may report directly to the School Attorney. The contact information for the School
Attorney shall be posted on the Island Park Schools website.
Even in the absence of a complaint, if Island Park Schools has knowledge of or reasonably should
know or suspect any occurrence of harassment or discrimination, The Board or designee will
investigate such conduct promptly, equitably and thoroughly. In addition, in cases involving
potential criminal conduct, the Board will determine, consistent with state and local law, whether
appropriate law enforcement or other authorities should be notified. Any complainant who
believes that he/she has been the victim of a crime has the right to file a criminal complaint in
addition to a complaint filed with the School District.
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Report of Complaint
Upon receipt of a report, the Immediate Supervisor must notify the Compliance Officer
immediately without screening or investigating the report or complaint. The complainant may
write the complaint on the District’s report form. The complainant will be apprised of the
investigative process and will be kept informed as the investigation proceeds. The Immediate
Supervisor shall verify the completeness of the information and immediately forward the written
report to the Compliance Officer. If the report was given orally, the Immediate Supervisor shall
reduce it to written form within 24 hours or as soon as practicable and forward it to the
Compliance Officer for investigation. Failure to forward any harassment report or complaint in
accordance with these procedures may result in disciplinary action.
Confidentiality
It is the District’s policy to respect the privacy of all parties and witnesses to complaints of
harassment or discrimination. To the extent possible, the District will not release the details of
the complaint or the identity of the complainant or the individual(s) against whom the complaint is
filed to any third parties who do not need to know such information. However, because of
individual’s need for confidentiality must be balanced with the District’s legal obligation to prove
due process to the accused, to conduct a thorough investigation, or to take necessary action to
resolve the complaint, the District retains the right to disclose the identity of parties and witnesses
to complaints in appropriate circumstances to individuals with a “need to know.” If a
complainant insists that his or her name or other identifiable information not be disclosed to the
alleged perpetrator, the District’s ability to respond to the complaint may be limited.
Investigation and Resolution Procedure
The Compliance Officer or his/her designee may conduct the investigation. In the event the
complaint involves the Compliance Officer, The Executive Officer or his/her designee shall
conduct the investigation. In the event the complaint involves the Executive Officer or a Board
member, the Compliance Officer or Executive Officer shall consult with the School Attorney
and/or the Board about who will conduct the investigation. Third parties may be designated to
investigate the complaint or assist with any investigation.
The investigator shall provide a written report of the status of the investigation within ten (10)
working days from the time the investigation commences to the Executive Officer, or in the case of
allegations involving the Executive Officer or a Board member, the report shall be provided to the
Board and/or the School Attorney.
In determining whether the alleged conduct constitutes harassment or discrimination,
consideration will be given to the surrounding circumstances, the nature of the incident,
relationships between the parties involved and the context in which the alleged incidences(s)
occurred. The investigation may consist of personal interviews with the complainant, the
individual(s) against whom the complaint is filed, and others who may have knowledge of the
alleged incident(s) or circumstances giving rise to the complaint. The investigation may also
consist of any other methods and documents deemed pertinent by the investigator. Both the
complainant and the accused perpetrator(s) will be given equal opportunity to present witnesses
and other evidence on their behalf. When determining whether harassment or discrimination has
occurred, the District will use a “preponderance of the evidence” standard (i.e., whether it is
more likely than not that harassment or discrimination has occurred).
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The District may take immediate steps, consistent with law, to protect the complainant, students,
employees and third parties subject to the Districts’ authority, pending completion of an
investigation of alleged harassment or discrimination. During the course of the investigation and
thereafter, the Compliance Officer or other investigator will instruct the alleged perpetrator(s) to
have no contact or communication regarding the complaint with the complainant and/or any
witnesses; and that retaliation, whether direct or indirect, against the complainant and/or
witnesses is prohibited and may result in disciplinary action. Similarly, the Compliance Officer or
other investigator will instruct the complainant and/or witnesses to refrain from contacting or
communicating with the alleged perpetrator(s) regarding the complaint. The Compliance Officer
or investigator will ask the complainant what specific action the complainant want taken by the
District in order to satisfactorily resolve the complaint.
The investigator shall make a final report to the Executive Officer, or in the case where the
Executive Officer or a Board member is the accused, to the Board and the School Attorney, upon
the completion of the investigation (no later than 20 working days following receipt of a
complaint), including within the report his/her findings as to the validity of the complaint.
Mediation
Where appropriate, the Compliance Officer or other investigator may suggest mediation as an
alternative means of resolving the complaint. The use of mediation is not intended to replace but,
rather, is a supplement to utilization of the District’s informal/formal complaint procedures. If
mediation is requested and agreed to by the complainant and the accused perpetrator(s), the
District will use qualified mediators as provided by an outside agency to help resolve the
complaint.
For complaints involving cases of sexual violence, mediation is not appropriate, even if on a
voluntary basis, and will not be used to resolve these complaints.
The District’s Action
Following receipt of the investigator’s report, appropriate action shall be taken based on the
results of the investigation. To the extent it may do so consistent with legal and contractual
obligations, the result of the investigation of each complaint filed under these procedures will be
reported in writing to the complainant and the accused perpetrator(s) upon completion of the
investigation (no later than 20 working days following receipt of a complaint).
Appeal Procedure
Following notification of the investigator’s determination and/or action, the complainant and/or
accused perpetrator(s) may, within seven working days, appeal the determination and/or action to
the Executive Officer. The Executive Officer’s decision may be appealed to the Board by filing a
written appeal with the District Clerk within 14 working days of receipt of the Executive Officer’s
decision. The outcome of any appeal shall also be reported promptly, in writing, to the
complainant and the accused perpetrator(s).
Retaliation Prohibited
The District strictly prohibits any act of retaliation against any person who opposes harassing or
discriminatory behavior, or who has filed a complaint, or who has testified, assisted, or
participated in any manner in an investigation, proceeding, or hearing of a harassment or
discrimination complaint or complaint of retaliation. Follow-up inquiries shall be made to ensure
that harassment or discrimination has not resumed and that all those involved in the investigation
of the sexual harassment complaint has not suffered retaliation. Student(s) or District
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employee(s) who engage in retaliation will be subject to appropriate disciplinary action. Others
(e.g., parents, residents, relatives, etc.) may be reported to policy by the Building Principal,
Compliance Officer, Administrator, or Superintendent (Executive Officer).
False Accusation
The district recognizes that not every reported communication or conduct constitutes harassment
or discrimination. Whether a particular action or incident is without discriminatory effect
requires a determination based on all the facts and surrounding circumstances. False accusation
of harassment or discrimination can have a serious detrimental effect on innocent parties.
Persons found to have knowingly made or participated in false accusations of harassment or
discrimination may be subject to disciplinary action.
Discipline
Any District action taken pursuant to this policy will be consistent with requirements of applicable
collective bargaining agreements, New York and federal statutes, law, and regulations, and
District policies. The District will take any action it deems necessary and appropriate, including
disciplinary action, consistent with law, to end harassment or discrimination and prevent its
recurrence.
Dissemination of Policy
The District shall publicize this Regulation on a continuing basis. This shall include:
 Posting in prominent locations.
 Annual dissemination of the policy to employees and volunteers using methods such as
inclusion in the employee’s first paycheck each school year or distribution during staff
meetings.
 Inclusion of the Regulation and related Policies in any employee handbooks.
 Dissemination to newly hired employees, volunteers, and to the parents of newly
admitted students.
Adoption:

January 30, 2012
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RE: POLICY NO. 4700
STAFF USE OF CELLULAR PHONES

1.

The following employees shall have access to a cellular phone at district expense:
a)
b)
c)
d)
e)
f)
g)
h)

Superintendent
Deputy Superintendent
Director of Pupil Services
Maintainer in Charge
Principals
Middle School Dean
Lead Teacher – Elementary School
Transportation Supervisor

2.

List of job titles requiring district-owned cellular phones and the service contract shall be
maintained in the business office and a written report shall be submitted to the Board of
Education annually in July.

3.

The Superintendent and/or his/her designee shall monitor all cellular phone usage, annually
evaluate the cost and effectiveness of the cellular telephone plan, and shall report this information
to the Board of Education in July.

4.

In the event there are overages caused by personal use, users shall reimburse the cost of the
overage on a per rata basis.

5.

Employees shall take proper care of cellular phones and shall take all reasonable precautions
against damage, loss or theft. Any damage, loss or theft shall be reported immediately to the
business office.
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REGULATION

RE: POLICY #5102
PURCHASING POLICY

REGULATION

RE: POLICY #5102 - PURCHASING POLICY

The following sets forth the procedures for the procurement of goods and services by the district:
I. Definitions
Purchase Contract: a contract involving the acquisition of commodities, materials, supplies or
equipment.
Public Work Contract: a contract involving services, labor or construction
II. 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.
III.
A.

Competitive Bidding Required
Method of Determining Whether Procurement is Subject to Competitive Bidding
1. The district will first determine if the proposed procurement is a purchase contract or a
contract for public work.
2. If the procurement is either a purchase contract or a contract for public work, the district
will then determine whether the amount of the procurement is above the applicable
monetary threshold as set forth above.
3. The district will also determine whether any exceptions to the competitive bidding
requirements (as set forth below) exist.

B.

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.

C. Opening and Recording Bids; Awarding Contracts
The School Business Official will be authorized to open and record bids. Contracts will be
awarded to the lowest responsible bidder (as recommended by the School Business Official),
who has furnished the required security after responding to an advertisement for sealed bids.
D. 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. Proper written
documentation will also be required when a contract is not awarded to the vendor submitting the
lowest quote, setting forth the reasons therefore. A quote which exceeds the bid limit will be
awarded only when such award is in the best interest of the district and otherwise furthers the
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purposes of section 104-b of the General Municipal Law. The district will provide justification
and documentation of any such contract awarded.
E. 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.
IV. Exceptions to Competitive Bidding Requirements
The district will not be subject to competitive bidding requirements when the Board, in its
discretion, determines that one of the following situations exists:
1. Emergency situations where:
a) the situation arises out of an accident or unforeseen occurrence or condition;
b) a district building, property, or the life, health, or safety of an individual on district
property is affected; or
c) the situation requires immediate action which cannot await competitive bidding.
However, when the Board passes a resolution that 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.
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
within the State.
3. when there is only one possible source from which to procure goods or services required in the
public interest.
V. 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
of procurement, as set forth below.
A. Methods of Documentation
1. Verbal Quotations: the telephone log or other record will set forth, at a minimum, the date,
item or service desired, price quoted, name of vendor, name of vendor’s representative;
2. 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. Alternatively, written or
verbal quotation forms will serve as documentation if formal bidding is not required.
“Requests for Proposals” (RFPs), documented in the same manner as described herein, may
also be used;
3. 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 RFPs may include negotiations on a fair and equal basis. The
RFPs and evaluation of such proposals will consider price plus other factors such as:
a) the special knowledge or expertise of the professional or consultant service;
b) the quality of the service to be provided;
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c) the staffing of the service; and
d) the suitability for the district’s needs.
e)
B. 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 $1,000 to $5,000: Verbal quotes
Documentation will include notations of verbal quotes.
b) Contracts from $5,000 to $20,000: Written quotes
2. Public Work Contracts up to $35,000
a) Contracts from $1,000 to $10,000: Verbal quotes
Documentation will include notations of verbal quotes.
b) Contracts from $10,000 to $35,000: Written quotes
3. Emergencies: Verbal quotes
Documentation will include notations of verbal quotes.
4.

Insurance: Written quotes
Documentation will include bid advertisements, specifications and the awarding
resolution. Alternatively, written or verbal quotation forms will serve as documentation if
formal bidding is not required. “Requests for Proposals” (RFPs), documented in the same
manner as described herein, may also be used.

5. Professional Services: RFP
Documentation will include written proposals.
6. Leases of Personal Property: Written quotes
Documentation will include written quotes, cost-benefit analysis of leasing versus
purchasing, etc. The district will note that the contract is a true lease and not an
installment purchase contract.
7. Sole Source: Written or verbal quotes
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 benefits; and that considering the benefits received, the
cost of the item is reasonable, when compared to conventional methods. Notations of
verbal quotes will be maintained by the district. In addition, the district will document that
there is no possibility of competition for the procurement of the goods.
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VI. Quotes Not Required When Competitive Bidding Not Required
The district will not be required to secure alternative proposals or quotations for those
procurements:
1.
2.
3.
4.

under a county contract;
under a State contract;
of articles manufactured in State correctional institutions; or
from agencies for the blind and severely disabled.

In addition, the district will not be required to secure such alternative proposals or quotations for:
A. emergencies where time is a crucial factor;
1. procurements for which there is no possibility of competition (sole source items);
2. procurements of professional services, which, because of the confidential nature of
the services, do not lend themselves to procurement through solicitation;
or
3. very small procurements when solicitations of competition would not be costeffective.
VII. 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.
VIII. Internal Control
The Board authorizes the Superintendent and School Business Official 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.
Comments will be solicited from those administrators involved in the procurement process before
enactment of the district’s regulations regarding purchasing and from time to time thereafter. The
regulations must then be adopted by Board resolution. All district regulations regarding the procurement
processes will be reviewed by the Board at least annually.
The unintentional failure to fully comply with the provisions of section 104-b of the General Municipal
Law or the district’s regulations regarding procurement will not be grounds to void action taken or give
rise to a cause of action against the district or any officer or employee of the district.
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Regulation

Re: Policy #5205

ACADEMIC AND BEHAVIOR ELIGIBILITY FOR CO-CURRICULAR AND EXTRACURRICULAR ACTIVITIES
The mission of the Island Park Schools is to provide an academic environment where students are given
the opportunity and are expected to demonstrate the acquisition and understanding of a broad base of
knowledge. The prime objective is to help the student grow and develop into a knowledgeable, mature,
and responsible young adult.
Academic learning is the first priority for all students. However, the value of involvement in cocurricular and extra-curricular activities is understood and strongly encouraged as a way to develop
character through commitment to members of a group as well as community service and civic
responsibility. Participation in co-curricular and extra-curricular activities, however, is a privilege—not
a right. It is expected that a participant in co-curricular and extra-curricular will maintain academic
effort in all classes and follow the District’s Code of Conduct.
The intent of the academic and behavior eligibility requirements are to help ensure that any student
participating in a co-curricular or extra-curricular activity will not let this involvement detract from
his/her main purpose for attending Island Part School which is academic achievement. It is also to
establish the expectation that any student participating in co-curricular or extra-curricular activity will
maintain appropriate behavior before, during, and after-school.
Definitions and Conditions
If a student is identified as having academic difficulties, he/she will be notified by the respective teacher
and/or the Guidance Counselor. A student notified of an academic problem is expected to take the
necessary steps to improve his/her academic standing, e.g., seek extra help, seek assistance from the
Guidance Counselor, make up missed work, etc.
If a student is identified as having a disciplinary infraction, he/she will be notified and provided due
process. In the event that a disciplinary infraction has occurred, the student is expected to take the
necessary steps to improve his/her behavioral standing, e.g., work with his/her parent/guardian and seek
assistance from an appropriate adult (principal, teacher, nurse, guidance counselor, social worker,
psychologist, etc.), make amends to the hurt or injured party, participate in appropriate community
service, serve a prescribed consequence (time-out, detention, in school suspension, out of school
suspension, etc.), or any other consequence outlined in the District’s Code of Conduct.
The Principal will review each situation and render a decision regarding student participation as quickly
as possible.
The student may not participate in any co-curricular or extra-curricular activities while his/her appeal is
being heard.

Second Reading/Adoption:

October 25, 2010
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REGULATION

RE: POLICY NO. 5400

AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND EQUIPMENT POLICY

The Board of Education permits the use of district-owned materials and equipment (e.g., laptop
computers, cell phones, audio-visual equipment, etc.) by Board members, officers, and employees of the
district when such material and equipment is needed for district-related purposes.
The Superintendent of Schools shall establish regulations governing the loan and use of such equipment.
Such regulations must address:





The individuals who may properly authorize the use of such material and/or equipment;
The lack of authority of the borrower to use such material or equipment for private, nonbusiness purposes;
The responsibilities of the borrower for proper use, care and maintenance;
That, regardless of condition or other factors, all loaned equipment must be returned to
the district. No item may be sold to or purchased by the borrower unless such equipment
has been returned to the district for evaluation and, if necessary, disposal in accordance
with district policy and procedures.

All equipment shall be inventoried and a list shall be maintained of the date such equipment was loaned,
to whom it was loaned, and the date of expected and actual return.
Individuals borrowing district-owned equipment shall be fully liable for any damage or loss occurring to
the equipment during the period of its use, and shall be responsible for its safe return.
The Business Office shall maintain records of all equipment that is loaned for long-term use (e.g. school
year, term of office, etc.) and shall review such list yearly.

Adopted: November 28, 2005
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RE: POLICY NO. 5400
AUTHORIZATION APPROVAL FORM FOR
Staff Use of School Equipment
Name of borrower _________________________

Date borrowed _________________

Type of equipment

Serial or ID#

______________________

Expected date of return

_________________

____________________________

(I understand that in any event, the equipment will be returned within forty—eight hours if requested by
the District.)
Purpose for which the above equipment is needed

_________________________________________

___________________________________________________________________________________
___________________________________________________________________________________
I acknowledge that I am borrowing this equipment to further develop my skills as part of my professional
obligation to remain abreast of current trends. I understand the Board of Education is merely facilitating
this process by allowing me to borrow this equipment. I accept full responsibility for any damage, loss or
theft until the equipment is returned to the building and has been checked in by my supervisor. I have
homeowner’s or similar insurance coverage, which will cover damage, loss or theft while this equipment
is in my possession.
__________YES

__________NO

If the staff member does not have insurance that will cover the damage, the employee’s obligation for
reimbursement will be limited to $100.00.
Principal’s Authorization

_______________________________

Borrower’s Signature

_______________________________

* * * COPY TO BUSINESS OFFICE UPON GRANT OR PERMISSION * * * *
Borrower’s Signature

________________________________

I verify that the equipment has been returned in good working order.
Date returned____________________

Checked in by ____________________

PLEASE NOTE THAT ALL EQUIPMENT BORROWERD DURING THE
SUMMER RECESS MUST BE RETURNED AT LEAST ONE WEEK BEFORE
THE START OF SCHOOL.
* *COPY TO BUSINESS OFFICE UPON RETURN * *
Adopted: November 28, 2005
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REGULATION

RE: POLICY NO. 5600
PUPIL SAFETY DURING SCHOOL DAY

All school personnel have a responsibility for protecting the safety, well being, and welfare of pupils. The
following regulations set forth important responsibilities that staff members have in specific situations
where pupils are or might be in jeopardy.
In all emergencies, clerical personnel or aides are responsible for notifying an administrator as soon as
they receive a report of an emergency.
1.

Accidents
Staff Member at Scene:


Arrange suitable means for pupil to go to nurse or the school office. If necessary send for
nurse or an administrator.



When appropriate, administer first aid.



Complete accident report, as requested.

Nurse, Administrator:

2.



As appropriate, notify parent, the Fire Department Emergency Squad, Police.



Continue first aid.



In instances where hospitalization is required, a staff member must stay with the child until a
parent arrives.



Notify district office of serious injuries and hospitalizations.

Bomb Scare
Person Receiving Notification:


Avoid panic, obtain details from source, note voice qualities, age of caller, etc.



Do not touch or move suspicious looking packages.



Notify administration.
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RE: POLICY NO 5600
Pupil Safety During School Day Continued:
Administrator:


Evaluate information, notify district office, custodians, police and fire departments.
a. If danger is immediate, empty building with fire alarm.
b. If 15 or more minutes are available before the danger, allow time for pupils to get coats,
announce, “We will practice an evacuation drill,” and then have building emptied
immediately.



Assure that all pupils and staff leave this building.

Teachers and Other Personnel:

3.



Escort subject class from building, move to designated area, take attendance and report it to
administrator.



Assure pupil control and that all instructions are carried out promptly and fully.



Report unusual boxes or packages to the administration.



Unassigned personnel report to administrator.

Fire
Person Detecting Fire:


Regardless of weather, sound the nearest alarm, or if alarm is inoperative, notify office.



Attend to pupil safety in the immediate areas and then leave the building.

Administrator:


Assure that responsible personnel arrange for evacuation of building and assume assigned
duties.



If necessary, clerical personnel call fire and police departments to assure that these
departments will respond to the emergency.



Assure that all pupils and staff leave the building.



Notify district office.
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RE: POLICY NO. 5600
Pupil Safety During School Day Continued:


Coordinate efforts of custodians and of all emergency organizations.



Arrange for protection of pupils “undercover,” if needed.



Plan appropriate follow-up pupil education program.

Unassigned Personnel and Specialists:

4.

Report to administrator to assist with emergency tasks.

Intruders
Person Detecting Intruders:


Question individual(s) as to why he/she/they are in the building. (A school may be entered only
by individuals who have “official business” therein. Accordingly, parents, deliverymen,
repairmen, and certain local authorities have a right to enter a school. However, no person
may go to an area of the building other than the office without the prior approval of the
principal.)



If individual(s) does not have a pass, order him (them) to report to office and /or leave the
building.



Notify office of your action.

Administrators:

5.



Train staff and pupils to report individuals who are in the building without passes.



Assure that individuals obtain passes or leave the building.



Call on “in building” help, as needed.



Call for police assistance, if needed.



Follow up, as appropriate, with procedures, outlined in “Rules and Regulations for the
Maintenance of Public Order” – Island Park Schools.

Visitors to the School


All visitors are to report to the school office for a pass.

137

RE: POLICY NO. 5600
Pupil Safety During School Day Continued:


6.

Only persons with official business should be admitted to the school (e.g., parent with
appointment to see a teacher of special staff member, professional visitors who wish to
observe a program).

Missing Child or Child Running Out of School
Person Detecting Missing Child


Notify office; report to office to provide support information.



Do not chase the child, if necessary, speak to him/her at a distance.

Administrator

7.

8.



When necessary, arrange a building search for child; involve appropriate staff.



Notify parent and/or police, as necessary.



In the event the parent finds the child, request that the child be returned to school.



Arrange needed follow-up meetings and support services.

Release of Pupil to Parent or Guardian


Pupils may be released only by a school administrator or the school nurse.



Child should be asked to identify the person who has come for him/her.



Person requesting the release should be asked why the request is being made: keep records of
time and purpose of release.



Where necessary, check files to determine whether any person or persons are prohibited from
seeing or taking a child.

Pupil Safety with Strangers, Other Pupils and Relatives


Teachers must regularly (yearly or more frequently for younger children) review with pupils
the dangers of taking rides with strangers, accepting gifts from strangers, going with
strangers, etc.



Pupils must regularly receive instruction as to how they might protect themselves (e.g., run,
call for help, notify parent and teacher).
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RE: POLICY NO. 5600
Pupil Safety During School Day Continued:


Pupils should be encouraged to report abuse to parents – staff.

Teachers:


Notify administration of any report of efforts to abduct or entice a child.

Administration:

9.

10.

11.

As appropriate, notify police and parents or suitable agencies.

Sending Pupils on Errands Outside of School


Prohibited



Note: In the event a teacher requests pupils’ help in moving things to or from a car to the
building, the teacher must accompany the pupils and assure that the size and weight of objects
being moved by them is appropriate for their ages and development. Large, heavy items can
be moved by custodians, if requested by administration.

General Safety of Pupils in or Near the School


Running in halls is not permitted.



Fighting or rough play is prohibited.



Pupils must be supervised at all times. Where pupils are judged to have adequate self-control,
they may go on errands in the building or to a rest room by themselves.



Pupils are not to stand on furniture or on window ledges.



Pupils may not be asked to direct traffic or engage in other activities that might clearly
endanger their safety.

Safety of Pupils in Extra Curricular Activities


The extra activity must be supervised by the person “in charge.” Safety procedures that apply
during the school day also apply after school.



Person “in charge” is responsible for assuring that pupils are supervised while waiting for
bus or other transportation.
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REGULATION

RE:

POLICY #5800

TRAVEL EXPENSES/CONFERENCE REIMBURSEMENT POLICY
It is the responsibility of all District employees to exercise due care in the expenditure of District funds, to
maintain records of all expenses, and to submit the required expenses report with supporting original
receipts in a timely manner.
Expenses incurred by employees that are reimbursable are those that are considered customary and
ordinary relating to school business travel. Generally, these expenses include fees for conferences and
meetings, transportation, meals and lodging. Expenses that are excessive or exorbitant in relation to the
services received will not be reimbursed. If school business travel is combined with personal travel, the
District will not reimburse the employee for that portion of the trip related to personal travel.
Prior Approval of Travel – Conference Requests
The Superintendent, or designee, will approve conference requests recommended by the building
principal. It is the District’s practice to reimburse employees for registration fees for conferences and
meetings for which the participant’s attendance has been approved (Conference Request and Approval
Form). Details related to the conference should be submitted with the paperwork seeking authorization.
TRAVEL
Transportation expense should be kept to a minimum commensurate with good judgment.
Air / Rail / Bus:
The required class of service is the lowest applicable coach fare available. Unless it is not possible to do
so, advance discount tickets should be purchased. Any upgrades or enhancements are considered
personal expenditures and will not be paid for by the District. Air carrier selection cannot be biased by
any traveler’s frequent flyer affiliation or personal preferences. An adjustment of the departure or return
date to include a Saturday night stay may be approved if requested in advance and documented with
evidence of a net savings to the District.
Rental Vehicles:
Car rentals by employees must be pre-approved by the Superintendent of Schools. Rental vehicles are
only to be used when no other transportation is available, or when alternate transportation would be
more expensive or impractical. Individuals should rent the most economical class size car to adequately
accommodate the people traveling. Any upgrades or enhancements are considered personal expenditures
and will not be paid for by the District. It is recommended that individuals contact their insurance carrier
prior to renting a vehicle to determine the need to purchase supplemental insurance coverage. Use of
certain cards may permit waiver of some or all of the rental carrier’s insurance options.
Ground Travel:
Employees should utilize good judgment in determining the least expensive means of available ground
service between destinations (e.g. taxis should be used if rates are more favorable than a car service).
When available, complimentary hotel shuttle vans and buses should be utilized. Whenever possible,
ground transportation should be shared.
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Personal Vehicles:
Use of personal vehicles will be reimbursed at the prevailing IRS rate. Expenses such as tolls and
parking will be reimbursed.
The District does not assume liability for damage to personal automobiles used on District business and
does not assume liability for deductibles of any other uninsured loss to the vehicle. The District does
maintain liability insurance protection that provides for excess coverage after the owner’s liability
insurance limits are exhausted and when the vehicle is used for school business purposes.
LODGING & MEALS
In all cases, authorization for lodging is to be obtained prior to travel. It is the practice of the District
that no lodging be provided when attending a meeting or conference that is within a commutable distance
from the employee’s residence.
Lodging:
When traveling out of town or when travel requires an overnight stay, the cost of room accommodations
is reimbursable. Lodging shall be arranged at the most economical rate available for good quality.
Consideration should be given to a location either at or within a reasonable distance from the conference
site. When making lodging reservations, ask about any available discounts for government employees or
the attendees of the conference you are attending. Frequently, when attending a conference, the
sponsoring organization has arranged for hotel rooms at a discounted rate. If there is no conference
lodging rate, IRS guidelines established annually will be followed.

IRS regulations require original receipts for all lodging expenses regardless of amount. For travel within
New York State, a NYS and Local Sales and Use Tax Exemption Form can be obtained from the Business
Office prior to travel. Check with the hotel prior to departure. Some hotels will not accept the exemption
form, unless accompanied by a purchase order and/or check covering the room cost. This can be
arranged through the business office.
Meals During Overnight Travel:
Meal expenses should be reasonable and customary for the cities visited. Reimbursement for meals will
not be granted in instances where meals are covered by conference or registration fees, or other instances
in which the employee does not pay for the meal.
It is sometimes more convenient to have one District employee pay for meals for other District employees
attending the same meeting that qualify for a meal reimbursement. This practice is acceptable providing
the names of all the individuals are noted on the receipt when it is submitted for reimbursement.
Whenever possible obtain a printed or written receipt for meals.
Tips and Gratuities:
The District will reimburse for reasonable restaurant gratuities (up to 18%).

Telephone Usage:
While traveling on school business, phone calls related to school business will be reimbursed. In
addition, reasonable calls made to one’s primary residence will also be reimbursed.
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To minimize the additional charges added by hotels for room-telephone usage, a calling card, credit card,
or public phone should be used whenever possible. The District will reimburse for cellular phone usage
provided the charge exceeds allowable plan limits. Use of cellular phones for long distance calls is
discouraged unless the user has a plan that includes reasonable long distance rates.
Miscellaneous:
While traveling on school business expenses will be reimbursed for such services as internet access,
photocopies and faxes that relate to school business.
An employee who will stay overnight in a hotel located within New York State, or anticipates taking a
group for a meal within New York State must obtain New York State and Local Sales and Use Tax Exempt
forms from the Business Office.
Employees will not be reimbursed for purchases made directly from a vendor at a conference. Such
purchases, if approved, require the attendee to have the District issue and fax a purchase order to be
presented to the vendor.
If travel must be curtailed due to illness or weather, all reasonable efforts should be made to cancel travel
and lodging reservations. Under such circumstances payment of a cancellation or rescheduling fee for
air travel is reimbursable.
Entertainment:
The District does not consider as reimbursable any entertainment expenses (inclusive of theatre, sporting
events, tours and the like) that are separate from those that have been considered as part of participation
in the conference or meeting and have been approved prior to participation.
NON-REIMBURSABLE EXPENSES
The following will not be considered as reimbursable expenses:













Magazines, newspapers and other personal reading materials
Alcoholic beverages
Medical expenses incurred while traveling
Clothing and toiletry items
Premium television services
Health club, sauna or massage fees
In-flight charges related to telephones, movies, headset rentals, etc. In flight charges for
meals are reimbursable.
Personal air travel, baggage or other personal insurance
Contributions and donations to charitable organizations
Loss or theft of personal funds or property
Fines for parking or other traffic violations
Additional expenses associated with spouse, dependent and/or guest travel

Adopted: April 2008
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REGULATION

RE: POLICY NO. 5800.1

MEALS AND REFRESHMENTS POLICY
From time to time, meals and/or refreshments may be deemed appropriate for a particular meeting or
event.
Whenever meals and/or refreshments are ordered, the person authorized to make the request shall
indicate the date, purpose of meeting and identify the individuals in attendance on either the purchase
order or the request form submitted to the District food service. It is acknowledged that meal and/or
refreshments expenditures may be incurred as an extension of the responsibilities of employees, to permit
uninterrupted continuation of a specific activity into the meal time, or to enhance an activity or event that
is being held for a business or education purpose. Any expenditure made on such meals and/or
refreshments should be appropriately planned, documented and submitted to the District’s Business
Office in accordance with established budgetary and purchasing practice for the purposes of payment,
audit and possible reimbursement.
The Superintendent, or designee, may authorize reimbursement for a meal. Examples of an authorized
expense include, but are not limited to a meal with a consultant employed by the District, where the work
must take place during meal time, a meal provided to a committee or working group whose
responsibilities require working through the meal hour, or other specific circumstances when working
through the meal hour is advantageous to the District.
There are school and community events which Board Members, Superintendent and Deputy
Superintendent are expected to attend as representatives of the school district. Costs for Board Members,
Superintendent and Deputy Superintendent attending events approved by the Board will be paid by the
School District. Examples include but are not limited to PTA dinners, retirement dinners and Chamber of
Commerce Installation.
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APPENDIX VI

CODE OF CONDUCT &
DISTRICT COMPREHENSIVE SAFETY PLAN
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Island Park UFSD
Island Park, New York

CODE OF CONDUCT

Board of Education
Second Reading & Adoption: 6/28/04
Readopted: 7/11/16
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CODE OF CONDUCT: IMPLEMENTING PROJECT SAVE

The Project SAVE legislation requires that a committee consisting of one or more people from the
following groups create the Code of Conduct: Board of Education, Administration, Teachers, other
school personnel, parents and students. Representatives from the New York State School Boards
Association, the New York State Council of School Superintendents and the School Administrators
Association of New York State collaborated in producing a sample Code of Conduct for districts to
consider.
The committee presents the Code of Conduct to the Superintendent, who, in turn, presents it to the Board
of Education. The Board has the exclusive authority to adopt the Code of Conduct. Once adopted as
Board policy, it will supersede previous policies.
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I. Introduction
The Board of Education ("board") 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
For purposes of this code, the following definitions apply.
"Disruptive student" means an elementary or secondary student under the age of 21 who is substantially
disruptive of the educational process or substantially interferes with the teacher's authority over the
classroom.
"Parent" means parent, guardian or person in parental relation to a student.
"School property" means in or within any building, structure, athletic playing field, playground, parking
lot or land contained within the real property boundary line of a public elementary or secondary school, or
in or on a school bus, as defined in Vehicle and Traffic Law §142.
"School function" means any school-sponsored extra-curricular event or activity.
"Violent student" means a student under the age of 21 who:
1.
2.
3.
4.
5.
6.
7.

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 the school function, or attempts 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.
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"Weapon" means a firearm as defined in 18 USC §921 for purposes of the Gun-Free Schools Act. It also
means any other gun, BB gun, pistol, revolver, shotgun, rifle, machine gun, disguised gun, dagger, dirk,
razor, stiletto, switchblade knife, gravity knife, brass knuckles, sling shot, metal knuckle knife, box 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.
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:
1.
2.
3.

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 district students have the responsibility to:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

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.
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.
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IV. Essential Partners
A. Parents/Guardians
All parents are expected to:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

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.
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.

B. Teachers and Staff
All staff members are expected to:
1.
2.
3.
4.
5.
6.

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: 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
1.
2.
3.
4.
5.

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.
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D. Building Administrators
1.
2.
3.
4.
5.

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 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 and Central Office Administrators
1.
2.
3.
4.
5.

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
1.

2.
3.

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.
Lead by example by conducting board meetings in a professional, respectful,
courteous manner.

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 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 hairstyle/color, jewelry, make-up and nails, shall:
1. Be safe, appropriate and not disrupt or interfere with the educational process.
2. Recognize that extremely brief garments such as tube tops, net tops, halter tops, spaghetti straps,
plunging necklines (front and/or back) and see-through garments are not appropriate.
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3.
4.
5.
6.

Ensure that underwear is completely covered with outer clothing.
Include footwear at all times. Footwear that is a safety hazard will not be allowed.
Not include the wearing of hats in the classroom except for a medical or religious purpose.
Not include items that are vulgar, obscene, and libelous or denigrate others on account of race, color,
religion, creed, national origin, gender, sexual orientation or disability.
7. Not promote and/or endorse the use of alcohol, tobacco or illegal drugs and/or encourage other illegal
or violent activities.
Each building principal or his 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.
Students who violate the student dress code shall be required to modify their appearance by covering or
removing the offending item and, if necessary or practical, replacing it with an acceptable item. Any
student who refuses to do so shall be subject to discipline, up to and including in-school suspension for
the day. Any student who repeatedly fails to comply with the dress code shall be subject to further
discipline, up to and including out-of-school suspension.
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.
Students may be subject to disciplinary action, up to and including suspension from school, when they:
A. Engage in conduct that is disorderly. Examples of disorderly conduct include:
1.
2.
3.
4.
5.
6.

Running in hallways.
Making unreasonable noise.
Using language or gestures that are profane, lewd, vulgar or abusive.
Obstructing vehicular or pedestrian traffic.
Engaging in any willful act which disrupts the normal operation of the school community.
Trespassing. Students are not permitted in any school building, other than the one they
regularly attend, without permission from the administrator in charge of the building.
7. Computer/electronic communications misuse, including any unauthorized use of computers,
software, or internet/intranet account; accessing inappropriate websites; or any other
violation of the district's acceptable use policy.
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B. Engage in conduct that is insubordinate. Examples of insubordinate conduct include:
1. Failing to comply with the reasonable directions of teachers, school administrators or other
school employees in charge of students or otherwise demonstrating disrespect.
2.
Lateness for, missing or leaving school without permission.
3.
Skipping detention.
C. Engage in conduct that is disruptive. Examples of disruptive conduct include:
1.
Failing to comply with the reasonable directions of teachers, school administrators or other
school personnel in charge of students.
D. Engage in conduct that is violent. Examples of violent conduct include:
1.
Committing an act of violence (such as hitting, kicking, punching, and scratching) upon a
teacher, administrator or other school employee or attempting to do so.
2.
Committing an act of violence (such as hitting, kicking, punching, and scratching) upon
another student or any other person lawfully on school property or attempting to do so.
3.
Possessing a weapon. Authorized law enforcement officials are the only persons permitted
to have a weapon in their possession while on school property or at a school function.
4.
Displaying what appears to be a weapon.
5.
Threatening to use any weapon.
6.
Intentionally damaging or destroying the personal property of a student, teacher,
administrator, other district employee or any person lawfully on school property, including
graffiti or arson.
7.
Intentionally damaging or destroying school district property.
E. Engage in any conduct that endangers the safety, morals, health or welfare of others.
Examples of such conduct include:
1.
Lying to school personnel.
2.
Stealing the property of other students, school personnel or any other person lawfully on
school property or attending a school function.
3.
Defamation, which includes making false or unprivileged statements or representations
about an individual or identifiable group of individuals that harm the reputation of the
person or the identifiable group by demeaning them.
4.
Discrimination, which includes the use of race, color, creed, national origin, religion,
gender, sexual orientation or disability as a basis for treating another in a negative manner.
5.
Harassment, which includes a sufficiently severe action or a persistent, pervasive pattern of
actions or statements directed at an identifiable individual or group which are intended to
be or which a reasonable person would perceive as ridiculing or demeaning.
6.
Intimidation, which includes engaging in actions or statements that put an individual in
fear of bodily harm.
7.
Hazing, which includes any intentional or reckless act directed against another for the
purpose of initiation into, affiliating with or maintaining membership in any school
sponsored activity, organization, club or team.
8.
Selling, using or possessing obscene material.
9.
Using vulgar or abusive language, cursing or swearing.
10.
Smoking a cigarette, cigar, pipe or using chewing or smokeless tobacco.
11.
Possessing, consuming, selling, distributing or exchanging alcoholic beverages or illegal
substances, or being under the influence of either. "Illegal substances" include, but are not
limited to, inhalants, marijuana, cocaine, LSD, PCP, amphetamines, heroin, steroids,
look-alike drugs, and any substances commonly referred to as "designer drugs. "
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12.
13.
14.
15.

Inappropriately using or sharing prescription and over-the-counter drugs.
Gambling.
Indecent exposure, that is, exposure to sight of the private parts of the body in a lewd or
indecent manner.
Initiating a report warning of fire or other catastrophe without valid cause, misuse of 911,
or discharging a fire extinguisher.

F. Engage in misconduct while on a school bus. It is crucial for students to behave appropriately
while riding on district buses to ensure their safety and that of other passengers and to avoid
distracting the bus driver. Students are required to conduct themselves on the bus in a manner
consistent with established standards for classroom behavior. Excessive noise, pushing, shoving
and fighting will not be tolerated.
G. Engage in any form of academic misconduct. Examples of academic misconduct include:
1.
2.
3.
4.
5.

Plagiarism.
Cheating.
Copying.
Altering records.
Assisting another student in any of the above actions.

VII. Reporting Violations
All students are expected to promptly report violations of the code of conduct to a teacher, guidance
counselor, the building principal or his or her designee. Any student observing a person possessing a
weapon, alcohol or illegal substance on school property or at a school function shall report this
information, immediately to a teacher, the building principal, the principal's designee or the
superintendent.
All district staff who are authorized to impose disciplinary sanctions are expected to do so in a prompt,
fair and lawful manner. District staff who are not authorized to impose disciplinary sanctions are expected
to promptly report violations of the code of conduct to their supervisor, who shall in turn impose an
appropriate disciplinary sanction, if so authorized, or refer the matter to a staff member who is authorized
to impose an appropriate sanction.
Any weapon, alcohol or illegal substance found shall be confiscated immediately, if possible, followed by
notification to the parent of the student involved and the appropriate disciplinary sanction if warranted,
which may include permanent suspension and referral for prosecution.
The building principal or his or her designee must notify the appropriate local law enforcement agency of
those code violations that constitute a crime and substantially affect the order or security of a school as
soon as practical, but in no event later than the close of business the day the principal or his or her
designee learns of the violation. The notification may be made by telephone, followed by a letter mailed
on same day as the telephone call is made. The notification must identify the student and explain the
conduct that violated the code of conduct and constituted a crime.
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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, fair and consistent 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:
1. The student's age.
2. The nature of the offense and the circumstances which led to the offense.
3. The student's prior disciplinary record.
4. The effectiveness of other forms of discipline.
5. Information from parents, teachers and/or others, as appropriate
6. Other extenuating circumstances.
As a general rule, discipline will be progressive, this means that a student's first violation will usually
merit a lighter penalty than subsequent violations,
If the conduct of a student is related to a disability or suspected disability, the student shall be referred to
the Committee on Special Education and discipline, if warranted, shall be administered consistent with
the separate requirements of this code of conduct for disciplining students with a disability or presumed to
have a disability. A student identified as having a disability shall not be disciplined for behavior related to
his/her disability except for behavior involving weapons, illegal drugs or controlled substances or if
continuing the student in the same educational placement is substantially likely to result in injury to the
students or others.
A. Penalties
Students who are found to have violated the district's code of conduct may be subject to the following
penalties, either alone or in combination. The school personnel identified after each penalty are authorized
to impose that penalty, consistent with the student's right to due process.
1. Oral warning - any member of the district staff
2. Written warning - bus drivers, hall and lunch monitors, nurses, coaches, guidance counselors,
teachers, principal, superintendent
3. Written notification to parent - bus driver, hall and lunch monitors, nurses, coaches, guidance
counselors, teachers, principal, superintendent
4. Detention - teachers, principal, superintendent
5. Suspension from transportation - director of transportation, principal, superintendent
6. Suspension from athletic participation - coaches, principal, superintendent
7. Suspension from social or extracurricular activities – activity director, principal,
superintendent
8. Suspension of other privileges - principal, superintendent
9. In-school suspension - principal, superintendent
10. Removal from classroom by teacher - teachers, principal
11. Short-term (five days or less) suspension from school principal, superintendent, board of
education

155

12. Long-term (more than five days) suspension from school - principal, superintendent, board of
education
13. Permanent suspension from school - superintendent, board of education.
B. Procedures
The amount of due process a student is entitled to receive before a penalty is imposed depends on the
penalty being imposed. In all cases, regardless of the penalty imposed, the school personnel authorized to
impose the penalty must inform the student of the alleged misconduct and must investigate, to the extent
necessary, the facts surrounding the alleged misconduct. All students will have an opportunity to present
their version of the facts to the school personnel imposing the disciplinary penalty in connection with the
imposition of the penalty.
Students who are to be given penalties other than an oral warning, written warning or written notification
to their parents are entitled to additional rights before the penalty is imposed. These additional rights are
explained below.
1. Detention:
Teachers, principals and the superintendent may use after school detention as a penalty for student
misconduct in situations where removal from the classroom or suspension would be inappropriate.
Detention will be imposed as a penalty only after the student's parent has been notified to confirm that
there is no parental objection to the penalty and the student has appropriate transportation home following
detention.
2. Suspension from transportation:
If a student does not conduct himself/herself properly on a bus, the bus driver is expected to bring such
misconduct to the building principal's attention. Students who become a serious disciplinary problem may
have their riding privileges suspended by the building principal or the superintendent or their designees.
In such cases, the student's parent will become responsible for seeing that his or her child gets to and from
school safely. Should the suspension from transportation amount to a suspension from attendance, the
district will make appropriate arrangements to provide for the student's education.
A student subjected to a suspension from transportation is not entitled to a full hearing pursuant to
Education Law §3214. However, the student and the student's parent will be provided with a reasonable
opportunity for an informal conference with the building principal or the principal's designee to discuss
the conduct and the penalty involved, if a conference is requested by the parent.
3. Suspension from athletic participation, extra curricular activities and other privileges:
A student subjected to a suspension from athletic participation, extra-curricular activities or other
privileges is not entitled to a full hearing pursuant to Education Law §3214. However, the student and the
student's parent will be provided with a reasonable opportunity for an informal conference with the
district official imposing the suspension and the staff member who raised the issue resulting in the
suspension to discuss the conduct and the penalty involved, if a conference is requested by the parent.
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4. In-school suspension:
The board recognizes the school must balance the need of students to attend school and the need for order
in the classroom to establish an environment conducive to learning. As such, the board authorizes
building principals and the superintendent to place students who would otherwise be suspended from
school as the result of a code of conduct violation in "in-school suspension." The in-school suspension
teacher will be a certified teacher.
A student subjected to an in-school suspension is not entitled to a full hearing pursuant to Education Law
§3214. However, the student and the student's parent will be provided with a reasonable opportunity for
an informal conference with the district official imposing the in-school suspension and the staff member
who raised the issue resulting in the suspension to discuss the conduct and the penalty involved, if a
conference is requested by the parent.
5A. Teacher’s use of classroom management techniques:
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. 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 to the principal's office for the remainder of the class time
only; or (3) 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.
5B. Teacher disciplinary removal of disruptive students:
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. 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), concomitant Commissioner’s regulations and this code on four or more occasions during
a semester. A substantial disruption of the educational process or substantial interference with a teacher's
authority occurs when a student demonstrates a persistent unwillingness to comply with the teacher's
instructions or repeatedly violates the teacher's classroom behavior rules.
A classroom teacher may remove a disruptive student from class for up to two days. The removal from
class applies to the class of the removing teacher only.
If the disruptive student does not pose a danger or ongoing threat of disruption to the academic process,
the teacher must provide the student with an explanation for why he or she is being removed and an
opportunity to explain his or her version of the relevant events before the student is removed. Only after
the informal discussion may a teacher remove a student from class.
If the student poses a danger or ongoing threat of disruption, the teacher may order the student to be
removed immediately. The teacher must, however, explain to the student why he or she was removed
from the classroom and give the student a chance to present his or her version of the relevant events
within 24 hours.
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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 and the teacher who initiated the student’s
removal 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 should also be provided by telephone if the school
has been provided with a telephone number(s) for the purpose of contacting parents.
If at the informal meeting the student denies the charges, the principal or the principal's designee must
explain why the student was removed and give the student and the student's parents a chance to present
the student's version of the relevant events. The informal meeting must be held within 48 hours of the
student's removal. The timing of the informal meeting may be extended by mutual agreement of the
parent and principal.
The principal or the principal's designee may overturn the removal of the student from class if the
principal finds any one of the following:
1. The charges against the student are not supported by substantial evidence.
2. The student's removal is otherwise in violation of law, including the district's code of conduct.
3. The conduct warrants suspension from school pursuant to Education Law §3214 and a
suspension will be imposed.
The principal or his 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.
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6. Suspension from school:
Suspension from school is a severe penalty, which may be imposed only upon students who are
insubordinate, disorderly, violent or disruptive, or whose conduct otherwise endangers the safety, morals,
health or welfare of others.
The board retains its authority to suspend students, but places primary responsibility for the suspension of
students with the superintendent and the building principals.
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 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
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file a written appeal to the board of education with the district clerk within 10 business days of the
date of the superintendents' 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 student's
parents of their right to a fair hearing. At the hearing the student shall have the right to be
represented by counsel, the right to question witnesses against him or her and the right to present
witnesses and other evidence on his or her behalf.
The superintendent shall personally hear and determine the proceeding or may, in his or her
discretion, designate a hearing officer to conduct the hearing. The hearing officer shall be
authorized to administer oaths and to issue subpoenas in conjunction with the proceeding before
him or her. A record of the hearing shall be maintained, but no stenographic transcript shall be
required. A tape recording shall be deemed a satisfactory record. The hearing officer shall make
findings of fact and recommendations as to the appropriate measure of discipline to the
superintendent. The report of the hearing officer shall be advisory only, and the superintendent
may accept all or any part thereof.
An appeal of the decision of the superintendent may be made to the board 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. Permanent suspension
Permanent suspension is reserved for extraordinary circumstances such as where a student's
conduct poses a life threatening danger to the safety and well-being of other students, school
personnel or any other person lawfully on school property or attending a school function.
C. Minimum Periods of Suspension
1. Students who bring a weapon to school
Any student, other than a student with a disability, found guilty of bringing a weapon onto school
property will be subject to suspension from school for at least one calendar year. Before being suspended,
the student will have an opportunity for a hearing pursuant to Education Law §3214. The superintendent
has the authority to modify the one-year suspension on a case-by-case basis. In deciding whether to
modify the penalty, the superintendent may consider the following:
a)
b)
c)
d)
e)
f)

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.
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A student with a disability may be suspended only in accordance with the requirements of state and
federal law.
2. Students who commit violent acts other than bringing a weapon to school
Any student, other than a student with a disability, who is found to have committed a violent act, other
than bringing a weapon onto school property, shall be subject to suspension from school for at least five
days. If the proposed penalty is the minimum five-day suspension, the student and the student's 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. 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.
3. Students who are repeatedly substantially disruptive of the educational process or
repeatedly substantially interferes with the teacher's authority over the classroom
Any student, other than a student with a disability, who repeatedly is substantially disruptive of the
educational process or substantially interferes with the teacher's authority over the classroom will be
suspended from school for at least five days. For purposes of this code of conduct, "repeatedly is
substantially disruptive" means engaging in conduct that results in the student being removed from the
classroom by teacher(s) pursuant to Education Law §3214(3-a), concomitant Commissioner’s Regulations
and this code on four or more occasions during a semester. If the proposed penalty is the minimum
five-day suspension, the student and the student's parent will be given the same notice and opportunity for
an informal conference given to all students subject to a short-term suspension. If the proposed penalty
exceeds the minimum five-day suspension, the student and the student's parent will be given the same
notice and opportunity for a hearing given to all students subject to a long-term suspension. The
superintendent has the authority to modify the minimum five-day suspension on a case-by-case basis. In
deciding whether to modify the penalty, the superintendent may consider the same factors considered in
modifying a one-year suspension for possessing a weapon.
D. Referrals
1. Counseling
The Guidance Office shall handle all referrals of students to counseling.
2. PINS Petitions
The district may file a PINS (person in need of supervision) petition in Family Court on any student
under the age of 18 who demonstrates that he or she requires supervision and treatment by:
a. Being habitually truant and not attending school as required by part one of Article 65 of the
Education Law.
b. Engaging in an ongoing or continual course of conduct which makes the student ungovernable, or
habitually disobedient and beyond the lawful control of the school.
c. Knowingly and unlawfully possesses marijuana in violation of Penal Law § 221.05. A single
violation of § 221.05 will be a sufficient basis for filing a PINS petition.
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3. Juvenile Delinquents and Juvenile Offenders
The superintendent is required to refer the following students to the County Attorney for a juvenile
delinquency proceeding before the Family Court:
a. Any student under the age of 16 who is found to have brought a weapon to school; or
b. Any student 14 or 15 years old who qualifies for juvenile offender status under the Criminal
Procedure Law §1.20 (42).
The superintendent is required to refer students age 16 and older or any student 14 or 15 years old
who qualifies for juvenile offender status to the appropriate law enforcement authorities.
IX. Alternative Instruction
When a student of any age is removed from class by a teacher, or a student of compulsory attendance age
is suspended from school pursuant to Education Law §3214, the district will take immediate steps to
provide alternative means instruction for the student.
X. 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 enjoy 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 laws and regulations.
A. Authorized Suspensions or Removals of Students with Disabilities
1. 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 and/or the superintendent for behavior
involving weapons, illegal drugs or controlled substances or 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.
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2. School personnel may order the suspension or removal of a student with a disability from his or her
current educational placement as follows:
a. 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.
b. 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 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.
c. 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.
d. 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.
1) "Weapon" means the same as "dangerous weapon" under 18 U.S.C. § 930 (g) (w) 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.
2) "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.
3) "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.
3. 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.
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B. Change of Placement Rule
1. A disciplinary change in placement means a suspension or removal from a student's current
educational placement that is either:
a. for more than 10 consecutive school days; or
b. for a period of 10 consecutive school days or less if the student is subjected to a series of
suspensions or removals that constitute a pattern because they cumulate to more than 10
school days in a school year 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.
2. 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
1. The district's Committee on Special Education shall:
a. 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.
b. 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.
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2. 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 laws and regulations if, in
accordance with federal and state statutory and regulatory criteria, the school district is deemed to
have had knowledge that their 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.
a. 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.
b. 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:
1) conducted an individual evaluation and determined that the student is not a student with a
disability, or
2) 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 laws 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.
3. 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.
4. 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.
5. Superintendent hearings on disciplinary charges against students with disabilities subject to a
suspension of more than five school days shall 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.
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6. 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.
7. 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
1. An expedited due process hearing shall be conducted in the manner specified by the Commissioner's
regulations incorporated into this code, if:
a. 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.
b. 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.
1) 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.
2) 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.
2. 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:
1. 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.
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2. 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 whom a
crime is reported.
XI. 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:
1. Protect oneself, another student, teacher or any person from physical injury.
2. Protect the property of the school or others.
3. Restrain or remove a student whose behavior interferes with the orderly exercise and
performance of school district functions, powers and duties, if that student has refused to
refrain from further disruptive acts.
The district will file all complaints about the use of corporal punishment with the Commissioner of
Education in accordance with Commissioner's regulations.
XII. Student Searches and Interrogations
The Board of Education is committed to ensuring an atmosphere on school property and at school
functions that is safe and orderly. To achieve this kind of environment, any school official authorized to
impose a disciplinary penalty on a student may question a student about an alleged violation of law or the
district code of conduct. Students are not entitled to any sort of "Miranda" -type warning before being
questioned by school officials, nor are school officials required to contact a student's parent before
questioning the student. However, school officials will tell all students why they are being questioned.
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. The superintendent or designee will make all decisions regarding student
searches.
An authorized school official may conduct a search of a student's belongings that is minimally intrusive,
such as touching the outside of a book bag, without reasonable suspicion, so long as the school official
has a legitimate reason for the very limited search.
An authorized school official may search a student or the student's belongings based upon information
received from a reliable informant. Individuals, other than the district employees, will be considered
reliable informants if they have previously supplied information that was accurate and verified, or they
make an admission against their own interest, or they provide the same information that is received
independently from other sources, or they appear to be credible and the information they are
communicating relates to an immediate threat to safety. District employees will be considered reliable
informants unless they are known to have previously supplied information that they knew was not
accurate.
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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. Documentation of Searches
The authorized school official conducting the search shall be responsible for promptly recording the
following information about each search:
1. Name, age and grade of student searched.
2. Reasons for the search.
3. Name of any informant(s).
4. Purpose of search (that is, what item(s) were being sought).
5. Type and scope of search.
6. Person conducting search and his or her title and position.
7. Witnesses, if any, to the search.
8. Time and location of search.
9. Results of search (that is, what items(s) were found).
10. Disposition of items found.
11. Time, manner and results of parental notification.
The building principal or the principal's designee shall be responsible for the custody, control and
disposition of any illegal or dangerous item taken from a student. The principal or his or her designee
shall clearly label each item taken from the student and retain control of the item(s), until the items is
turned over to the police. The principal or his or her designee shall be responsible for personally
delivering dangerous or illegal items to police authorities or the police may come to the school to acquire
custody of these items.
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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:
1. A search or an arrest warrant; or
2. Probable cause to believe a crime has been committed on school property or at a school
function; or
3. 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:
1. They must be informed of their legal rights.
2. They may remain silent if they so desire.
3. They may request the presence of an attorney.
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 building principal or his or her designee. The principal or designee shall be present during the
interview. If the nature of the allegations is such that it may be necessary for the student to remove any of
his or her clothing in order for the child protective services worker to verify the allegations, the school
nurse or other district medical personnel must be present during that portion of the interview. No student
may be required to remove his or her clothing in front of a child protective services worker or school
district official of the opposite sex.
A child protective services worker may not remove a student from school property without a court order,
unless the worker reasonably believes that the student would be subject to danger of abuse if not he or she
were not removed from school before a court order can reasonably be obtained. If the worker believes the
student would be subject to danger of abuse, the worker may remove the student without a court order and
without the parent's consent.
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XIII. 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:
1. Anyone who is not a regular staff member or student of the school will be considered a visitor.
2. All visitors to the school must report to the office of the principal upon arrival at the school.
There they will be required to sign the visitor's register and will be issued a visitor's
identification badge, which must be worn at all times while in the school or on school grounds.
The visitor must return the identification badge to the principal's office before leaving the
building.
3. Visitors attending school functions that are open to the public, such as parent-teacher
organization meetings or public gatherings, are not required to register.
4. Parents or citizens who wish to observe a classroom while school is in session are required to
arrange such visits in advance with the classroom teacher(s), so that class disruption is kept to
a minimum.
5. Teachers are expected not to take class time to discuss individual matters with visitors.
6. Any unauthorized person on school property will be reported to the principal or his or her
designee. Unauthorized persons will be asked to leave. The police may be called if the
situation warrants.
7. All visitors are expected to abide by the rules for public conduct on school property contained
in this code of conduct.
XIV. Public Conduct on School Property
The district is committed to providing an orderly, respectful environment that is conducive to learning. To
create and maintain this kind of an environment, it is necessary to regulate public conduct on school
property and at school functions. For purposes of this section of the code, "public" shall mean all persons
when on school property or attending a school function including students, teachers and district personnel.
The restrictions on public conduct on school property and at school functions contained in this code are
not intended to limit freedom of speech or peaceful assembly. The district recognizes that free inquiry and
free expression are indispensable to the objectives of the district. The purpose of this code is to maintain
public order and prevent abuse of the rights of others.
All persons on school property or attending a school function shall conduct themselves in a respectful and
orderly manner. In addition, all persons on school property or attending a school function are expected to
be properly attired for the purpose they are on school property.
A. Prohibited Conduct
No person, either alone or with others, shall:
1. Intentionally injure any person or threaten to do so.
2. Intentionally damage or destroy school district property or the personal property of a teacher,
administrator, other district employee or any person lawfully on school property, including
graffiti or arson.
3. Disrupt the orderly conduct of classes, school programs or other school activities.
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4. Distribute or wear materials on school grounds or at school functions that are obscene,
advocate illegal action, appear libelous, obstruct the rights of others, or are disruptive to the
school program.
5. Intimidate, harass or discriminate against any person on the basis of race, color, creed, national
origin, religion, age, gender, sexual orientation or disability.
6. Enter any portion of the school premises without authorization or remain in any building or
facility after it is normally closed.
7. Obstruct the free movement of any person in any place to which this code applies.
8. Violate the traffic laws, parking regulations or other restrictions on vehicles;
9. Possess, consume, sell, distribute or exchange alcoholic beverages, controlled substances, or
be under the influence of either on school property or at a school function.
10. Possess or use weapons in or on school property or at a school function, except in the case of
law enforcement officers or except as specifically authorized by the school district.
11. Loiter on or about school property.
12. Gamble on school property or at school functions.
13. Refuse to comply with any reasonable order of identifiable school district officials performing
their duties.
14. Willfully incite others to commit any of the acts prohibited by this code.
15. Violate any federal or state statute, local ordinance or board policy while on school property or
while at a school function.
B. Penalties
Persons who violate this code shall be subject to the following penalties:
1. Visitors. Their authorization, if any, to remain on school grounds or at the school function shall be
withdrawn and they shall be directed to leave the premises. If they refuse to leave, they shall be
subject to ejection.
2. Students. They shall be subject to disciplinary action as the facts may warrant, in accordance with
the due process requirements.
3. Tenured faculty members. They shall be subject to disciplinary action as the facts may warrant in
accordance with Education Law §3020-a or any other legal rights that they may have.
4. Staff members in the classified service of the civil service entitled to the protection of Civil
Service Law §75. They shall be subject to immediate ejection and to disciplinary action as the
facts may warrant in accordance with Civil Service Law §75 or any other legal rights that they
may have.
5. Staff members other than those described in subdivisions 4 and 5. They 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
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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.
XV. Publication, Dissemination and Review
A. Dissemination of Code of Conduct
The board will work to ensure that the community is aware of this code of conduct by:
1. Providing copies of a summary of the code to all students at a general assembly held at the
beginning of each school year.
2. Making copies of the code available to all parents at the beginning of the school year.
3. Mailing a summary of the code of conduct written in plain language to all parents of district
students before the beginning of the school year and making this summary available later upon
request.
4. Providing all current teachers and other staff members with a copy of the code and a copy of
any amendments to the code as soon as practicable after adoption.
5. Providing all new employees with a copy of the current code of conduct when they are first
hired.
6. Making copies of the code available for review by students, parents and other community
members.
The board will sponsor an in-service education program for all district staff members to ensure the
effective implementation of the code of conduct. The superintendent may solicit the recommendations of
the district staff, particularly teachers and administrators, regarding in service programs pertaining to the
management and discipline of students.
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 student, teacher,
administrator, and parent organizations, school safety personnel and other school personnel.
Before adopting any revisions to the code, the board will hold at least one public hearing at which school
personnel, parents, students and any other interested party may participate.
The Code of Conduct and any amendments to it will be filed with the Commissioner no later than 30 days
of adoption.
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DISTRICT COMPREHENSIVE SAFETY PLAN
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Policy Statement
The school district Comprehensive School Safety Plan (as required by the SAVE Law – Safe Schools
Against Violence in Education – Commissioner of Education Regulation 155.17) has been established to
provide for the safety, health and security of both students and staff and allows for input from the entire
school community. This particular component of Project SAVE is a comprehensive planning effort that
addresses risk reduction/prevention, response and recovery with respect to a variety of emergencies which
may occur in the school district and its component school buildings.
The Board of Education has appointed, under the direction of the superintendent of schools, a DistrictWide School Safety Team to develop, implement and maintain all provisions of the Plan. After at least
one public meeting, this plan has been adopted by the School Board by June 30, 2000. This plan
incorporates all School Building Emergency Response Plans that have been developed by the Building
Level School Safety Teams appointed by the principals. In the event of an emergency or violent incident,
the initial response at an individual school building will be the responsibility of the principal. The nature
of any given emergency will dictate the degree of interaction with both State and Local Emergency
Response Agencies. The local BOCES Health & Safety Office will assist in development of protocols for
accessing these services.
The plan will be made available for public comment 30 days prior to its adoption and will provide for
participation of the entire school community. The District-Wide and Building-Level Plans will be
formally adopted by the School Board only after at least one public hearing. As required by law, the plan
will be filed with the Commissioner of Education within 30 days of adoption and will be reviewed
annually by the District-Wide School Safety Team before July 1 of each school year. Building-Level
Emergency Response Plans will be filed with both Local and State Police within 30 days of adoption.
The school district refuses to tolerate violence or threats of violence on school grounds and by
implementation of this plan will make every effort to prevent violent incidents from occurring. We will
provide the appropriate authority and budgetary resources in support of this effort. Violence prevention is
the responsibility of the entire school community and we encourage participation of all individuals. Our
plan requires the prompt reporting of all violent incidents or threats and assures that victims or reporters
of incidents of violence will not be discriminated against.
A copy of the District-Wide Plan is available upon request and is available at central administration in the
office of the superintendent of schools. Although the Building-Level Emergency Response Plans are
linked to the District-Wide School Safety Plan, in accordance with Education Law Section 2801-a, the
Building-Level Plan will remain confidential and not be subject to disclosure. This will further ensure
safety at the building-level and reduce the potential for planned sabotage.
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Elements of the Comprehensive School Safety Plan




















Identification of sites of potential emergencies.
Plans for responses to emergencies including school cancellation, early dismissal, evacuation and
sheltering.
Responses to an implied or direct threat of violence.
Responses to acts of violence.
Prevention and intervention strategies including collaborative arrangements with law enforcement
officials to ensure that school safety and security personnel are appropriately trained; non-violent
conflict resolution training; peer mediation programs; extended day and other school safety
programs.
Plans to contact law enforcement officials in the event of a violent incident and arrangements for
receiving assistance from emergency and local government agencies.
Plans for identification of district resources and coordination of such resources and manpower
available during an emergency.
Designation of the Chain-of-Command
Plans to contact parents and guardians
School building security
Dissemination of information regarding early detection of potentially violent behavior.
Plans to exercise and conduct drills to test the Emergency Response Plan including review of tests.
Annual school safety training for staff and students.
Protocols for bomb threats, hostage taking, intrusions and kidnapping.
Strategies for improving communication and reporting of potentially violent incidents.
A description of the duties of hall monitors and other school safety personnel with the
requirements for training, hiring, and screening process for all personnel acting in a school safety
capacity
Information about the school district including population, staff, transportation needs and
telephone numbers of key school officials.
Documentation and record keeping

District-Wide School Safety Team






School Board Member
Superintendent’s Designee
Teacher Representative
Parent Representative
Others

175

Responsibilities of the District-Wide School Safety Team
The School District-Wide Safety Team shares with the Superintendent responsibility to assess the
vulnerability of the school district to violence and recommend to the superintendent and School Board
preventive actions that they feel are necessary. The Team will meet on a biannual basis and minutes of
each meeting will be kept. The Team will maintain responsibility for auditing the Comprehensive Safety
Plan to determine its success in violence prevention. Some of the team’s primary responsibilities will
include:
1.
2.
3.
4.
5.

6.
7.

8.
9.
10.

Recommending training programs for students and staff in violence prevention.
Dissemination of information regarding early detection of potentially violent behavior.
Developing response plans to acts of violence.
Communicating the Plan to students and staff.
Reviewing previous incidents of violence and examining existing records to identify patterns and
trends that may indicate causes of violence (OSHA 200 Logs; Incident Logs; Worker
Compensation Reports; Police Reports; Accident Investigations; Grievances, etc.).
Making recommendations necessary for change.
Arranging for annual security analysis including the inspection of all buildings to evaluate the
potential for violence. Possible evaluators include County and Local Police Departments,
consultants or District-Wide Safety Team Sub-Committee or Building-Level Team.
Recommending improved security measures based on school building inspection results.
Conducting annual school building survey of students and staff to identify the potential for violent
incidents.
Reviewing survey results and recommending actions that are necessary.

Responses to Violence
(Incident Reporting, Follow-Up, Evaluation, and Disciplinary Measures)
All incidents of violence, whether or not physical injury has occurred (verbal abuse, threats of violence,
etc.), should be reported immediately and documented on the Incident Report Form. With the realization
that employees and students may otherwise be reluctant to come forward, we will maintain
confidentiality. Individuals will be assured that there will be no reprisal for reporting their concerns.
Incidents will be reported as follows:
The principal or designee will be responsible for receiving and responding to all incident reports including
anonymous reports. Information on the reporting process for students and staff will be provided as part of
the violence prevention training program. Each incident will be shared with the District-Wide School
Safety Team for the purpose of compiling data and evaluating the Violence Prevention Program.
Relationships will be established with local law enforcement officials and emergency response agencies at
the building level. Representatives from these agencies will be asked to participate on Building-Level
School Safety Teams.
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Reporting:
Once an incident has been reported, and depending on its severity, the principal or designee has the option
to do all or some of the following:







Report it to the local Police Department.
Secure the area where the disturbance has occurred.
Ensure the physical safety/medical management of students/staff remaining in the area as soon as
possible.
Ensure that while responding to the incident, the remainder of the building remains appropriately
supervised.
Quickly assess the area of the incident to determine damage as a result of the incident and if it is safe
to remain. If necessary, evacuate or shelter as per School Building Emergency Response Plans.
Provide incident debriefing to students/staff as needed. Notify parents.

Follow-up:
The school district recognizes the importance of responding quickly and appropriately to the medical and
psychological needs of students/staff following exposure to a violent incident. All individuals affected by
a violent act in the school district will be provided with appropriate medical and psychological treatment
and follow-up. Provisions for medical confidentiality and protection from discrimination will be included
to prevent the victims of violent incidents from suffering further loss.
Evaluation:
The District-Wide School Safety Team is responsible for ensuring that an initial school building security
analysis is conducted and periodically re-evaluated. These physical evaluations will focus on the
identification and assessment of school building security hazards and address necessary changes in
building practices. These evaluations will review the potential for different types of violent incidents
including bomb threats, hostage-taking, intrusions, and kidnapping. Professionals will be utilized from
local law enforcement and private consultants as necessary.
Disciplinary Measures:
The school district Code of Conduct will be the basis for determining the appropriate disciplinary
measures that may be necessary.
Code of Conduct:
The school district has created a detailed Code of Conduct to describe the expected behavior of students,
staff and visitors to school buildings and the disciplinary actions resulting for violations of the Code. The
Code, which will be communicated to all students/staff and parents, will serve as a major component of
our violence prevention program. The Code will be evaluated annually and revised as necessary to reflect
changes in school policies and procedures. A copy of the Code of Conduct will be made available to
students, parents, staff and community members.
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Risk Reduction/Prevention and Intervention
Prevention/Intervention Strategies:
 Program Initiatives to Consider
1.
2.
3.
4.
5.
6.
7.

Non-violent conflict resolution training programs
Peer mediation programs
Extended day and other school safety programs
Youth-run programs
Creating a forum or designating a mentor for students concerned with bullying/violence
Establishing anonymous reporting mechanisms for school violence
Others

 Training, Drills and Exercises
The best way to train students and staff on emergency response procedures is through annual drills
and exercises in each school building. Based on the determination of the District-wide School Safety
Team and the Building-Level School Safety Team, at a minimum, the following methods may be
used:
1.
2.
3.
4.
5.
6.

Early Go-home drill
Live drill including sheltering, evacuation, or lock-down
Live drill for specific responses (hostage taking, bomb-threat, etc.)
Table top exercises
Emergency Response Team exercises
Building pre-clearance searches

The school district recognizes that critical evaluation of drills and exercises is the best learning
experience and results in improved response procedures. As a result, the district will invite local
agencies to participate in and to help evaluate all exercises. These agencies may include but not be
limited to local Police and Fire Departments, Rescue and Ambulance Services, Local Emergency
Management Offices and the local BOCES Health & Safety Office.
 Implementation of School Security
Appropriate school building security measures and procedures will be determined by the DistrictWide School Safety Team and Building-Level School Safety Team after review of school building
procedures and practices, security surveys, and building-level occupant surveys. Based on these
findings security measures may include:
1.
2.
3.
4.
5.
6.
7.

Entrance guards and hall monitors
Visitor badge/sign-in procedures
Video surveillance
NYS certified security guards
Regular security audits
Random searches
Any other methods deemed necessary
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 School District Information
Each Building Response Plan will contain vital information such as school population, number of
staff, transportation needs and telephone numbers of key educational officials.
Early Detection of Potentially Violent Behavior:
The District-Wide School Safety Team will make recommendations for appropriate annual training
for students and staff in violence prevention. Training will include early warning signs of potentially
violent behavior and early intervention/prevention strategies. Training may be conducted by in-house
staff, local agencies or others as deemed appropriate.
Hazard Identification:
As part of each Building-Level Emergency Response Plan, each Building-Level School Safety Team
will determine sites of potential emergencies that may impact the individual school building. Such
sites may include but not be limited to all school buildings, playground areas, properties adjacent to
schools, off-site athletic fields, buses and off-site field trips.
Emergency Response Protocols
Notification and Activation (Internal and External Communication):
Quick and accurate contact with appropriate law enforcement officials is essential in the event of a violent
incident. These relationships will be established by participation of local response officials on SchoolBuilding Safety Teams. These individuals and appropriate means of contact will be documented in the
Building-Level Response Plan.
Internal communication is also of prime importance and will be specifically defined in the Building-Level
Response Plan. Depending on the nature of the emergency, some of the communication methods will
include telephone, fax/e-mail, district radio system, NOAA weather radio, intercom, local media,
emergency alert system, cellular phones, and others as deemed necessary. Appropriate notifications and
methods will be determined by the District-Wide School Safety Team.
In general, parent/guardian notification will be conducted by means of the phone tree of emergency
contacts established in each school building. However, in some cases it may be necessary to use other
means such as local media. Prior arrangements will be established with the appropriate media.
The school district recognizes that many different types of emergency situations may arise resulting in
emergency specific responses. A detailed listing of emergency responses are included in each School
Building Emergency Response Plan specifically addressing Criminal Offenses, Fire and Explosion,
Medical Emergencies, Natural Hazards, System Failure and Technological Hazards. Each Building Level
School Safety Team will be responsible for reviewing and updating these responses and communicating
them to students and staff. The following emergency situations are of prime importance:
Bomb Threats:
All school district administrators should familiarize themselves with the Bomb Threat Standards outlined
in the School Building Emergency Response Plan so that appropriate decisions may be made depending
on the exact nature of the situation. Issues such as searches, pre-clearance, weather conditions,
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evacuation, sheltering, notification, returning to the building and false bomb threat prevention are
addressed in the Building Plan. The FBI Bomb Threat Call Checklist will be available at phone reception
areas in each school building.
Hostage Taking:
The School Building Emergency Response Plan Hazard Specific Response Guide procedures will be
followed in the event of a hostage situation. In general, the following response actions will be taken:
 The first person aware of the situation will immediately notify the principal’s office. The principal or
designee will call 911.
 The principal or designee will issue the appropriate code alert if necessary and isolate the area.
 The principal or designee will notify the superintendent. No response to the media will be given at this
time.
 The principal or designee will turn over authority to the police upon their arrival and assist as
requested.
Intrusions:
The School Building Emergency Response Plan Hazard Specific Response Guide procedures will be
followed in the event of an intrusion. In general, the following response action will be taken:
 The first person becoming aware of an intruder or suspicious person will immediately report this
information to the principal’s office.
 The principal or designee will approach the intruder to determine the nature of their presence and ask
them for identification.
 The principal or designee will accompany the individual(s) to the proper office or if no acceptable
purpose can be ascertained, ask the individual(s) to leave. The principal or designee should ensure that
the individual(s) has exited the building and alert staff to prevent unrecognized re-entry.
 If the individual(s) refuse to leave, inform them that they are in violation of the law and that the police
will be notified. Notify building security if available and Dial 911 or other appropriate emergency
notification.
 If the situation escalates, code (
) will be utilized to notify all teachers to lock doors. Once the
code is announced, administrators will evacuate students who have been locked out of their classroom
or are in public areas. Students will be evacuated to a safe area outside the building as per normal
evacuation procedures.
 The superintendent’s office will be notified so appropriate resources can be made available to the
school district.
 The principal should be prepared to relinquish authority and assist the first emergency responder from
the police or emergency services.
Kidnapping:
The School Building Emergency Response Plan Hazard Specific Response Guide procedures will be
followed in the event of a kidnapping. In general, the following response action will be taken:
 During school hours, when a student has already been documented as present, the first person aware
of a kidnapping or missing student will immediately notify the principal’s office who will obtain
student information. School building staff and security personnel will search the building and also
utilize the public announcement system.
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 Parent/guardian will be notified. If student is not found, police will be notified.
 The principal will turn over the investigation to the police upon arrival and assist as requested. No
information is to be released to the media.
 Parents will be notified immediately if the student is located.
 During school hours, when a student has not arrived at school, parent or guardian will immediately be
contacted. Parents should be asked to contact the school if the student is located.
 If student is not legally absent he/she could be lost, a runaway or truant (determine if any friends are
also missing).
 The student’s means of transportation to school should be reviewed. If student is not located, the
police should be notified. Student information will be obtained.
 The superintendent will be notified.
 The principal will turn over the investigation to the police upon arrival and assist as requested. No
information is to be released to the media.
 Parents will be notified immediately if the student is located.
 After school hours, when a student has not arrived at home, the school may be notified by a concerned
parent/guardian.
 Gather any information available on the student and their departure from school.
 Advise parent/guardian to contact friends.
 Advise parent/guardian to contact police if student is not located. The principal or designee should be
available for police investigation.
 Ask parent/guardian to re-contact school if student is located.
Responses to Acts of Violence (Implied or Direct Threats):
Response actions in individual buildings will include:






Use of staff trained in de-escalation techniques
Inform principal
Determine level of threat with superintendent
Contact law enforcement agency, if necessary
Monitor situation, adjust response as appropriate, utilize Building Emergency Response Team if
necessary

Responses to Acts of Violence (Actual):
The following procedures will be followed when responding to actual acts of violence:






Determine the level of threat
If necessary, isolate the immediate area and evacuate if necessary
Inform principal/superintendent
If necessary, initiate lockdown procedure and contact appropriate law enforcement agency
Monitor situation, adjust response as appropriate, if necessary, initiate early dismissal, sheltering or
evacuation procedures

181

Response Protocols:
Response protocols to specific emergencies will vary but usually will include the following:







Identification of decision makers
Plans to safeguard students and staff
Procedures to provide transportation, if necessary
Procedures to notify parents
Procedures to notify media
Debriefing procedures

Emergency Assistance from Local Government:
Depending on the nature of the emergency, school districts may need to obtain assistance from local
government agencies. During an emergency school districts will contact 911 to obtain emergency
services. Other agencies that may be contacted to obtain assistance may include the Red Cross, Fire
Department, Local Police, Nassau BOCES District Superintendent, Private Industry Groups, Religious
Organizations, among others. These contacts will be clearly delineated in the School Building-Level
Plans.
District Resources Use and Coordination:
School Building-level Emergency Response Plans will address the identification, availability, and use of
resources. This will include procedures for coordination of these resources including manpower and
Chain-Of-Command.
Protective Action Options:
School Building-Level Emergency Response Plans will address the following response actions as
determined by the nature of the emergency:
 School Cancellation
1.
2.
3.

Monitor any situation that may warrant a school cancellation
Make determination
Contact local media

 Early Dismissal
1.
2.
3.
4.
5.
6.

Monitor situation
If conditions warrant, close school
Contact transportation supervisor to arrange for transportation
Contact local media to inform parents
Set up information center for parent inquiries
Retain appropriate district personnel until all students have been returned home
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 Evacuation
1. Determine the level of threat
2. Contact transportation supervisor to arrange transportation
3. Clear all evacuation routes and sites prior to evacuation
4. Evacuate all staff and students to pre-arranged evacuation sites
5. Account for all student and staff population; report any missing students or staff to principal
6. Make determination regarding early dismissal
7. If dismissing early, contact local media to inform parents
8. Ensure adult supervision or continued school supervision/security
9. Set up information center for parent inquiries
10. Retain appropriate district personnel until all students have been returned home
 Sheltering (internal and external)
1.
2.
3.
4.
5.
6.
7.
8.

Determine the level of threat
Determine the location of sheltering depending on the nature of the incident
Account for all students and staff. Report any missing staff or students to principal
Determine other occupants in building
Make appropriate arrangements for human needs
Take appropriate safety precautions
Establish a public information office to respond to inquiries
Retain appropriate district personnel until all students have been returned home

Recovery
School District Support for Buildings:
The Post-Incident Response Team will be supported in their efforts by all available in-district resources
and personnel as required by the nature of the emergency. County and State resources and personnel will
be obtained as dictated by the nature of the emergency.
A School District Support Team should be available when necessary to assist all school buildings in their
response effort. This Team will be composed of:







Superintendent of Schools or Designee
Deputy Superintendent
Head Custodian
Transportation Coordinator
Head Nurse
Others as deemed necessary

Disaster Mental Health Services:
A District-Wide Post-Incident Response Team will respond in crisis situations to help provide disaster
mental health services. Depending on the scope of the situation, the Nassau County Emergency
Management Office may be contacted to help coordinate a County or State-Wide effort. The Post-Incident
Response Team will be selected by the superintendent.
183

Training and Providing Information
Training for students and staff will be conducted annually and include:









An explanation of what constitutes school violence and a description of the school Code of Conduct.
Written information on early detection of potentially violent behavior and a summary of the Code of
Conduct.
A description of the school district’s Violence Prevention Program and Safety Plan.
Information on how to report incidents of violence including threats and verbal abuse.
How to recognize and respond to school security hazards.
Review of measures implemented to prevent school violence such as use of security equipment and
safety procedures and how to diffuse hostile situations.
How to summon assistance in the event of an emergency.
Special procedures for bomb threats, hostage-taking, intrusions and kidnapping.
Post-incident procedures including medical follow-up and the availability of counseling and referral.

Records will be maintained of all participants along with their evaluation of the training program. Trainers
will be knowledgeable and familiar with our School District Comprehensive Safety Plan.
Forms and Recordkeeping
The success of our Violence Prevention Program will be greatly enhanced by our ability to document and
accurately report on various elements of the program. This will allow us to monitor its success and update
the program as necessary. The following forms have been developed for this purpose and will be located
in the Forms Section of the School Building-Level Emergency Response Plan.







Incident Report
Self-Inspection Security Checklist
Student/Staff Security Survey
Bomb Threat Response
School Building Training Pamphlet
Training Documentation
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