
Please be advised that the District's Policy Manual developed with Erie 1 BOCES Policy Services is 
not to be interpreted as the rendering of legal advice. Application of Board policies to specific 
situations may necessitate consultation with the School Administrators/School Attorney to address the 
particular circumstances. 
 
 
 
 

FOREWORD 
 
 

Contained herein are the policy statements formulated by the Board of Education of the 
Wayland-Cohocton Central School District.  
 

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

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

Policy should accomplish the following:  
 

a) State a position taken by the District;  
 

b) Grant the authority to act;  
 

c) Be sufficiently detailed to give adequate direction;  
 

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

e) Provide for impartial procedures.  
 

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

If any part of this manual is made invalid by judicial decision or legislative or administrative 
enactment, all other parts shall remain in full effect unless and until they are amended or repealed by 
the Board of Education. The official record of the adoption, amendment, or repeal of the by-laws and 
policies of the Wayland-Cohocton Central School District shall be the minutes of the meetings of the 
Board of Education.  
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 

PHILOSOPHY STATEMENT  
 
 

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

I. Recognize their responsibility to help meet the physical, intellectual and emotional needs 
of children; particularly the needs to inquire, learn, think, and create; to establish aesthetic, 
moral and ethical values; and to relate satisfactorily to others in social situations involving 
family, work, government and recreation. 

 
II.  Accept primary responsibility for giving students a mastery of the basic skills of learning, 

thinking and problem-solving; for teaching them to use the various media of self-
expression; for instilling in them a knowledge of the social and natural sciences; for 
acquainting them with the richness of our heritage; and for stimulating them to productive 
work in the various areas of human endeavor.  

 
III.  Acknowledge the importance of their supplemental role to the home and other social 

agencies in developing habits and attitudes which make for effective personal living, the 
maintenance of optimum physical and mental health, and the establishment of sound moral, 
ethical, and aesthetic values. 

 
Realizing that education, as here defined, is a lifelong process, the School System seeks to orient 

its graduates toward various types of post-secondary education and further formal training and study 
of many types; and to provide educational opportunities particularly suited to the needs of adults, both 
as individuals and as citizens in a democracy. 
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SUBJECT: SCHOOL DISTRICT AND BOARD OF EDUCATION LEGAL STATUS AND 

AUTHORITY  
 

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

The State Legislature has implemented this constitutional mandate through the creation of school 
districts of various types. The Wayland-Cohocton Central School District is governed by the laws set 
forth for Central School Districts in Education Law Article 37, and by laws relating to, or affecting, 
Union Free School Districts as set forth in Education Law Article 35 and Common School Districts as 
set forth in Education Law Article 33. 
 

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

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

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

In all cases where laws or regulations of the State Commissioner of Education do not provide, 
permit, or prohibit, the Board shall consider itself the agent responsible for establishing and appraising 
educational matters and activities.  
 

Board members have no authority over school affairs as individuals. They have authority only 
when acting as a body duly called in session.  
 
 
 
Education Law Sections 1604, 1701, 1709, 1804, 1805, 2502, 2503 and Articles 33, 35, 37, 51 and 53 
New York State Constitution 
 
 
 
Adopted:  4/11/11 
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 By-Laws  
 

 
 
 
 
SUBJECT: BOARD OF EDUCATION MEMBERS:  QUALIFICATIONS, NUMBERS AND 

TERMS OF OFFICE  
 
 A Board of Education member of the Wayland-Cohocton Central School District must meet the 
following qualifications: 
 
 a) A citizen of the United States; 
 
 b) Eighteen (18) years of age or older; 
 
 c) Able to read and write; 
 
 d) A legal resident of the District for a continuous and uninterrupted period of at least one (1) 

year prior to the election; 
 
 e) Cannot be an employee of the Wayland-Cohocton Central School District; 
 
 f) The only member of his/her family (that is, cannot be a member of the same household) on 

the Wayland-Cohocton Central School District Board; 
 

g) May not simultaneously hold another incompatible public office, including, but not limited 
to Superintendent, clerk, tax collector, treasurer or librarian, or an employee of the Board. 
However, a Board member may be appointed Clerk of the Board and of the District; 

 
 h) Must not have been removed from a School District office within one (1) year preceding 

the date of appointment or election to the Board. 
 
Number of Members 
 

The Board of Education of the Wayland-Cohocton Central School District shall consist of seven 
(7) members elected by the qualified voters of the School District at the annual election as prescribed 
by law. 
 
Terms of Office 
 

Members of the Board of Education shall serve for five (5) years beginning July 1 following 
their election and each term shall expire on the thirtieth day of June of the fifth year. 
 
 
 
Education Law Sections 1602, 1702(1), 1804(1), 1950(9), 2101, 2102, 2103, 2103-a, 2130(1), 2105, and 2502 
Public Officers Law Section 3 
Town Law Section 23(1) 

 
 
Adopted:  4/11/11 
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 By-Laws  

 
 
 
 
 
SUBJECT: BOARD OF EDUCATION ME MBERS:  NOMINATION AND ELECTION  
 
a) Candidates for the office of member of the Board of Education shall be nominated by a petition 

directed to the Clerk of the School District which is signed by at least twenty-five (25) qualified 
voters of the District, or by two percent (2%) of the number of voters who voted in the previous 
annual election, whichever is greater. Petitions must state the residence of each signer, the name 
and residence of each candidate.  

 
b) The notice of the Annual District Meeting must state that petitions nominating candidates for the 

Board of Education must be filed with the Clerk of the District no later than thirty (30) days 
before the Annual or Special District Meeting at which the School Board election will occur, 
between 9 a.m. and 5 p.m.  

 
c) Voting will be by machine, and provision shall be made for the election by "write-in-vote" of 

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

 
d) The hours of voting shall be as indicated by Board resolution. 
 
e) The candidates receiving the largest number of votes shall be declared elected in accordance 

with Education Law. 
 
f) At least ten (10) days prior to the election, the Board shall appoint at least two (2) inspectors of 

election for each voting machine, and set their salary. 
 
g) The District Clerk shall oversee the election. The Clerk shall give notice immediately to each 

person declared elected to the Board, informing him/her of the election and his/her term of 
office. 

 
h) Only qualified voters as determined by Education Law Section 2012 may vote at any District 

meeting or election. 
 
i) No electioneering will be allowed within one hundred (100) feet of the polling place. 
 
j) When a term of office expires at the end of a school year and the office has become vacant at the 

time of election, the person elected to fill the new full term vacancy also fills the remaining days 
of the previous term, beginning his/her term of office immediately upon election and the taking 
and filing of the oath of office. 

 
 
 
Education Law Sections 2004, 2012, 2018, 2025, 2029, 2031-a, 2032, 2034(7)(d), 2105(14), 2121, 2502, 2602, 
  2608(1) and 2610 
 
Adopted:  4/11/11 
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 By-Laws  
 

 
 
 
 
SUBJECT: REPORTING OF EXPENDITURES AND CONTRIBUTIONS  
 

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

 
Required contribution statements shall include: 
 

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

 
 b) The name and address of the transferor, contributor or person from whom received; 
 
 c) If that transferor, contributor or person is a political committee as defined in Election Law 

Section 14-100; 
 
 d) The name and political unit represented by the committee; 
 
 e) The date of receipt; 
 
 f) The dollar amount of every expenditure; 
 
 g) The name and address of the person to whom the expenditure was made, or the name of 

and political unit represented by the committee to which it was made; and 
 
 h) The date of the expenditure. 
 

The times for filing the statements are as follows: 
 

 a) The first statement on or before the thirtieth day preceding the election to which it relates; 
 
 b) A second statement on or before the fifth day before the election; 
 
 c) A third statement within twenty (20) days after the election. 

 
Any contribution or loan in excess of one thousand dollars ($1,000) received after the close of 

the period covered in the last statement filed before the election (b above) but before the election itself 
shall be reported within twenty-four (24) hours after receipt. 
 
 
 
 

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

All statements must be sworn before a notary public, a commissioner of deeds, a lawyer or a 
public official authorized by New York State law to administer oaths.  
 
 
 
Education Law Sections 1528 and 1529 
Election Law Section 14-100(1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: RESIGNATION AND DISMISSAL  
 

Board members may resign at a District meeting of residents (i.e., the annual meeting, not a 
regular Board of Education meeting) or by filing a written resignation with the District Superintendent 
of the Supervisory District who must endorse his/her approval and file the resignation with the District 
Clerk. 
 
 Alternatively, a Board member may resign under Public Officers Law Section 31 by filing a 
written resignation with the District Clerk. The Clerk must then notify the School Board and the State 
Board of Elections. 
 
 A resignation may be withdrawn only with the consent of the person to whom the resignation 
was delivered (i.e., the District Clerk or BOCES District Superintendent). The School Board has no 
authority to act upon a request to withdraw a resignation. 
 

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

It shall be the duty of each member of the Board of Education to attend all meetings of the Board 
and, if any member shall refuse to attend three (3) consecutive meetings of the Board after having 
been regularly notified and a satisfactory cause for each non-attendance is not shown, the Board will 
proceed to declare that office vacant. 
 

A Board member may be removed from office by the Commissioner of Education for willful 
violation of any provision of law, neglect of duty, or willfully disobeying any decision, order or 
regulation of the Commissioner. The Board of Education may also remove a Board member for 
misconduct relating to the exercise of authority as a Board member. A written copy of all charges 
made of such misconduct must be served upon the Board member at least ten (10) days before the time 
designated for a hearing on the charges; and the Board member shall be allowed a full and fair 
opportunity to refute such charges before removal. 
 
 In the event of death, resignation, removal from office or from the School District, or refusal to 
serve of a Board member, the District has the power and duty to fill the vacancy. If the Board chooses 
to fill the vacancy by appointment, the appointment requires a majority vote of the full  Board and shall 
be only for a term ending with the next annual election of the School District at which time such 
vacancy shall be filled in a regular manner for the balance of the unexpired term.  
 
 The Board, at its own option, may instead call a special election within ninety (90) days to fill 
the unexpired term. If not filled by Board appointment or special election, the District Superintendent 
of the Supervisory District may appoint a competent person to fill the vacancy until the next annual 
election. Alternatively, the Commissioner of Education may order a special election for filling a 
vacancy. When such special election is ordered, the vacancy shall not be otherwise filled.  
 

(Continued) 
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 By-Laws  
 

 
 
 
 
SUBJECT: RESIGNATION AND DISMISSAL  (Cont 'd.) 
 
 A person elected or appointed to fill a vacancy shall take office immediately upon filing the oath 
of office.  
 

A Board member who has been removed from office shall be ineligible to appointment or 
election to any office in the District for a period of one (1) year from the date of such removal. 
 
 
 
Education Law Sections 306, 1607, 1706, 1709(17)(18), 1804(1), 2103(2), 2109, 2111, 2112, 2113, 2502, 2503 
  and 2553 
Public Officers Law Sections 30, 31 and 35 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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 By-Laws  
 

 
 
 
 
SUBJECT: POWERS AND DUTIES OF THE BOARD  
 
 As a Central School District, the Board of Education shall have powers and duties as set forth in 
New York State Education Law, principally Articles 33, 35 and 37, and other applicable Federal and 
State laws and regulations. In general, the Board shall have in all respects the superintendence, 
management and control of the educational affairs of the District and shall have all the powers 
necessary to exercise these powers expressly granted to it by the laws of New York State and the 
Commissioner of Education.  
 
 
 
Education Law Sections 1604, 1709, 1804 and 2503 
 
 
 
 
 
NOTE: Refer also to Policy #6540 -- Defense and Indemnification of Board Members and 

Employees 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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 By-Laws  
 

 
 
 
 
SUBJECT: NOMINATION AND ELECTION OF BOARD OFFICERS AND DUTIES OF 

THE PRESIDENT AND VICE PRESIDENT  
 

Officers of the Board of Education shall be nominated and elected by the simple majority of the 
Board at its Annual Organizational Meeting for a term of one (1) year. They will take their oath as 
officers at this meeting along with newly elected members. 
 

The elected officers of the Board of Education are: 
 
 a) President; 
 
 b) Vice President. 
 
Duties of the President of the Board of Education 
 

The President's duties include the following: 
 
 a) Presides at all meetings of the Board; 
 
 b) Calls special meetings as necessary or on request; 
 
 c) Appoints members to all committees of the Board; 
 
 d) Serves ex-officio as a member of all committees; 
 
 e) Executes documents on behalf of the Board; 
 
 f) Performs the usual and ordinary duties of the office. 
 
Duties of the Vice President of the Board of Education 
 

The Board of Education may, in its discretion, elect one (1) of its members Vice President who 
shall have the power to exercise the duties of the President in case of the absence or disability of the 
President. In case of vacancy in the office of the President, the Vice President shall act as President 
until a President is elected. 
 
 
 
Education Law Sections 1701, 2105(6) and 2502 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: APPOINTMENT S AND DESIGNATIONS BY THE BOARD OF EDUCATION  
 
Appointments 
 

The Board is authorized to appoint individuals to positions which will facilitate the meeting of its 
responsibilities to the State, the School System, and the community. These appointments usually take 
place at the Annual Organizational Meeting.  
 
The following shall be appointed annually: 
 
 a) District Clerk; 
 
 b) District Treasurer; 
 
 c) Deputy Treasurer; 
 
 d) Tax Collector and Deputies; 
 
 e) External (Independent) Auditor; 
 
 f) Treasurer, Extraclassroom Activities Account; 
 
 g) Audit Committee. 
 
The following must be appointed but need not be reappointed annually: 
 
 a) Census Enumerator and assistants, if District conducts census; 
 
 b) Director of School Health Services (District Physician/Nurse Practitioner); 
 
 c) Supervisors of Attendance; 
 
 d) Committee on Special Education and Committee on Preschool Special Education; 
 
 e) Records Access/Management Officer; 
 
 f) Asbestos Hazard Emergency Response Act (AHERA) Local Educational Agency (LEA) 

designee; 
 
 g) Title IX/Section 504/ADA Compliance Officer; 
 
 h) Liaison for Homeless Children and Youth; 
 
 i) Chemical Hygiene Officer. 
 

(Continued) 
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SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION  
   (Cont'd.) 
 
The following may also be appointed: 

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

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

 
 a) Petty Cash Fund(s); 
 
 b) Official Newspaper(s); 
 
 c) Official Bank Depositories; 
 
 d) Official Bank Signatories; 
 
 e) Purchasing Agent; 
 
 f) Certifier of Payrolls; 
 
 g) Designated Educational Official (DEO) to receive court notification regarding a student's 

sentence/adjudication in certain criminal cases and juvenile delinquency proceedings; 
 
 h) School Pesticide Representative; 
 
 i) Reviewing Official, Hearing Official and Verification Official for participation in the 

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

 
 
 
 
 

(Continued) 
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SUBJECT: APPOINTMENTS AND DESIGNATIONS BY THE BOARD OF EDUCATION  
   (Cont'd.) 
 
Authorizations 
 
a) Approval of attendance at conferences, conventions, workshops, and the like; 
 
b) Superintendent to approve budget transfers within limits prescribed by Commissioner's 

Regulation Section 170.2 and Board guidelines; 
 
c) Superintendent to apply for Grants in Aid (State and Federal) as appropriate; 
 
d) Establish mileage reimbursement rate; 
 
e) Other(s) as deemed appropriate/necessary. 
 
 
 
McKinney-Vento Homeless Education Assistance Act, Section 722, as reauthorized by the No Child Left 
  Behind Act of 2001 
Education Law Sections 305(31), 1709 and 2503 
29 Code of Federal Regulations (CFR) Section 1910.1450 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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 By-Laws 
 

 
 
 
 
SUBJECT: DUTIES OF THE DISTRICT CLERK  
 

The District Clerk will be appointed by the Board at its Annual Organizational Meeting and will 
serve for a period of one (1) year. The Clerk's duties include the following: 
 
 a) Attends all meetings of the Board and keeps a record of its proceedings and records, by 

name, those in attendance; 
 
 b) Prepares minutes of the meetings of the Board, obtains approval of the minutes by the 

Board at the next meeting, signs the minutes to signify their official standing and forwards 
copies of the minutes to each member of the Board of Education; 

 
 c) Sends notices of special meetings to members of the Board; contacts and communicates 

with members as required; 
 
 d) Sees that the proper legal notices and announcements are published on all specifications 

and items out on bid, in accordance with state law; 
 
 e) Maintains an up-to-date record of Board policies and by-laws; 
 
 f) Delivers to, and collects from, the President (or Vice President) such papers for signature 

as may be necessary; 
 
 g) Distributes notices to the public announcing availability of copies of the budget to be 

presented at the Annual District Meeting in compliance with the requirements of the State 
Education Law; 

 
 h) Administers oaths of office, as required by Public Officers Law Section 10;  
 
 i) Gives written notice of appointment to persons appointed as inspectors of election; 
 
 j) Calls all meetings to order in the absence of the President and Vice President; 
 
 k) Assumes other duties customary to the office. 
 

The above duties of the District Clerk are not intended to be complete but should serve as a 
comprehensive guide in undertaking the duties of this office. The District Clerk shall perform such 
other duties as may be assigned from time to time by the Board. 
 
 
 
Education Law Section 2121 
Public Officers Law Section 104 
 
 
Adopted:  4/11/11 
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SUBJECT: DUTIES OF THE SCHOOL DISTRICT TREASURER  
 

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

a) Acts as custodian of all moneys belonging to the School District and lawfully deposits 
these moneys in the depositories designated by the Board;  

 
b) Pays all authorized obligations of the District as directed, including payments of bond 

principal and interest;  
 

c) Maintains proper records and files of all checks, and approved payment of bills and 
salaries;  

 
d) Makes all such entries and posts to all such financial ledgers, records and reports, including 

bond and note registers, as may be properly required to afford the District an acceptable 
and comprehensive financial accounting of the use of its moneys and financial transactions; 

 
e) Signs all checks drawn on District fund accounts provided that the District's Claims 

Auditor has attested to the authority to issue the check based upon proper evidence of a 
charge against the District's funds; 

 
f) Assumes other duties customary to the office. 

 
 
 
Education Law Sections 2122, 2130 and 2523 
Local Finance Law Sections 163 and 165 
8 New York Code of Rules and Regulations (NYCRR) Sections 170.2(g), 170.2(o) and 170.2(p) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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 By-Laws  
 

 
 
 
 
SUBJECT: DUTIES OF THE TAX COLLECTOR  
 

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

a) Prepares and mails tax notices;  
 

b) Uses suitable printed tax receipt forms as prescribed by the State Tax Commission;  
 

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

 
d) Turns over daily to the School District Treasurer all money collected by virtue of any tax 

list and warrant issued; 
 

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

 
f) Turns over to the County Treasurer, prior to November 15, a list of unpaid taxes;  

 
g) Carries out such other duties of the position as prescribed in Education Law, Real Property 

Tax Law, or as established by the Regulations of the Commissioner of Education.  
 
 
 
Education Law Sections 2126, 2130 and 2506 
Real Property Tax Law Sections 922, 924, 1322, 1330 and 1338 
8 New York Code of Rules and Regulations (NYCRR) Section 170.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: DUTIES OF THE EXTERNAL (INDEPENDENT) AUDITOR  
 

The Board by law shall obtain an annual audit of its records by an independent certified public 
accountant or an independent public accountant. The independent accountant shall present the report 
of the annual audit to the Board and provide a copy of the audit to each Board member. The Board 
shall adopt a resolution accepting the audit report and file a copy of the resolution with the 
Commissioner. The District will also file the audit report with the Commissioner for a specific school 
year by October 15 of the following school year. In addition to the annual audit, the District shall be 
subject to State audits conducted by the State Comptroller. 
 
Request for Proposal Process 
 
 In accordance with law, no audit engagement shall be for a term longer than five (5) consecutive 
years. The District may, however, permit an independent auditor engaged under an existing contract 
for such services to submit a proposal for such services in response to a request for competitive 
proposals or be awarded a contract to provide such services under a request for proposal process. 
 
 
 
Education Law Sections 1709(20-a), 2110-a, 2116-a and 2854(c) 
General Municipal Law Sections 33 and 104-b 
8 New York Code of Rules and Regulations (NYCRR) Sections 170.2, 170.3 and 170.12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: APPOINTMENT AN D DUTIES OF THE CLAIMS AUDITOR  
 

The Board may adopt a resolution establishing the appointment of a Claims Auditor who shall 
hold the position subject to the pleasure of the Board and report directly to the Board on the results of 
audits of claims. The Board may require that the Claims Auditor report to the Clerk of the District or 
the Board, or to the Superintendent for administrative matters such as workspace, time and attendance.  
 
Qualifications 
 

The Claims Auditor must have the necessary knowledge and skills to effectively audit claims 
including experience with purchasing, bidding and claims. The Claims Auditor must be bonded prior 
to assuming his/her duties.  

 
No person shall be eligible for appointment to the office of Claims Auditor who shall be: 

 
a) A member of the Board; 

 
b) The Clerk or Treasurer of the Board; 

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

 
d) The Purchasing Agent; 

 
e) Clerical or professional personnel directly involved in accounting and purchasing functions 

of the District or under the direct supervision of the Superintendent; 
 
f) The individual or entity responsible for the internal audit function (the Internal Auditor); 
 
g) The External (Independent) Auditor responsible for the external audit of the financial 

statements; 
 
h) A close or immediate family member of an employee, officer, or contractor providing 

services to the District. A "close family member" is defined as a parent, sibling or 
nondependent child; an "immediate family member" is a spouse, spouse equivalent, or 
dependent (whether or not related). 

 
 The Claims Auditor is not required to be a resident of the District and shall be classified in the 
civil service exempt class. 
 
 The Board may delegate this claims audit function by using inter-municipal cooperative 
agreements, shared services through a Board of Cooperative Educational Services, or independent 
contractors, providing that the individual or organization serving as independent contractor meets the 
following standards for independence between the Claims Auditor and the District: 
 
 

(Continued) 
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 By-Laws  
 

 
 
 
 
SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR  (Cont 'd.) 
 

a) Has no other responsibilities related to the business operations of the School District; 
 
b) Has no interest in any other contracts with, and does not provide any goods or services to, 

the School District; and 
 
c) Is not a close or immediate family member of anyone who has responsibilities related to 

business operations of the School District, or has an interest in any other contracts with the 
District. A "close family member" is defined as a parent, sibling or nondependent child; an 
"immediate family member" is a spouse, spouse equivalent, or dependent (whether or not 
related). 

 
Valid claims against the District shall be paid by the Treasurer only upon the approval of the 

Claims Auditor. The Claims Auditor shall certify that each claim listed on the warrant was audited and 
payment was authorized. He/she shall:  
 

a) Examine all claim forms with respect to the availability of funds within the appropriate 
codes and adequacy of evidence to support the District's expenditure;  

 
b) Meet such other requirements as may be established by the Regulations of the 

Commissioner of Education and/or the Comptroller of the State of New York. 
 
 
 
Education Law Sections 1604(35), 1709(20-a), 2526 and 2554(2-a) 
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(c) 
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SUBJECT: DUTIES OF THE EXTRACLASSROOM ACTIVITY FUND TRE ASURER 
 

The Extraclassroom Activity Fund Treasurer is appointed by the Board of Education and is 
responsible for the supervision of the extraclassroom activity fund.  
 

The Treasurer's duties include the following: 
 
 a) Countersigns all checks disbursing funds from the Extraclassroom Activity Account; 
 
 b) Provides general supervision to ensure that all receipts are deposited and that 

disbursements are made by check only; 
 
 c) Maintains records of all receipts and expenditures; 
 
 d) Submits records and reports to the Board as required; 
 
 e) Assumes other duties customary to the position. 
 
 
 
8 New York Code of Rules and Regulations (NYCRR) Part 172 
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SUBJECT: DUTIES OF THE SCHOOL ATTORNEY  
 

The Board of Education shall employ a school attorney who shall be responsible to the Board of 
Education for guidance on all affairs which are of a legal nature, including, but not limited to:  
 

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

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

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: DUTIES OF THE SCHOOL PHYSICIAN/NURSE PRACTITIONER  
 

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

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

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

 
c) Serves as an on call member on the Committee on Special Education;  

 
d) Reports to the Board on school health services;  

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

interscholastic athletics;  
 

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

 
g) Conducts physical exams for all bus drivers and substitutes prior to employment and 

annually thereafter; 
 

h) Conducts a medical evaluation on any employee at the request of the Board of Education.  
 
 
 
Education Law Sections 902 and 913 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: DUTIES OF THE INTERNAL AUDITOR  
 
 The Internal Auditor reports directly to the Board of Education. 
 
 The District may use its employees, inter-municipal cooperative agreements, shared services to 
the extent authorized by Education Law Section 1950, or independent contractors as the person/entity 
serving as Internal Auditor. The person or entity serving as Internal Auditor must follow generally 
accepted auditing standards, be independent of District business operations, and have the requisite 
knowledge and skills to complete the work. 
 
 The Internal Auditor is responsible for performing the internal audit function for the Board of 
Education which includes at a minimum: 
 

a) Development of a risk assessment of District operations, including but not limited to, a 
review of financial policies, procedures and practices; 

 
b) An annual review and update of such risk assessment; 
 
c) Annual testing and evaluation of one (1) or more areas of the District's internal controls, 

taking into account risk, control weakness, size, and complexity of operations; 
 
d) Preparation of reports, at least annually or more frequently as the Board may direct, which: 
 

1. Analyze significant risk assessment findings; 
 
2. Recommend changes for strengthening controls and reducing identified risks; and 
 
3. Specify timeframes for implementation of such recommendations. 

 
 
 
Education Law Sections 1950, 2116-b and 2116-c 
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(d) 
 
 
 
 
 
NOTE: Refer also to Policy #5573 -- Internal Audit Function 
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SUBJECT: POLICY AND ADMINISTRATIVE REGULATIONS  
 

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

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

The adoption of a written policy shall occur only after the proposal has been moved, discussed 
and voted on affirmatively at two (2) separate meetings of the Board of Education (i.e., the "first 
reading" and the "second reading"). The policy draft may be amended at the second meeting. By a 
majority vote, the Board may waive the "second reading" and complete the adoption of the proposed 
policy at its "first reading." 
 

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

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

The Superintendent is given the continuing commission of calling to the Board's attention all 
policies that are out-of-date or for other reasons appear to need revision. 
 
Execution of Policy:  Administrative Regulations 
 

The Board shall delegate to the Superintendent the function of specifying required actions and 
designing the detailed arrangements under which the schools will be operated. These rules and these 
detailed arrangements shall constitute the administrative regulations governing the schools. They must 
in every respect be consistent with the policies adopted by the Board. The Board shall be kept 
informed periodically of changes in administrative regulations. 
 
 
 
Education Law Sections 1604(9), 1709(1), 1709(2) and 2503(2) 
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND 

PARLIA MENTARY PROCEDURE)  
 

All Board of Education meetings must be open to the public except those portions of the 
meetings which qualify as executive sessions. A "meeting" is defined as an official convening of a 
public body for the purpose of conducting public business and a "public body" is defined as an entity 
of two (2) or more persons which requires a quorum to conduct public business, including committees 
and subcommittees. 
 

Whenever such a meeting is to take place, there must be at least seventy-two (72) hours advance 
notice in accordance with the provisions of the Open Meetings Law. Notice of other meetings shall be 
given as soon as is practicable in accordance with law.  
 
 If videoconferencing is used to conduct a meeting, the public notice for the meeting shall inform 
the public that videoconferencing will be used, identify the locations for the meeting, and state that the 
public has the right to attend the meeting at any of the locations. 
 

Regular meetings of the Board of Education of Wayland-Cohocton Central School District shall 
take place on the day and time designated by the Board at the Annual Organizational Meeting, except 
as modified at subsequent meetings of the Board. 

 
It is the responsibility of the Superintendent to prepare the agenda and review it with the Board 

President for each meeting of the Board. The agenda for each meeting shall be prepared during the 
week prior to the meeting. The agenda shall be distributed to Board members no later than the Friday 
before such regular meeting. Whenever the President or other members of the Board wish to bring a 
matter to the attention of the Board, such request should be made to the Superintendent so that the 
same can be placed on the agenda. Whenever individuals or groups wish to bring a matter to the 
attention of the Board, such request shall be addressed in writing to the Superintendent. The 
Superintendent shall present such matter to the Board. 
 

The District Clerk shall notify the members of the Board of Education in advance of each regular 
meeting. Such notice, in writing, shall include an agenda and the time of the meeting.  
 

In the event that a meeting date falls on a legal holiday, interferes with other area meetings, or 
there is an inability to attend the meeting by Board members to the extent that a quorum would not be 
present, the Board shall select a date for a postponed meeting at the previous regular meeting, and 
shall direct the Clerk to notify all members.  
 

Any meeting of the Board may be adjourned to a given future date and hour if voted by a 
majority of the Board present. 
 
 
 
 
 

(Continued) 
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND 

PARLIAMENTARY PROCEDURE)  (Cont 'd.) 
 

The Superintendent and members of his/her staff at the Superintendent's discretion shall attend 
all meetings of the Board. The Superintendent shall attend all executive session meetings of the Board 
except those that concern his/her evaluation, employment status, and salary determination. The Board 
may request the attendance of such additional persons as it desires.  
 
Public Expression at Meetings 
 

Public expression at such meetings shall be encouraged and a specific portion of the agenda shall 
provide for this privilege of the floor. At its discretion, the Board may invite visitors to its meetings to 
participate in the Board's discussion of matters on the agenda. 
 

The Board of Education reserves the right to enter into executive session as specified in Policy 
#1540 -- Executive Sessions. 
 
Quorum 
 

The quorum for any meeting of the Board shall be four (4) members. No formal action shall be 
taken at any meeting at which a quorum is not present. When only a quorum exists, the Board shall act 
by unanimous vote unless otherwise required by the laws of the State of New York.  
 
Use of Parliamentary Procedure 
 
a) Procedures and discussion of the Board of Education shall, in general, be conducted according to 

Robert's Rules of Order. The Board may act with reasonable informality under most 
circumstances. Each member has the prerogative of requesting strict adherence to any rule. 

 
b) Formal minutes shall be taken of all actions at the Board meetings.  
 
c) All members present shall vote on all motions and resolutions submitted for action, except where 

a member disqualifies himself/herself from voting because of a personal conflict of interest.  
 
d) The President of the Board shall have the same right and obligation as other members to discuss 

any matter under consideration and to vote on all motions and resolutions.  
 
 
 
Education Law Sections 1708 and 2504 
Public Officers Law Article 7 
General Construction Law Section 41 
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND 

PARLIAMENTARY PROCEDURE)  (Cont 'd.) 
 
NOTE: Refer also to Policies #1520 -- Special Meetings of the Board of Education 

#1540 -- Executive Sessions 
#5410 -- Purchasing 
#6217 -- Employment of Relatives of Board of Education Members 
#8340 -- Textbooks/Workbooks/Calculators/Instructional Computer  

Hardware 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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 By-Laws  
 

 
 
 
 
SUBJECT: SPECIAL MEETINGS OF THE BOARD OF EDUCATION  
 

Special meetings of the Board shall be held on call by any member of the Board. A reasonable 
and good faith effort shall be made by the Superintendent or the Board President, as the case may be, 
to give every member of the Board twenty-four (24) hours notice of the time, place and purpose of the 
meeting. All special meetings shall be held at a regular meeting place of the Board and/or in 
accordance with provisions of the Open Meetings Law as may be applicable. 
 

In an emergency, the twenty-four (24) hour notice may be waived by having each Board member 
sign a waiver-of-notice form. 
 

Public notice of the time and place shall be given, to the extent practicable, to the news media 
and shall be conspicuously posted in one (1) or more designated public locations at a reasonable time 
prior to the meeting. 
 
 
 
Education Law Section 1606(3) 
Public Officers Law Sections 103 and 104 
 
 
 
 
 
NOTE: Refer also to Policy #1510 -- Regular Board Meetings 
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SUBJECT: MINUTES  
 

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

The minutes of each meeting of the Board of Education shall state:  
 
 a) The type of meeting;  
 
 b) The date, time of convening, and adjournment;  
 
 c) Board members present and absent;  
 
 d) Board members' arrival and departure time, if different from opening or adjournment times; 
 
 e) All action taken by the Board, with evidence of those voting in the affirmative and the 

negative, and those abstaining;  
 
 f) The nature of events that transpire, in general terms of reference. 
 

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

All Board minutes shall be signed by the District Clerk when approved and stored in a locked 
room or locked file cabinet. Unless otherwise provided by law, minutes shall be available to the public 
within two (2) weeks following the date of a meeting; draft copies, so marked, are acceptable, subject 
to correction. 
 
Minutes of Executive Sessions 
 
 Minutes shall be taken at executive sessions of any action that is taken by formal vote. The 
minutes shall consist of a record or summary of the final determination of such action, the date and the 
vote. However, such summary need not include any matter which is not required to be made public by 
the Freedom of Information Law (FOIL). 
 
 If action is taken by a formal vote in executive session, minutes shall be available to the public 
within one (1) week of the date of the executive session. 
 
 
Education Law Section 2121 
Public Officers Law Section 106 
 
Adopted:  4/11/11 
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SUBJECT: EXECUTIVE SESSIONS 
 

Upon a majority vote of its total membership, taken in an open meeting pursuant to a motion 
identifying the area or areas of the subject or subjects to be considered, the Board of Education may 
conduct an executive session for discussion of the below enumerated purposes only, provided, 
however, that no action by formal vote shall be taken except on an Education Law Section 3020-a 
probable cause finding. For all other purposes, the action by formal vote shall be taken in open 
meeting and properly recorded in the minutes of the meeting.  
 
a) Matters that will imperil the public safety if disclosed;  
 
b) Any matter that may disclose the identity of a law enforcement agent or informer;  
 
c) Information relating to current or future investigation or prosecution of a criminal offense that 

would imperil effective law enforcement if disclosed;  
 
d) Discussions regarding proposed, pending or current litigation;  
 
e) Collective negotiations pursuant to Civil Service Law Article 14;  
 
f) Medical, financial, credit or employment history of any particular person or corporation, or 

matters leading to the appointment, employment, promotion, demotion, discipline, suspension, 
dismissal or removal of any particular person or corporation;  

 
g) Preparation, grading or administration of examinations; 
 
h) Proposed acquisition, sale or lease of real property or the proposed acquisition of securities, or 

sale or exchange of securities, but only when publicity would substantially affect the value 
thereof. 

 
Matters discussed in executive sessions must be treated as confidential; that is, never discussed 

outside of that executive session. 
 
 
 
Education Law Section 3020-a 
Public Officers Law Article 7 
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SUBJECT: ANNUAL DISTRICT MEETING AND ELECTION/BUDGET VOTE  
 

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

The District Clerk shall give notice of the time and place of holding the Annual Meeting and 
Election/Budget Vote by publishing such notice four (4) times within seven (7) weeks preceding the 
meeting. The first publication of the notice must be at least forty-five (45) days prior to the meeting. 
Such notice must appear in two (2) newspapers, if there are two (2) newspapers which have a general 
circulation within the District, or one (1) newspaper, if there is one (1) newspaper with a general 
circulation within the District. The notice shall also contain such other information as required by law. 
 

Copies of the proposed annual operating budget for the succeeding year to be voted upon at the 
Annual Meeting and Election shall be available to District residents, on request, in each District school 
building during certain designated hours on each day other than a Saturday, Sunday or holiday during 
the fourteen (14) days preceding such Annual Meeting. The availability of this budget information 
shall be included in a legal notice of the Annual Meeting; and such copies of the proposed budget will 
also be available to District residents at the time of the Annual Meeting and Election. 
 
 
 
Education Law Sections 1608, 1716, 1804(4), 1906(1), 2003(1), 2004(1), 2007(3), 2017(5), 2017(6), 2022(1), 
  2504 and 2601-a(2) 
 
 
 
 
 
NOTE: Refer also to Policy #1640 -- Absentee Ballots 
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SUBJECT: BUSINESS OF THE ANNUAL DISTRICT ELECTION  
 

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

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

a) Designation of District Clerk as Clerk of the election and assistant clerks; 
 

b) Designation of tellers and/or inspectors of election as previously appointed by the Board; 
 

c) Reading of notice of call of the election by the Clerk;  
 

d) Opening of the booths for voting; 
 

e) Closing of the booths; 
 

f) Receiving the report of the Clerk of the results of the elections; 
 

g) Adjournment. 
 
 
 
Education Law Sections 1716, 2025 and 2601-2613 
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SUBJECT: ANNUAL ORGANIZATI ONAL MEETING  
 

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

The Board may pass a resolution, however, to hold its Annual Organizational Meeting at any 
time during the first fifteen (15) days of July. 
 
Officers 
 
 The meeting shall be called to order by the District Clerk, who shall act as a Temporary 
Chairperson. The Board shall proceed to the election of a President. The President shall then take the 
chair. The Board shall then elect a Vice President. Election shall be by a majority vote. 
 
Oath of Office 
 
 The District Clerk shall administer the Oath of Office to the newly elected officers and new 
members of the Board. 
 
 
 
Education Law Sections 1701, 1706, 1707, 1709, 2109, 2502(9) and 2504(1) 
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SUBJECT: LEGAL QUALIFICATIONS OF VOTERS AT SCHOOL DISTRICT  
   MEETINGS   
 

A person shall be entitled to register and vote at any school meeting for election of members of 
the Board of Education, and upon all matters which may be brought before such meeting, who is: 
 
 a) A citizen of the United States;  
 
 b) Eighteen (18) years of age or older;  
 
 c) A resident within the District for a period of thirty (30) days preceding the next meeting at 

which he/she offers to vote.  
 

Any person who would not be qualified to register or vote under the provisions of Election Law 
Sections 5-100 and 5-106 shall not have the right to register for or vote in an election.  
 
 
 
Education Law Sections 2012, 2025 and 2603 
Election Law Article 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: ABSENTEE BALLOTS  
 

The Board of Education authorizes the District Clerk or a Board designee (the latter only if the 
District does not provide for the personal registration of voters) to provide absentee ballots to qualified 
District voters. Absentee ballots shall be used for the election of School Board members, School 
District public library trustees, the adoption of the annual budget and School District public library 
budget and referenda. 
 

A District voter must request in advance an application for an absentee ballot. The voter must 
complete the application and state the reason he/she will not be able to appear in person on the day of 
the District election/vote for which the absentee ballot is requested. The application must be received 
by the District Clerk or Board designee at least seven (7) days before the election/vote if the ballot is 
to be mailed to the voter, or the day before the election/vote if the ballot is to be delivered personally 
to the voter. 
 

Pursuant to the provisions of Education Law, a qualified District voter is eligible to vote by 
absentee ballot if he/she is unable to appear to vote in person on the day of the School District 
election/vote because: 
 

a) He/she is or will be a patient in a hospital, or is unable to appear personally at the polling 
place on the day of the election/vote because of illness or physical disability; 

 
b) He/she has duties, occupation or business responsibilities, or studies which require being 

outside of the county or city of residence on the day of the School District election/vote; 
 

c) He/she will be on vacation outside of the county or city of residence on the day of such 
District election/vote;  

 
d) He/she will be absent from the voting residence due to detention in jail awaiting action by a 

grand jury or awaiting trial, or is confined in prison after conviction for an offense other 
than a felony; or 

 
e) He/she will be absent from the School District on the day of the School District 

election/vote by reason of accompanying spouse, parent or child who is or would be, if 
he/she were a qualified voter, entitled to apply for the right to vote by absentee ballot. 

 
 Statements on the application for absentee ballot must be signed and dated by the voter. 
 
 An absentee  ballot must reach the office of the  District  Clerk or  Board  designee not later  than 
5 p.m. on the day of the election/vote in order that his/her vote may be canvassed. 
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SUBJECT: ABSENTEE BALLOTS  (Cont 'd.) 
 
 A list of all persons to whom absentee ballots have been issued shall be maintained in the office 
of the District Clerk or Board designee and made available for public inspection during regular office 
hours until the day of the election/vote. Any qualified voter may, upon examination of such list, file a 
written challenge of the qualifications as a voter of any person whose name appears on such list, 
stating the reason for such challenge. The written challenge shall be transmitted by the District Clerk 
or Board designee to the election inspectors on the day of the District election/vote. In addition, any 
qualified voter may challenge the acceptance of the absentee voter's ballot of any person on such list 
by making his/her reasons known to the election inspector before the close of the polls. 
 
 
 
Education Law Sections 1501-c, 2014, 2018-a, 2018-b and 2613 
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SUBJECT: SUBMISSION OF QUESTIONS AND PROPOSITIONS AT ANNUAL 
   ELECTIONS AND SPECIAL DISTRICT MEETINGS  
 
Questions and Propositions at Annual District Elections 
 

The following rules and regulations shall apply to the submission of the questions or 
propositions at the annual elections or special District elections of this School District.  
 
a) Questions or propositions shall be submitted by petition directed to the Clerk of the School 

District and shall be signed by twenty-five (25) qualified voters, or five percent (5%) of the 
registered voters of the District who voted in the previous annual election of Board members, 
whichever is greater.  

 
b) A separate petition shall be required for each question or proposition.  
 
c) Each petition shall be filed with the Clerk of the School District. Petitions relating to an Annual 

Election must be filed not later than thirty (30) days preceding the election at which the question 
or proposition is to be voted upon.  

 
d) Questions or propositions submitted in accordance with these rules and accepted will be printed 

on the ballot for the voting machine. 
 
e) The Board of Education shall cause the rules and regulations set forth in this policy to be 

distributed within the District.  
 
f) Nothing herein contained shall affect the nominations of candidates as set forth in the Annual 

District Election notice pursuant to Education Law Section 2018. 
 
Questions or Propositions to be Submitted at Special District Meetings 
 

The procedure for requesting the Board of Education to call a Special District Meeting to vote on 
a question or proposition shall be in accordance with subdivision 2 of Education Law Section 2008. 
 
 
 
Education Law Sections 2008(2), 2018, 2035(2) and 2601-a(3) 
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SUBJECT: ORIENTING NEW BOARD MEMBERS   
 

The Board and its staff shall assist each new member-elect to understand the Board's functions, 
policies, and procedures before he/she takes office, by the following methods:  
 
 a) The Board and the Superintendent will acquaint the member-elect and the new member to 

their responsibilities, the Board's method of operating, and to School District policies and 
problems; 

 
 b) In the interim between election or appointment and assuming office, the member-elect will 

be invited to attend all meetings and functions of the Board, including executive sessions, 
and is to receive all reports and communications normally sent to Board members; 

 
c) The electee shall be given selected materials relating to the responsibilities of Board 

membership, which material is supplied by the New York State School Boards Association, 
the National School Boards Association, and/or other professional organizations;  

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

 
e) The electee shall be invited to meet with the Board President, the Superintendent and other 

administrative personnel to discuss services they perform for the Board;  
 
f) A copy of the Board's policies and by-laws shall be given to the electee by the Clerk;  
 
g) The opportunity shall be provided for new Board members to attend the New York State 

School Boards Association orientation program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: BOARD MEMBER TRAINING ON FINANCIAL OVERSIGHT, 

ACCOUNTABILITY AND FIDUCIARY RESPONSIBILITIES  
 
 Within the first year of election, re-election or appointment, each Board member must complete 
a minimum of six (6) hours of training on the financial oversight, accountability and fiduciary 
responsibilities of a School Board member. The curriculum and provider of this training must be 
approved by the Commissioner of Education. 
 
 Upon completion of the required training, the Board member must file a certificate of 
completion with the District Clerk. 
 
 
 
Education Law Section 2102-a 
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(a) 
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SUBJECT: COMMITTEES OF THE BOARD  
 

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

At the request of the Board, the President shall appoint temporary committees consisting of less 
than a quorum of the full membership for special purposes. These committees shall be discharged on 
the completion of their assignment. The President of the Board shall be an ex-officio member of such 
committees.  
 

The Board of Education recognizes that it may be necessary from time to time to authorize 
advisory committees for the purpose of enlisting opinions and counsel of the general public. Such 
committees shall be appointed by the Board of Education. The Board has the right to accept, reject or 
modify all or any part of a committee recommendation. 
 
Audit Committee 
 
 The Board has established an audit committee to oversee the annual audit of the District, and 
report on its findings to the Board. 
 
 
 
Education Law Sections 1708, 2116-c and 4601 
 
 
 
 
 
NOTE: Refer also to Policy #5572 -- Audit Committee 
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SUBJECT: MEMBERSHIP IN ASSOCIATIONS  
 

The School District shall be a member of the Genesee Valley School Boards Associations. 
Additionally, the Board may maintain membership and participate cooperatively in other associations.  
 
 
 
Education Law Section 1618 
Comptroller's Opinion 81-255 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: ATTENDANCE BY BOARD MEMBERS A T CONFERENCES, 
   CONVENTIONS AND WORKSHOPS 
 

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

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

 
b) Funds for participation at such conferences, conventions, workshops and the like will be 

budgeted for on an annual basis. When funds are limited, the Board will designate which 
members are to participate at a given meeting.  

 
c) Reimbursement to Board members for all actual and necessary registration fees, expenses 

of travel, meals and lodging, and all necessary tuition fees incurred in connection with 
attendance at conferences and the like will be in accordance with established regulations 
for expense reimbursement. 

 
d) When a conference, convention or workshop is not attended by the full Board, those who 

do participate will be requested to share information, recommendations and materials 
acquired at the meeting. 

 
The authorization for Board members to attend a conference, convention, workshop and the like 

shall be by Board resolution adopted prior to such attendance. However, the Board, in its discretion, 
may delegate the power to authorize attendance at such conferences to the President of the Board of 
Education. 
 

Where authorization has been delegated to the President of the Board, no expense or claim form 
shall be paid unless a travel order or similar document signed by the President is attached to such 
form, authorizing the claimant to attend the conference. 
 
 
Education Law Section 2118 
General Municipal Law Sections 77-b and 77-c 
 
 
NOTE: Refer also to Policies #5323 -- Reimbursement for Meals/Refreshments 

#6161 -- Conference/Travel Expense Reimbursement 
 
Adopted:  4/11/11 
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SUBJECT: COMPENSATION AND EXPENSES 
 
 No member of the Board may receive any compensation for his/her services unless he/she shall 
also serve as District Clerk and be paid as Clerk. All members of the Board of Education may be 
reimbursed for actual expenses incurred in representing the District. All bills or claims for 
reimbursement must be itemized in reasonable detail.  
 
Conference Travel for Newly Elected Board Members 
 
 In accordance with General Municipal Law, the Board, by a majority vote, may authorize a 
newly elected Board member whose term of office has not yet commenced to attend a conference. 
Such conference travel shall be for official District business and shall be made utilizing a cost-
effective and reasonable method of travel. 
 
 Authorization must be by resolution adopted prior to such attendance and duly entered in the 
minutes. However, the Board may delegate the power to authorize such attendance at a conference to 
the Board President or Board Vice President. 
 
 
 
Education Law Section 2118  
General Municipal Law Sections 77-b and 77-b(2) 
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SUBJECT: BOARD SELF-EVALUATION  
 

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

The Superintendent and others who work regularly with the Board may be asked to participate in 
this review and to suggest ways by which the Board can improve its functioning as a legislative body. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11  
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SUBJECT: MEDIA/MUNICIPAL GOVERNMENTS/SENIOR CITIZENS  
 
School District Media 
 

The Principal of each building is responsible for the preparation of news releases concerning the 
activities within that building, and for reviewing them with the Superintendent prior to release. Copies 
of all final news releases will be sent to the Superintendent's Office.  
 

In addition, a periodic newsletter may be prepared and mailed to each resident of the School 
District. Included in the newsletter will be information regarding school activities, a monthly calendar 
and other items of interest to the community. The Board accepts the funding obligation for the 
necessary staff and production costs.  
 

As the official spokesperson, the Superintendent or his/her designee shall issue all news releases 
concerning the District. All statements of the Board will be released through the Office of the 
Superintendent and/or the District Clerk. 
 
Municipal Governments 
 

It is the policy of the Board to establish and maintain a positive working relationship with the 
governing bodies of the municipality. The Board shall also cooperate with municipal, county and state 
agencies whose work affects the welfare of the children of the District, including but not limited to the 
County Social Service Department, the Board of Health, the Recreation Department, the Public 
Library, and all community emergency service agencies. 
 
Senior Citizens 
 

The Board of Education will consider school related programs for senior citizens in accordance 
with Education Law and/or Regulations of the Commissioner of Education. Such programs include 
special use of school buildings or school buses, school lunches and partial tax exemptions.  
 
 
 
Education Law Sections 1501-b(1)(a), 1501-b(1)(b), and 1709(22) 
Real Property Tax Law Section 467 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE 

PUBLISHING  
 

The availability of Internet access in the School District provides an opportunity for staff and 
students to access information and contribute to the School District's presence on the World Wide 
Web. The District/school/classroom Web sites must relate to curriculum or instructional matters, 
school authorized activities, or general information of interest to the public pertaining to the District or 
its schools. Staff and students are prohibited from publishing personal home pages or links to personal 
home pages as part of the District/school/classroom Web Page(s). Similarly, no individual or outside 
organization will be permitted to publish personal Web Pages as part of the District/school/classroom 
Web Page(s). 
 

The District shall provide general training on relevant legal considerations and compliance with 
applicable laws and regulations including copyright, intellectual property, and privacy of student 
records as well as relevant District procedures to those staff members and students who are allowed to 
develop or place material on the District/school/classroom Web Page(s). 
 
Mission Statement of the Committee: 
 

It is the intent of the Committee to oversee the requests and make recommendations for the 
District Web Page. The Committee will also periodically review the Web site for outdated material 
and notify the webmasters of such material. The Committee is not responsible for technical issues or 
the technical creation of web pages, or the maintaining of such pages. 
 
Purpose of the Wayland-Cohocton School Web Site 
 

Wayland Cohocton Central School's Web site has been established to provide accurate 
information about the school to the community by means of the Internet, to aid in the distribution of 
news at each building level, and to enhance the communication within the District. 
 

Wayland Cohocton Central School District will create and maintain a Web site and Web Pages 
for the following purposes: 
 
 a) To support the District's vision and mission. 
 
 b) To provide the community with information about the District and its schools concerning: 
 
  1. Policies; 
  2. Board of Education; 
  3. Curricular and extra-curricular programs; 
  4. Opportunities for students; 
  5. Classroom Content; 
  6. Student/staff achievements, educational projects, presentations, and learning 

experiences; 
 

(Continued) 
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE 

PUBLISHING  (Cont 'd.) 
 
  7. Calendars; 
  8. Schedules. 
 
 c) To provide students and the community with support for learning. 
 
 d) To serve as a means of communication for student, families, District personnel, the 

community, and associated organizations. 
 
Content Requirements: 
 
a) General Requirements: 
 
 1. Pages should exhibit proper grammar, spelling and punctuation. 
 
 2. The party responsible for the pages should make every effort to keep the pages up-to-date. 
 
 3. Every student, staff member and administrator is encouraged to contribute content at the 

appropriate age and learner level and must follow the appropriate procedures. 
 
 4. Every Web Page will abide by the World Wide Web Consortium (W3C) guidelines 

http://www.w3.org/standards/about.html 
 
b) District-Level Requirements: 
 
 Other content must be approved using the procedures established in this document (see below). 
 
c) School-Level Requirements: 
 
 1. There must be a link to the school homepage on every page; 
 
 2. The school name must appear on every school page; 
 
 3. Every page should include contact information for the person(s) responsible for the page 

(e-mail, address, or phone number); 
 
 4. Every page should include the date of its most recent update (e.g., Last updated 11-20-

2010). 
 
 
 
 
 

(Continued) 
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE 

PUBLISHING  (Cont 'd.) 
 
d) Classroom, Activity, Club, Sports, and Extra-curricular Pages: 
 
 1. There must be a link to the school homepage on every page 
 
 2. The school name must appear on every page 
 
 3. Every page should include contact information for the person(s) responsible for the page 

(e-mail, address, or phone number) 
 
 4. Every page should include the date of its most recent update (e.g., Last updated 11-20-

2010) 
 
e) Student-Developed Pages: 
 
 1. There must be a link to the school homepage on every page 
 
 2. Every page should include contact information for the person(s) responsible for the page 

(e-mail, address, or phone number) 
 
f) Community Group Pages: 
 
 1. Web Pages are for school-related issues. Therefore, community groups must be involved in 

an authorized activity to be on the WCCS web server. 
 
 2. A letter must be submitted on the organization's letterhead relating their need for the Web 

Page and how it relates to the District. 
 
 3. A Web Page request will also be submitted to the Web Page Committee for approval. 
 
g) Authorization for Student Name/Work: 
 
 1. Authorization is needed for submitting student's name, photo and/or work on the District 

Web Page. An authorization form must be signed by the parent(s)/guardian(s). 
 
 2. Refer to The Family Education Rights and Privacy Act (FERPA) and Children's Online 

Privacy Protection Act (COPPA). 
 
Procedures for the Development of Web Pages 
 
a) Each staff member interested in developing a Web Page should first fill out a Web Page request 

form and submit it to the Web Page Committee. 
 

(Continued) 
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE 

PUBLISHING  (Cont 'd.) 
 
b) If a department or grade level is interested in developing a Web Page, one (1) member should be 

designated to hold primary responsibility for the Page. 
 
c) All staff members should check with the Web Page Committee for suggested formats. 
 
d) Design, content, layout, and links will be checked by the Web Page Committee prior to posting 

on the District Web site. 
 
e) All Web Pages must be reviewed and updated as necessary at least once each semester. 
 
f) At the end of each school year, prior to the beginning of the next school year, a member of the 

Web Page Committee will examine the entire District Web site for outdated information and 
links. All outdated information will be deleted from the site. 

 
The Web Page Committee will periodically scan pages of the District Web site for outdated 

information and links. Notification will be given that expired information must be updated within one 
(1) month of the notice or it will be removed from the District Web site. 
 
Web Page Policy Guidelines 
 
a) Material to be published must not display, access, or link to sites deemed offensive by Wayland-

Cohocton's Acceptable Use Policy. All published material must have educational value and/or 
support the district guidelines, goals and policies. 

 
b) The web is a very dynamic resource. It is strongly recommended that all sites in which links are 

provided as curriculum resources for staff and students be checked regularly. 
 
c) Student work should not be published on a Web site unless both the student and the parent(s) or 

guardian(s) have signed the signature page. 
 
d) Group photographs of students may be published, but individual names will not be listed. The 

Wayland-Cohocton Web Policy Committee does not recommend identifying individuals in 
photographs for any reason. 

 
e) At no time will a student's personal information appear on a school or District Web Page. 
 
f) Faculty member e-mail addresses will be posted (with first and last name) unless faculty submits 

a request not to have their name posted. 
 
 
 
 

(Continued) 
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SUBJECT: SCHOOL DISTRICT STANDARDS AND GUIDELINES FOR WEB PAGE 

PUBLISHING  (Cont'd.)  
 
Web Page Policy Copyright Issues 
 
a) The copyright law and the courts have provided exceptions to the rules that govern the behavior 

of teachers, students, and schools. In general terms, teachers, students and schools are allowed to 
make "fair use" of materials for instructional purposes. 

 
b) "Fair use" has been interpreted to include those limited uses which are not likely to deprive a 

publisher or an author from income. "Fair use" of Internet resources by teachers, students, 
schools or District personnel should parallel the use of printed resources. 

 
c) Teachers and students might make limited use of some text and graphics within their own 

classrooms. They should not "publish" those same materials across other classrooms within the 
building by posting on a local area network (LAN) or across other classrooms in other buildings 
on a wide area network (WAN) or the World Wide Web. Teachers and students might make 
rather liberal use of information, text and graphics so long as their resulting works remain within 
the classroom setting. The moment the works move out of the classroom, they may fall under a 
"public performance" clause of the copyright law which imposes much greater restrictions and 
fees. 

 
d) Many schools and district departments have purchased clip art collections to use within a 

classroom or department. In most cases, the agreement is printed on some kind of seal which is 
broken upon opening. In most cases, there is specific language outlining the user's Web rights. 
Most of these agreements require the user to print a credit line on any published document which 
includes one or more graphics from the collection. The best advice is to read and follow the 
stipulations within the agreement. 

 
e) Neither teachers, students, nor District personnel may safely make use of other's materials 

(graphics, text, etc.) when they publish on the Web unless they have requested and received 
formal permission to do so. This would include downloading or "Whacking" another Web site's 
material down to their school server. This should only be done after obtaining written permission 
from the author of the desired site. 

 
f) To avoid problems with what to use, the following statement should be our guide. Unless there is 

a clear statement that art, photos and text are "public domain" and available for free use, one 
should assume that they are copyrighted. This material should not be used for republication on a 
local area network, a wide area network or a Web site unless permission is granted from the 
owner. 

 
 
 
 
 

(Continued) 
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PUBLISHING  (Cont'd.)  
 
Student Free Speech Issues (School-sponsored Publications) 
 
 In general, School Districts can exercise editorial control over the style and content of student 
expression in school-sponsored publications, theatrical productions, and other expressive activities that 
students, parents and members of the public might reasonably perceive to bear the imprimatur of the 
school. However, the school's actions in such a case must be reasonably related to legitimate 
pedagogical concerns and may not amount to viewpoint discrimination. 
 
Consequences for Non-Compliance 
 
 Web Pages that do not comply with the above criteria are subject to revocation of approval and 
removal from the District/school/classroom Web sites. 
 
Staff 
 
 Faculty or staff posting non-approved or inappropriate material on a school-affiliated Web site 
are subject to the imposition of discipline, including possible suspension or revocation of access to the 
District's computer network, in accordance with law and applicable collective bargaining agreements. 
In the case that a violation may constitute a criminal offense, it will be reported to the appropriate 
authorities. 
 
Students 
 
 Students posting non-approved or inappropriate material on a school-affiliated Web site are 
subject to the imposition of discipline, including possible suspension or revocation of access to the 
District's computer network, in accordance with applicable due process procedures and the District 
Code of Conduct. In the case that a violation may constitute a criminal offense, it will be reported to 
the appropriate authorities. 
 
Oversight 
 
 The Superintendent of Schools or his/her designee shall have the authority to approve or deny 
the posting of any proposed Web Pages on school-affiliated Web sites based upon compliance with the 
terms and conditions set forth in this policy as well as applicable District practices and procedures. 
 
 
 
Digital Millennium Copyright Act (DMCA), 17 United States Code (USC) Sections 101 et seq., 512 
  and 1201 et seq. 
Family Educational Rights and Privacy Act of 1974, 20 United States Code (USC) Section 1232(g) 
34 Code of Federal Regulations (CFR) Parts 99 and 201 
 
Adoption Pending 
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SUBJECT: FLAG DISPLAY  
 

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

When ordered by the President, Governor, or local official, to commemorate a tragic event or the 
death of an outstanding individual, the flag shall be flown at half-staff. The Superintendent's approval 
shall be required for the flag to be flown at half-staff upon any other occasion. Regulations for seeking 
such approval shall be established in the Administrative Manual of the District. 
 
 The flag shall be displayed in every assembly room (i.e., the auditorium) including the room 
where the Board of Education meetings are conducted, as well as displayed in all rooms used for 
instruction. 
 
 
 
Education Law Sections 418 and 419 
Executive Law Sections 402 and 403 
8 New York Code of Rules and Regulations (NYCRR) Sections 108.1-108.3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SCHOOL VOLUNTEERS  
 

The Board recognizes the need to develop a school volunteer program to support District 
instructional programs and extracurricular activities. The purpose of the volunteer program will be to: 
 

a) Assist employees in providing more individualization and enrichment of instruction; 
 

b) Build an understanding of school programs among interested citizens, thus stimulating 
widespread involvement in a total educational process; 

 
c) Strengthen school/community relations through positive participation. 

 
Volunteers are persons who are willing to donate their time and energies to assist Principals, 

teachers, and other school personnel in implementing various phases of school programs. Volunteers 
shall serve in that capacity without compensation or employee benefits except for liability protection 
under the District's insurance program. 
 

An application shall be filled out by each prospective volunteer and forwarded to the District 
Office for evaluation. The Building Principal will forward his/her decisions concerning selection, 
placement and replacement of volunteers to the Superintendent for final evaluation. Following 
approval from the Superintendent of Schools, volunteers selected for work in the District shall be 
placed on the list of approved volunteers. However, the Superintendent retains the right to approve or 
reject any volunteer applications submitted for consideration. 
 

Administrative regulations will be developed to implement the terms of this policy.  
 
 
 
Volunteer Protection Act of 1997, 42 United States Code (USC) Section 14501 et seq. 
Education Law Sections 3023 and 3028 
Public Officers Law Section 18 
 
 
 
 
 
NOTE: Refer also to Policy #6540 -- Defense and Indemnification of Board Members and 

 Employees 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: CHARTER SCHOOLS 
 
 A charter school is a public school financed through public local, state and federal funds that is 
independent of local school boards. Although the New York Charter Schools Act of 1998 designates 
certain "charter entities," only the local school district may approve the conversion of an existing 
public school to a charter school. Prior to any such conversion to a charter school, the 
parents/guardians of the majority of the students then enrolled in the public school must have voted in 
favor of the conversion.  
 
 For charter schools approved by the Board of Trustees of the State University of New York or 
the Board of Regents, the local school district within which the charter school is located has the right 
to visit, examine, and inspect the charter school for compliance with all applicable laws, regulations, 
and charter provisions. 
 
 Charter schools may be located in part of an existing public school building, a private work site, 
a public building, or any other suitable location. At the request of the charter school or prospective 
applicant, the School District shall make available a list of vacant and unused school buildings and 
vacant and unused portions of school buildings, including private school buildings, within the School 
District which may be suitable for the operation of a charter school. 
 
 The School District's high school(s) may accept academic credit from students who transfer from 
the charter school as authorized and/or permitted in accordance with law, Commissioner's 
Regulations, and local District standards. Either the charter school or the local School Board may issue 
a high school diploma upon students' graduation from a charter school depending on the charter 
school's relationship with the School Board. 
 
 For the purposes of the Textbook Loan Program defined in Education Law Section 701, the 
Library Materials Loan Program defined in Education Law Section 711, and the Computer Software 
Loan Program defined in Education Law Section 751, and Health and Welfare Services defined in 
Education Law Section 912, students attending a charter school have the same access to textbooks, 
software and library materials loaned by the School District as if enrolled in a nonpublic school. 
Within available School District inventory and budgetary appropriations for purchase of such 
materials, the School District is required to provide such materials on an equitable basis to all public 
school students and to all nonpublic school and charter school students who are residents of the 
District (Textbook Loan Program) or who attend a nonpublic or charter school in the School District 
(Software and Library Materials Loan Programs). The base year enrollment of students in the charter 
school may be claimed by the School District for the purposes of Textbook, Software and Library 
Materials Aids, in the same manner as nonpublic school enrollments are claimed. 
 
 For the purpose of transportation, charter schools are considered nonpublic schools, which 
means that students attending charter schools who reside within a fifteen (15) mile radius of the 
charter school (or a greater radius if the voters of the school district of residence have approved 
nonpublic transportation for more than fifteen [15] miles) will receive transportation from their school 
district of  residence on the same basis as  nonpublic  school students; that is, subject to the  applicable 
 

(Continued) 
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SUBJECT: CHARTER SCHOOLS  (Cont'd.) 
 
minimum mileage limits for transportation in the school district of residence, and the requirement of 
the timely filing of the request for transportation pursuant to Education Law Section 3635(2). 
 
 A student cannot be dually enrolled in the charter school and District schools. However, the 
school district of residence of students attending a charter school may, but is not required to, allow 
such students to participate in athletic and extracurricular activities. 
 
 Special Education programs and services shall be provided to students with disabilities attending 
a charter school in accordance with the individualized education program recommended by the 
Committee or Subcommittee of Special Education of the student's school district of residence. The 
charter school may arrange to have such services provided by the school district of residence or by the 
charter school directly or by contract with another provider. Where the district of residence provides 
the special education programs or services, they will be provided in the same manner as provided to 
students in other public schools in the District. This includes the provision of supplementary and 
related services on site to the same extent the District's policy and practices provide such services on 
the site of other public schools. 
 
 All employees of a public school converted to a charter school are included within the 
negotiating unit for the local school district, but the collective bargaining agreement of that negotiating 
unit may be modified by a majority vote of the members who work at the charter school, with the 
approval of the Board of Trustees of the charter school. 
 
 Instructional employees of a charter school which has not been converted from an existing 
public school and which has more than two hundred fifty (250) students during the first year of 
instruction will be represented in a separate negotiating unit at the charter school by the same 
employee organization representing similar employees in the local school district. Employees may be 
included in the Teachers' Retirement System and other retirement systems open to employees of the 
School District. Financial contributions for such benefits are the responsibility of the charter school 
and the charter school's employees.  
 
 Teachers employed by the School District may apply for a leave of absence for purposes of 
teaching at a charter school. Approval for such leave of absence for a period of two (2) years or less 
shall not be unreasonably withheld. If such approval is granted to a teacher by the District, the teacher 
may return to teach in the School District during such period of leave without the loss of any right of 
certification, retirement, seniority, salary status, or any other benefit provided by law or by collective 
bargaining agreement. If an appropriate position is unavailable, the teacher's name shall be placed on a 
preferred eligible list of candidates for appointment to a vacancy that may thereafter occur in an office 
or position similar to the one such teacher filled in the District immediately prior to the leave of 
service.  
 
 
 
 

(Continued) 
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Charter School Finances 
 
 Charter school financing in the first year of operation shall be based on the number of students 
projected to be served by the charter school and the approved operating expenses of the district of 
residence of those students. Adjustments will be made in each subsequent year based upon the final 
report by the charter school of actual enrollment.  
 
 Federal and State aid attributable to students with disabilities are required to be paid to a charter 
school by the school district of residence for those students attending such charter school in proportion 
to the services the charter school provides such students directly or indirectly. The New York Charter 
Schools Act requires that the school district of residence forward such payments to the charter school, 
in six (6) substantially equal installments each year beginning on the first business day of the months 
of July, September, November, January, March, and May. Payment of federal aid attributable to a 
student with a disability attending a charter school must be made according to the requirements in 20 
United States Code (USC) Sections 76.85-76.799 and Title 34 of the Code of Federal Regulations 
(CFR) Section 300.209. Failure by the School District to make such required payments will result in 
the State Comptroller deducting the required amounts from State funds due to the District and paying 
them to the charter school. 
 
 Approved operating expenses include the essential operating cost of the School District. 
Excluded are costs for transportation, debt services, construction, tuition payments to other school 
districts, some BOCES payments, cafeteria or school lunch expenditures, balances and transfers, rental 
income from leased property, and certain other limited categories unless otherwise authorized pursuant 
to the federal grant program, State Charter School Facilities Incentive Program. 
 
 Amounts payable to a charter school by the School District will be determined by the 
Commissioner of Education. 
 
 Neither the School District, the charter entity, nor the State is liable for the debts of the charter 
school. 
 
Notice and Hearing Requirements 
 
 The New York State Board of Regents is required to provide the School District information on 
the charter school process. If a charter school is proposed, the charter entity and the Board of Regents 
have to notify the school district in which the charter school is located and public and nonpublic 
schools in the same geographic area as the proposed charter school at each significant stage of the 
chartering process. 
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SUBJECT: CHARTER SCHOOLS  (Cont'd.) 
 
 Before a charter is issued, revised or renewed, the school district in which the charter school is 
located shall:  
 
 a)  Hold a public hearing to solicit comments from the community within thirty (30) days of 

initially receiving notice of the receipt or an application for formation, renewal or revision 
of a charter. This hearing will be held in the community potentially impacted by the 
proposed charter school.  

 
 b)  Be given the opportunity to comment on the proposed charter to the charter entity. The 

charter entity shall consider comments raised and submit such comments to the Board of 
Regents with their application.  

 
 When a revision involves the relocation of a charter school to a different school district the 
proposed new school district shall also hold a hearing within thirty (30) days of receiving notice of 
receipt of an application.  
 
 The District shall provide the State Education Department with a copy of the public hearing 
notice at the time the notice is disseminated to the community. The District will also provide to both 
the State Education Department and the charter school's charter entity:  
 
 a) No later than the next business day after the hearing written confirmation that the hearing 

was held, the date and time of the hearing; and  
 
 b) Within fifteen (15) business days after the hearing, copies of all written records or 

comments generated from the hearing.  
 
 Time limits on the charter application process will be in accordance with the Charter Schools 
Act.  
 
 
 
20 United States Code (USC) Sections 76.785-76.799  
State Charter School Facilities Incentive Program, 34 Code of Federal Regulations (CFR) Part 226 
34 Code of Federal Regulations (CFR) Section 300.209  
Education Law Article 56 and Sections 3602(11) and 3635  
8 New York Code of Rules and Regulations (NYCRR) Parts 100 and 119  
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: VISITORS TO THE SCHOOL  
 

All visitors shall be required to report to the Main Office upon arrival at school and state their 
business. Visitations to classrooms for any purpose require permission in advance from the Building 
Principal in order to allow teachers the opportunity to arrange their schedules to accommodate such 
requests.  
 

When individual Board members visit the schools, they must abide by the regulations and 
procedures developed by the administration regarding school visits.  
 
 
 
Education Law Section 2801 
Penal Law Sections 140.10 and 240.35 
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SUBJECT: PUBLIC COMPLAINTS  
 

Complaints by citizens regarding any facet of the school operation often can be handled more 
satisfactorily by the administrative officer in charge of the unit closest to the source of the complaint. 
In most instances, therefore, complaints will be made to the Building Principal and/or his/her assistant 
if the matter cannot be resolved by the teacher, coach, or other school employee.  
 
 The Board of Education of the Wayland-Cohocton Central School District recognizes the 
importance of channeling questions and problems relating to the school operation to the appropriate 
areas of responsibilities. Consequently, the policy is hereby established which recognizes the 
following lines of responsibility. 
 
Educational Area 
 
a) Teacher 
b) Department Chairman 
c) Building Principal 
d) Superintendent 
e) Board of Education 
 
General Support 
 
a) Employee 
b) Building Principal 
c) Superintendent 
d) Board of Education 
 
Transportation  
 
a) Driver-Mechanics 
b) Transportation Director 
c) Business Manager 
d) Superintendent 
e) Board of Education 
 
Maintenance & Cafeteria 
 
a) Employee 
b) Director 
c) Business Manager 
d) Superintendent 
e) Board of Education 
 

 
 

(Continued)



 2011 3230 
2 of 2 

 
 Community Relations  

 
 
 
 
 
SUBJECT: PUBLIC COMPLAINTS   (Cont'd.) 
 
 All questions or problems addressed to the Board or administrator will be channeled to the 
appropriate area for examination. If the problems reach the Superintendent's level, the parties will 
present their concerns in a verbal and a written form. The form will be developed by the 
Superintendent. If there is an appeal to the Board of Education, the Board will review the written 
documentation to determine if a Board hearing is appropriate. 
 
 It should be clearly understood that the Board of Education can not be required to convene a 
special Board meeting based upon the wishes of the staff, students or parents. However, the Board will 
call a special meeting if it feels that the meeting would be in a best interest of the District.  
 
 
 
 
 
NOTE: Refer also to Policies #8330 -- Objection to Instructional Materials 

#8331 -- Controversial Issues 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: STUDENT PARTICIPATION   
 

Students provide an important channel of communication with parents and the entire community. 
Information concerning the schools may be properly disseminated through students. The School 
District's administrators shall review all messages and materials prior to authorizing their dispersal 
through the student body. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: PARENT-TEACHER -STUDENT ASSOCIATION   
 

The Board of Education recognizes that the goal of the Parent-Teacher-Student Association is to 
develop a united effort between educators and the general public to secure for every child the highest 
achievement in physical, academic and social education. Therefore, staff members and parents are 
encouraged to join the Wayland-Cohocton Parent-Teacher-Student Association and to participate 
actively in its programs.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SOLICITATION OF CHARITABLE DONATIONS  
 
School Children 
 

Direct solicitation of charitable donations from children in the District schools on school 
property during regular school hours shall not be permitted. It will be a violation of District policy to 
ask District school children directly to contribute money or goods for the benefit of a charity during 
the hours in which District students are compelled to be on school premises. 
 

However, this policy does not prevent the following types of fund raising activities: 
 
 a) Fund raising activities which take place off school premises, or outside of regular school 

hours during before-school or after-school extracurricular periods; 
 
 b) Arms-length transactions, where the purchaser receives a consideration for his/her 

donation. For example, the sale of goods or tickets for concerts or social events, where the 
proceeds go to charity, shall not be prohibited as the purchaser will receive consideration - 
the concert or social event - for the funds expended; 

 
 c) Indirect forms of charitable solicitation on school premises that do not involve coercion, 

such as placing a bin or collection box in a hallway or other common area for the donation 
of food, clothing, other goods or money. However, collection of charitable contributions of 
food, clothing, other goods or funds from students in the classroom or homeroom is 
prohibited. 

 
The Board of Education shall ultimately decide which organizations, groups, etc. can solicit 

charitable donations and for what purposes, as long as the activities comply with the terms of this 
policy and the Rules of the Board of Regents. 
 

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

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

Distribution of information about worthwhile area charities may be made through the Office of 
the Superintendent of Schools as a service to School District personnel. 
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SUBJECT: SOLICITATION OF CHARITABLE DONATIONS   (Cont'd.) 
 
New York State Constitution Article 8, Section 1 
Education Law Section 414 
8 New York Code of Rules and Regulations (NYCRR) Section 19.6 
 
 
 
 
 
NOTE: Refer also to Policy #7450 -- Fund Raising by Students 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: ADVERTISING IN THE SCHOOLS   
 

Neither the facilities, the staff, nor the students of the School District shall be employed in any 
manner for advertising or otherwise promoting the interests of any commercial, political, or other non-
school agency, individual or organization, except that: 
 
 a) Schools may cooperate in furthering the work of any non-profit, community-wide, social 

service agency, provided that such cooperation does not restrict or impair the educational 
program of the schools or conflict with the Rules of the Board of Regents Section 19.6; 

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

the producing firm;  
 
 c) The Superintendent of Schools may, at his/her discretion, announce or authorize to be 

announced, any lecture or other community activity of particular educational merit;  
 
 d) The schools may, upon approval of the Superintendent of Schools, cooperate with any 

agency in promoting activities in the general public interest that are non-partisan and non-
controversial, and that promote the education and other best interests of the students.  

 
No materials of a commercial nature shall be distributed through the children in attendance in the 

Wayland-Cohocton Central School District except as authorized by law or the Commissioner's 
Regulations.  
 
 
 
New York State Constitution Article 8, Section 1 
8 New York Code of Rules and Regulations (NYCRR) Section 19.6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT  
 
School Facilities 
 
 It is the policy of the Board of Education of the Wayland-Cohocton Central School District to 
permit use of its buildings and grounds by Board-approved school and student organizations (such as 
student council, clubs and athletic teams) and for Board-approved school-related activities when the 
use is consistent with educational purposes and with Federal and State law.  
 
 It is the policy of the Board of Education of the Wayland-Cohocton Central School District to 
permit community (defined to mean organizations and activities, which are not officially approved or 
sponsored by the Board of Education) use of its buildings and grounds when they are not being used 
for school purposes or when community use would not disrupt school operations. In general, the 
Board will permit community use of its buildings and grounds for educational, social, civic and 
recreational activities in a manner consistent with State law.  
 
 To carry out this Policy, the Board authorizes the Superintendent, or his/her designee, to adopt 
administrative regulations and procedures. These regulations and procedures should include:  the 
establishment of forms for requesting use of District facilities, procedures for reviewing requests, 
supervision requirements, and rules for access to and use of District facilities.  
 
 The Superintendent, or his/her designee, will provide the Board with copies of the administrative 
regulations and procedures which have been adopted to implement this Policy. The Superintendent, or 
his/her designee, will also provide the Board with reports of use of school facilities and any problems 
associated with use approved under this Policy. The Board reserves the right and discretion to modify 
this Policy and its implementing Regulations as it deems necessary.  
 
Materials and Equipment 
 

Except when used in connection with or when rented under provisions of Education Law Section 
414, school-owned materials or equipment may be used by members of the community or by District 
employees and/or students for school related purposes only. Private and/or personal use of school-
owned materials and equipment is strictly prohibited.  
 

The Board will permit school materials and equipment to be loaned to staff members when such 
use is directly or peripherally related to their employment and loaned to students when the material 
and equipment is to be used in connection with their studies or extracurricular activities. Community 
members will be allowed to use school-owned materials and equipment only for educational purposes 
that relate to school operations. 
 

Administrative regulations will be developed to assure the lender's responsibility for, and return 
of, all such materials and equipment. 
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SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT  (Cont 'd.) 
 
Specific Requirements Relating to Boy Scouts and Other Title 36 Patriotic Youth Groups 
 
 The Boy Scouts Act applies to any local educational agency (LEA) that has a designated open 
forum or limited public forum and that receives funds made available through the U.S. Department of 
Education (DOE). It applies to any group officially affiliated with the Boy Scouts of America or any 
other youth group designated in Title 36 of the United States Code as a patriotic society. 
 
 This statute provides for the following: 
 
 a) No covered entity (elementary school, secondary school, or LEA) shall deny equal access 

or a fair opportunity to meet, or discriminate against any group affiliated with the Boy 
Scouts of America or any other Title 36 patriotic youth group that requests to conduct a 
meeting within the covered entity's designated open forum or limited public forum.  

 
1. A designated open forum exists when the school designates a time and place for one 

(1) or more outside youth community groups to meet on school premises or in school 
facilities, including during the hours in which attendance at the school is compulsory, 
for reasons other than to provide the school's educational program.  

 
2. A limited public forum exists when the school allows one (1) or more outside youth 

or community groups to meet on school premises or in school facilities before or after 
the hours during which attendance at the school is compulsory.  

 
b) No covered entity shall deny access or opportunity or discriminate for reasons including 

the membership or leadership criteria or oath of allegiance to God and country of the Boy 
Scouts of America or of the Title 36 patriotic youth group. 

 
c) Access to facilities and the ability to communicate using school-related means of 

communication must be provided to any group officially affiliated with the Boy Scouts of 
America or any other Title 36 patriotic youth group on terms that are no less favorable than 
the most favorable terms provided to other outside youth or community groups.  

 
 The statute applies regardless of the entity's authority to make decisions about the use of its own 
school facilities. However, no entity is required to sponsor any group officially affiliated with Boy 
Scouts or any other Title 36 patriotic youth group.  
 
 The obligation to comply with the Boy Scouts Act is not obviated or alleviated by any State or 
local law or other requirement.  
 
 
 
 

 
(Continued) 
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SUBJECT: USE OF SCHOOL FACILITIES, MATERIALS AND EQUIPMENT  (Cont 'd.) 
 
20 United States Code (USC) Section 7905 
36 United States Code (USC) Subtitle II 
34 Code of Federal Regulations (CFR) Parts 75, 76 and 108 
Education Law Section 414 
 
 
 
 
 
NOTE: Refer also to Policies #3410 -- Code of Conduct on School Property 

#5640 -- Tobacco-Free School Environment 
#7320 -- Alcohol, Tobacco, Drugs and Other Substances (Students) 
District Code of Conduct on School Property 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: OPERATION OF MOTOR -DRIVEN VEHICLES ON DISTRICT PROPERTY   
 

The use of motor-driven vehicles, including cars, snowmobiles, mini-bikes, motorcycles, all-
terrain vehicles (ATVs) and other such vehicles is prohibited on any school grounds or areas except 
for authorized school functions or purposes.  
 
 A school function shall mean a school-sponsored or school-authorized extracurricular event or 
activity regardless of where such event or activity takes place, including any event or activity that may 
take place in another state. 
 

All student vehicles are to be registered with the High School Principal and parked in authorized 
areas only. 
 
 
 
Education Law Section 2801(1)  
Vehicle and Traffic Law Section 1670  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: PUBLIC ACCESS TO RECORDS  
 

Access to records of the District shall be consistent with the rules and regulations established by 
the State Committee on Open Government and shall comply with all the requirements of the New 
York State Public Officers Law Sections 87 and 89. 

 
A Records Access Officer shall be designated by the Superintendent, subject to the approval of 

the Board of Education, who shall have the duty of coordinating the School District's response to 
public request for access to records. 

  
The District shall provide copies of records in the format and on the medium requested by the 

person filing the Freedom of Information Law (FOIL) request if the District can reasonably do so 
regardless of burden, volume or cost of the request. 
 

Regulations and procedures pertaining to accessing and providing District records shall be as 
indicated in the School District Administrative Manual. 
 
Requests for Records via E-mail 
 
 If the District has the capability to retrieve electronic records, it must provide such records 
electronically upon request. The District shall accept requests for records submitted in the form of 
electronic mail and respond to such requests by electronic mail using the forms supplied by the 
District. This information shall be posted on the District Web site, clearly designating the e-mail 
address for purposes of receiving requests for records via this format. 
 
 When the District maintains requested records electronically, the response shall inform the 
requester that the records are accessible via the internet and in printed form either on paper or other 
information storage medium. 
 
 The District shall respond to a request within five (5) business days of the receipt of a request. 
Should all or part of the request need to be denied, the District shall respond in the manner set forth by 
the rules and regulations stipulated by the Committee on Open Government. 
 
 
 
Education Law Section 2116 
Public Officers Law Sections 87 and 89 
21 New York Code of Rules and Regulations (NYCRR) Parts 1401 and 9760 
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION   
 

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

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

However, if the computerized information sought is available under the Freedom of Information 
Law and can be retrieved by means of existing computer programs, the District is required to disclose 
such information. 
 
 
 
Family Educational Rights and Privacy Act of 1974, 20 United States Code (USC) Section 1232(g) 
34 Code of Federal Regulations (CFR) Part 99 
Public Officers Law Section 84 et seq. 
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY 
 
 The District has developed and will amend, as appropriate, a written Code of Conduct for the 
Maintenance of Order on School Property, including school functions, which shall govern the conduct 
of students, teachers and other school personnel, as well as visitors. The Board of Education shall 
further provide for the enforcement of such Code of Conduct. 
 
 For purposes of this policy, and the implemented Code of Conduct, school property means in or 
within any building, structure, athletic playing field, playground, parking lot or land contained within 
the real property boundary line of the District's elementary or secondary schools, or in or on a school 
bus; and a school function shall mean a school-sponsored extracurricular event or activity regardless 
of where such event or activity takes place, including those that take place in another state. 
 
 The District Code of Conduct has been developed in collaboration with student, teacher, 
administrator, and parent organizations, school safety personnel and other school personnel. 
 
 The Code of Conduct shall include, at a minimum, the following: 
 

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

 
b) Standards and procedures to assure security and safety of students and school personnel; 
 
c) Provisions for the removal from the classroom and from school property, including a 

school function, of students and other persons who violate the Code; 
 
d) Provisions prescribing the period for which a disruptive student may be removed from the 

classroom for each incident, provided that no such student shall return to the classroom 
until the Principal (or his/her designated School District administrator) makes a final 
determination pursuant to Education Law Section 3214(3-a)(c) or the period of removal 
expires, whichever is less; 

 
e) Disciplinary measures to be taken for incidents involving the possession or use of illegal 

substances or weapons, the use of physical force, vandalism, violation of another student's 
civil rights, harassment and threats of violence; 
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY  (Cont'd.) 
 

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

 
g) Procedures by which violations are reported and determined, and the disciplinary measures 

imposed and carried out; 
 
h) Provisions ensuring the Code of Conduct and its enforcement are in compliance with state 

and federal laws relating to students with disabilities; 
 
i) Provisions setting forth the procedures by which local law enforcement agencies shall be 

notified of Code violations which constitute a crime; 
 
j) Provisions setting forth the circumstances under and procedures by which parents/persons 

in parental relation to the student shall be notified of Code violations; 
 
k) Provisions setting forth the circumstances under and procedures by which a complaint in 

criminal court, a juvenile delinquency petition or person in need of supervision ("PINS") 
petition will be filed; 

 
l) Circumstances under and procedures by which referral to appropriate human service 

agencies shall be made; 
 
m) A minimum suspension period for students who repeatedly are substantially disruptive of 

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

 
n) A minimum suspension period for acts that would qualify the student to be defined as a 

violent student pursuant to Education Law Section 3214(2-a)(a). However, the suspending 
authority may reduce the suspension period on a case-by-case basis consistent with any 
other state and federal law; 
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SUBJECT: CODE OF CONDUCT ON SCHOOL PROPERTY  (Cont'd.) 
 

o) A Bill of Rights and Responsibilities of Students which focuses upon positive student 
behavior, and which shall be publicized and explained to all students on an annual basis; 
and 

 
p) Guidelines and programs for in-service education programs for all District staff members to 

ensure effective implementation of school policy on school conduct and discipline. 
 

 The Code of Conduct has been adopted by the Board of Education only after at least one (1) 
public hearing that provided for the participation of school personnel, parents/persons in parental 
relation, students, and any other interested parties. Copies of the Code of Conduct shall be 
disseminated pursuant to law and Commissioner's Regulations. 
 
 The District's Code of Conduct shall be reviewed on an annual basis, and updated as necessary in 
accordance with law. The School Board shall reapprove any updated Code of Conduct or adopt 
revisions only after at least one (1) public hearing that provides for the participation of school 
personnel, parents/persons in parental relation, students, and any other interested parties.  
 
 The District shall file a copy of its Code of Conduct and all amendments to the Code with the 
Commissioner of Education no later than thirty (30) days after their respective adoptions. 
 
Privacy Rights 
 
 As part of any investigation, the District has the right to search all school property and 
equipment including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided 
by the District for the use of staff and students, but the users do not have exclusive use of these 
locations or equipment and should not expect that materials stored therein will be private. 
 
 
 
Education Law Sections 2801 and 3214 
Family Court Act Articles 3 and 7 
Vehicle and Traffic Law Section 142 
8 New York Code of Rules and Regulations (NYCRR) Section 100.2(l)(2) 
 
 
 
 
 
NOTE: Refer also to District Code of Conduct on School Property 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: UNLAWFUL POSSESSION OF A WEAPON UPON SCHOOL GROUNDS 
 

It shall be unlawful for any person to knowingly possess any air-gun, spring-gun or other 
instrument or weapon in which the propelling force is a spring, air, piston or CO2 cartridge upon 
school grounds or in any District building without the express written authorization of the 
Superintendent or his/her designee.  
 
 Additionally, the possession of any weapon, as defined in the New York State Penal Code, on 
school property or in school buildings is prohibited, except by law enforcement personnel or upon 
written authorization of the Superintendent/designee. 
 

Unlawful possession of a weapon upon school grounds may be a violation of the New York State 
Penal Law, and is a violation of School District policy and the Code of Conduct. 
 
 
 
Penal Law Sections 265.01-265.06 
 
 
 
 
 
NOTE: Refer also to Policy #7360 -- Weapons in School and the Gun-Free Schools Act 
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SUBJECT: THREATS OF VIOLENCE IN SCHOOL  
 
 The School District is committed to the prevention of violence against any individual or property 
in the schools, on school property or at school activities whether such acts and/or threats of violence 
are made by students, staff, or others. Threats of violence against students, school personnel and/or 
school property will not be tolerated whether or not such threats occur on school grounds or during the 
school day. 
 
 Any person who commits an act or threatens an act of violence, including bomb threats, whether 
made orally, in writing, or by e-mail, shall be subject to appropriate discipline in accordance with 
applicable law, District policies and regulations, as well as the Code of Conduct for the Maintenance 
of Order on School Property and collective bargaining agreements, as may be necessary. 
 
 While acknowledging an individual's constitutional rights, including applicable due process 
rights, the District refuses to condone acts and/or threats of violence which threaten the safety and well 
being of staff, students, visitors and/or the school environment. Employees, students, agents and 
invitees shall refrain from engaging in threats or physical actions which create a safety hazard for 
others. 
 
 All staff who are made aware of physical acts and/or threats of violence directed to students or 
staff are to report such incidents to the Building Principal/designee, who shall report such occurrences 
to the Superintendent. Additionally, the Building Principal/designee will also report occurrences of 
violence, whether involving an actual confrontation or threat of potential violence, to the school 
psychologist and/or Director of Special Education if applicable. Local law enforcement agencies may 
be called as necessary upon the determination of the Superintendent/designee. 
 
 Students are to report all acts and/or threats of violence, including threats of suicide, of which 
they are aware by reporting such incidents to the school hotline, a faculty member, or the Building 
Principal. 
 
 The District reserves the right to seek restitution, in accordance with law, from the 
parent/guardian and/or student for any costs or damages which had been incurred by the District as a 
result of the threats or acts of violence in the schools. 
 
 This policy will be enforced in accordance with applicable laws and regulations, as well as 
collective bargaining agreements and the Code of Conduct as may be necessary. Additionally, this 
policy will be disseminated, as appropriate, to students, staff, and parents and will be available to the 
general public upon request. 
 
 Appropriate sanctions for violations of this policy by students will be addressed in the Code of 
Conduct. 
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SUBJECT: ANTI -HARASSMENT IN THE SCHOOL DISTRICT  
 
 The Board of Education affirms its commitment to nondiscrimination and recognizes its 
responsibility to provide an environment that is free of harassment and intimidation. Harassment is a 
violation of law and stands in direct opposition to District policy. Therefore, the Board prohibits and 
condemns all forms of harassment on the basis of race, color, creed, religion, national origin, political 
affiliation, sex, sexual orientation, age, marital status, military status, veteran status, disability, or use 
of a recognized guide dog, hearing dog or service dog by employees, school volunteers, students, and 
non-employees such as contractors and vendors as well as any third parties who are participating in, 
observing, or otherwise engaging in activities subject to the supervision and control of the District. 
 
 Sexual orientation is defined as heterosexuality, homosexuality, bisexuality, or asexuality, 
whether actual or perceived. 
 
 The Board also prohibits harassment based on an individual's opposition to discrimination or 
participation in a related investigation or complaint proceeding under the anti-discrimination statutes. 
This policy of nondiscrimination and anti-harassment will be enforced on School District premises and 
in school buildings; and at all school-sponsored events, programs and activities, including those that 
take place at locations off school premises and in another state. 
 
 It is intended that this policy apply to the dealings between or among employees with employees; 
employees with students; students with students; employees/students with vendors/contractors and 
others who do business with the School District, as well as school volunteers, visitors, guests and other 
third parties. All of these persons are hereinafter referred to collectively as "the named group." 
 
 For purposes of this policy, harassment shall mean communication (verbal, written or graphic) 
and/or physical conduct based on an individual's actual or perceived race, color, creed, religion, 
national origin, political affiliation, sex, sexual orientation, age, marital status, military status, veteran 
status, disability, or use of a recognized guide dog, hearing dog or service dog that: 
 
 a) Has the purpose or effect of substantially or unreasonably interfering with an individual's 

work performance or is used as a basis for employment decisions (including terms and 
conditions of employment) affecting such individual; and/or creates an intimidating, hostile 
or offensive work environment;  

 
 b) Has the purpose or effect of substantially or unreasonably interfering with a student's 

academic performance or participation in an educational or extracurricular activity, or 
creates an intimidating, hostile or offensive learning environment; and/or effectively bars 
the student's access to an educational opportunity or benefit; 

 
 c) Otherwise adversely affects the employment and/or educational opportunities and benefits 

provided by the District. 
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SUBJECT: ANTI -HARASSMENT IN THE SCHOOL DISTRICT  (Cont 'd.) 
 
 The School District will act to promptly investigate all complaints, either verbal or written, 
formal or informal, of allegations of harassment based on any of the characteristics described above; 
and will promptly take appropriate action to protect individuals from further harassment. The District 
will designate, at a minimum, two (2) Complaint Officers, one (1) of each gender. 
 
 In order for the Board to enforce this policy, and to take corrective measures as may be 
necessary, it is essential that any employee, student, or other member of the above named group who 
believes he/she has been a victim of harassment in the school environment and/or at programs, 
activities and events under the control and supervision of the District, as well as any individual who is 
aware of and/or who has knowledge of, or witnesses any possible occurrence of harassment, 
immediately report such alleged harassment; such report shall be directed to or forwarded to the 
District's designated Complaint Officer(s) through informal and/or formal complaint procedures as 
developed by the District. Such complaints are recommended to be in writing, although verbal 
complaints of alleged harassment will also be promptly investigated in accordance with the terms of 
this policy. In the event that the Complaint Officer is the alleged offender, the report will be directed 
to the next level of supervisory authority.  
 
 Upon receipt of an informal/formal complaint (even an anonymous complaint), the District will 
conduct a thorough investigation of the charges. However, even in the absence of an informal/formal 
complaint, if the District has knowledge of any occurrence of harassment, the District will investigate 
such conduct promptly and thoroughly. To the extent possible, within legal constraints, all complaints 
will be treated as confidentially and privately as possible. However, disclosure may be necessary to 
complete a thorough investigation of the charges and/or to notify law enforcement officials as 
warranted, and any disclosure will be provided on a "need to know" basis. 
 
 Based upon the results of this investigation, if the District determines that an employee and/or 
student has violated the terms of this policy and/or accompanying regulations, immediate corrective 
action will be taken as warranted. Should the offending individual be a student, appropriate 
disciplinary measures will be applied, up to and including suspension, in accordance with applicable 
laws and/or regulations, District policy and regulation, and the District Code of Conduct. Should the 
offending individual be a school employee, appropriate disciplinary measures will be applied, up to 
and including termination of the offender's employment, in accordance with legal guidelines, District 
policy and regulation, and the applicable collective bargaining agreement(s). Third parties (such as 
school volunteers, vendors, etc.) who are found to have violated this policy and/or accompanying 
regulations and/or the Code of Conduct, will be subject to appropriate sanctions as warranted and in 
compliance with law. The application of such disciplinary measures by the District does not preclude 
the filing of civil and/or criminal charges as may be warranted. 
 
Prohibition of Retaliatory Behavior 
 
 The Board prohibits any retaliatory behavior directed against complainants, victims, witnesses, 
and/or  any  other  individuals  who  participated  in  the  investigation  of  a  complaint of  harassment.  
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SUBJECT: ANTI -HARASSMENT IN THE SCHOOL DISTRICT  (Cont 'd.) 
 
Follow-up inquiries shall be made to ensure that harassment has not resumed and that all those 
involved in the investigation of the harassment complaint have not suffered retaliation.  
 
Finding That Harassment Did Not Occur  
 
 At any level/stage of investigation of alleged harassment, if a determination is made that 
harassment did not occur, the Complaint Officer will so notify the complainant, the alleged offender 
and the Superintendent of this determination. Such a finding does not preclude the complainant from 
filing an appeal pursuant to District policy or regulation and/or pursuing other legal avenues of 
recourse.  
 
 However, even if a determination is made that harassment did not occur, the 
Superintendent/designee reserves the right to initiate staff awareness and training, as applicable, to 
help ensure that the school community is not conducive to fostering harassment in the workplace.  
 
 In all cases, the Superintendent will inform the Board of Education of the results of each 
investigation involving a finding that harassment did not occur.  
 
Knowingly Makes False Accusations 
 
 Employees and/or students who knowingly make false accusations against another individual as 
to allegations of harassment may also face appropriate disciplinary action.  
 
Privacy Rights 
 
 As part of any investigation, the District has the right to search all school property and 
equipment including District computers. Rooms, desks, cabinets, lockers, computers, etc. are provided 
by the District for the use of staff and students, but the users do not have exclusive use of these 
locations or equipment and should not expect that materials stored therein will be private. 
 
Development and Dissemination of Administrative Regulations 
 
 Regulations will be developed for reporting, investigating, and remedying allegations of 
harassment based on the characteristics described above. An appeal procedure will also be provided to 
address any unresolved complaints and/or unsatisfactory prior determinations by the applicable 
Complaint Officer(s). Such regulations will be developed in accordance with federal and state law as 
well as any applicable collective bargaining agreement(s). 
 
 The Superintendent/designee(s) will affirmatively discuss the topic of harassment with all 
employees and students, express the District's condemnation of such conduct, and explain the 
sanctions for such harassment. Appropriate training and/or "awareness" programs will be established 
for  staff  and  students  to help  ensure  knowledge  of  and  familiarity  with  the  issues  pertaining  to 
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SUBJECT: ANTI -HARASSMENT IN THE SCHOOL DISTRICT  (Cont 'd.) 
 
harassment in the schools, and to disseminate preventative measures to help reduce such incidents of 
prohibited conduct. Furthermore, special training will be provided for designated supervisors and 
managerial employees, as may be necessary, for the investigation of harassment complaints. 
 
 A copy of this policy and its accompanying regulations will be available upon request and may 
be posted at various locations in each school building. The District's policy and regulations on anti-
harassment will be published in appropriate school publications such as teacher/employee handbooks, 
student handbooks, and/or school calendars. 
 
 This policy should not be read to abrogate other District policies and/or regulations or the 
District Code of Conduct prohibiting other forms of unlawful discrimination, inappropriate behavior, 
and/or hate crimes within this District. It is the intent of the District that all such policies and/or 
regulations be read consistently to provide the highest level of protection from unlawful discrimination 
in the provision of employment/educational services and opportunities. However, different treatment 
of any member of the above named group which has a legitimate, legal and nondiscriminatory reason 
shall not be considered a violation of District policy. 
 
 
Age Discrimination in Employment Act, 29 United States Code (USC) Section 621 
Americans With Disabilities Act, 42 United States Code (USC) Section 12101 et seq. 
  Prohibits discrimination on the basis of disability. 
Section 504 of the Rehabilitation Act of 1973, 29 United States Code (USC) Section 794 et seq. 
  Prohibits discrimination on the basis of disability. 
Title VI of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000d et seq. 
  Prohibits discrimination on the basis of race, color or national origin. 
Title VII of the Civil Rights Act of 1964, 42 United States Code (USC) Section 2000e et seq. 
  Prohibits discrimination on the basis of race, color, religion, sex or national origin. 
Title IX of the Education Amendments of 1972, 20 United States Code (USC) Section 1681 et seq. 
  Prohibits discrimination on the basis of sex. 
Civil Rights Law Section 40-c 
  Prohibits discrimination on the basis of race, creed, color, national origin, sex, sexual orientation, marital 
status or disability. 

Education Law Section 2801(1) 
Executive Law Section 290 et seq. 
  Prohibits discrimination on the basis of age, race, creed, color, national origin, sex, sexual orientation, 
disability, military status, marital status, or use of a recognized guide dog, hearing dog or service dog. 

Military Law Sections 242 and 243 
 
 
NOTE: Refer also to Policies #6121 -- Sexual Harassment of District Personnel 

#6122 -- Complaints and Grievances by Employees 
#7550 -- Complaints and Grievances by Students 
#7551 -- Sexual Harassment of Students 

Adopted:  4/11/11 
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SUBJECT: UNIFORM VIOLENT  AND DISRUPTIVE INCID ENT REPORTING SYSTEM 

(VADIR)  
 
 In compliance with the Uniform Violent and Disruptive Incident Reporting System (VADIR), 
the District will record each violent or disruptive incident that occurs on school property or at a school 
function. School property shall mean 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 
Section 142. A school function shall mean a school-sponsored or school-authorized extracurricular 
event or activity regardless of where such event or activity takes place, including any event or activity 
that may take place in another state. 
 
 In accordance with the manner prescribed, the District will submit an annual report of violent 
and disruptive incidents (on the Summary of Violent and Disruptive Incidents form) from the previous 
school year to the Commissioner of Education. Summary data will be used to determine the rate of 
violent and disruptive incidents in each school and to identify schools as persistently dangerous, as 
required by the No Child Left Behind Act. 
 
 The District will utilize the Individual Violent and Disruptive Incident Report form for the 
reporting of individual incidents by each building and/or program under its jurisdiction and for the 
tally count of incidents into the Summary Form. Copies of such incident reports will be retained for 
the time prescribed by the Commissioner in the applicable records retention schedule. These reports 
will be available for inspection by the State Education Department upon request. 
 
 All personally identifiable information included in a violent or disruptive incident report will be 
confidential and will not be disclosed to any person for any purpose other than that specified in 
Education Law Section 2802, except as otherwise authorized by law. 
 
 The District will include a summary of the District's annual violent or disruptive incident report 
in its School District Report Card in the format prescribed by the Commissioner. 
 
Reporting Guidelines 
 
 The District will utilize the New York State Education Department's Web site to obtain copies of 
the forms, directions, glossary and additional information at www.emsc.nysed.gov/irts/. 
 
 
 
Education Law Sections 2801(1) and 2802 
8 New York Code of Rules and Regulations (NYCRR) Section 100.2 (gg) 
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SUBJECT: EMERGENCY SCHOOL CLOSINGS  
 

In the event it is necessary to close school for the day, activate a delayed starting time or early 
dismissal (as well as information relating to cancellation of after-school activities/late bus runs), due to 
inclement weather, impassable roads, or other emergency reasons, announcement thereof shall be 
made over local radio and television stations and the Internet/District Web site as designated by the 
Board of Education. 
 

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

The attendance of personnel shall be governed by their respective contracts.  
 
 
 
Education Law Section 3604(7) 
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SUBJECT: ADMINISTRATIVE PERSONNEL   
 

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

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

Existing administrative positions shall not be abolished by the Board of Education without 
previous written notification of the impending abolition. Such written notification is to be served to the 
individual currently holding that position. In all cases the individual currently holding the position 
should receive as much advance notice as possible.  
 
 
 
Education Law Sections 1709, 2503(5) and 3013 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
 



 2011 4210  
 
 

 Administration  
 

 
 
 
 
SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION   
 

The basic principles of Administrative Organization and Operation are: 
 
 a) The working relationships shall involve two (2) types of officers: line and staff. Line 

organization involves a direct flow of authority upward and downward from 
Superintendent to Building Principal. A line officer has power and authority over 
subordinates. Staff officers do not stand in the direct line of authority; they serve as 
coordinators or consultants.  

 
 b) The Board of Education shall formulate and legislate educational policy.  
 
 c) Administrative regulations shall be developed by the Superintendent in cooperation with 

affected or interested staff members or lay persons.  
 
 d) The Central Office staff shall provide overall leadership and assistance in planning and 

research.  
 
 e) A reasonable limit shall be placed upon the number of persons with whom an administrator 

shall be expected to work effectively.  
 
 f) Areas of responsibility for each individual shall be clearly defined. 
 
 g) There shall be full opportunity for complete freedom of communication between all levels 

in the school staff.  
 
Line Responsibility 
 

Al l employees of the District shall be under the general direction of the Superintendent. Teachers 
shall be immediately responsible to the Principal of the building in which they work. Other employees 
shall be immediately responsible to the administrative personnel under whom they work directly. 
 

The lines of responsibility/reporting shall be as depicted on the organizational chart. 
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SUBJECT: ADMINISTRATIVE AUTHORITY  
 
During the Absence of the Superintendent 
 

The Superintendent of Schools shall delegate to another administrator the authority and 
responsibility for making decisions and taking such actions as may be required during the absence of 
the Superintendent. 
 
In the Absence of Board Policy 
 

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

Standing and/or ad hoc committees may be appointed to study and to recommend courses of 
action in response to department, building or District needs. These committees may be appointed by 
the Board of Education, the Superintendent or other administrators, with the knowledge of the 
Superintendent, and in accordance with the range of responsibilities of the appointing body or 
administrator to whom the committee shall report. The composition of each committee shall reflect its 
purpose and each committee shall have a clear assignment. 
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SUBJECT: EVALUATION OF TH E SUPERINTENDENT AND OTHER  
   ADMINISTRATIVE STAFF  
 
Superintendent 
 

The Board of Education shall conduct annually a formal performance evaluation of the 
Superintendent. The formal procedures used to complete the evaluation are to be filed in the District 
Office, and to be made available for review by any individual, no later than September 10 of each 
year. 
 

The formal performance procedures shall include written criteria, a description of the review 
procedures, provisions for post-conferencing, and methods used to record results of the evaluation. 
The Superintendent shall be granted the opportunity to respond to the evaluation in writing. 
 
Evaluation of Administrative Staff 
 

The Board shall direct the Superintendent to conduct an evaluation of all administrative 
personnel. 
 

The purposes of this evaluation are: 
 
 a) To determine the adequacy of administrative staffing; 
 
 b) To improve administrative effectiveness; 
 
 c) To encourage and promote self-evaluation by administrative personnel; 
 
 d) To provide a basis for evaluative judgments by the Superintendent and the Board; 
 
 e) To make decisions about continued employment with the District. 
 
 
 
8 New York Code of Rules and Regulations (NYCRR) Section 100.2(o)(2)(v) 
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SUBJECT: SUPERINTENDENT OF SCHOOLS  
 
Qualifications  
 
 New York State Certification as School District Administrator (SDA)  
 
Description  
 
a) Accountable to the Board of Education, the Superintendent of Schools, as chief executive 

officer, is responsible for the operation of the School System within the general policies 
established by the Board of Education and within authority of law.  

 
b) The Superintendent of Schools is responsible and has commensurate authority for the optimum 

utilization of resources to provide educational opportunities within standards accepted by the 
community.  

 
Responsibilities  
 
a) Interprets and communicates general policies established by the Board of Education to the 

School System and the community.  
 
b) Determines the objectives, policies, plans and programs for the short-and long-term successful 

conduct of the School System as a whole.  
 
c) Assures that educational opportunities and standards of the school are maintained on a high 

level.  
 
d) Recommends facility planning to anticipate educational needs of the community.  
 
e) Plans utilization of resources for the system as a whole and convey such planning to staff 

members.  
 
f) Takes timely action, as appropriate, for accomplishment of objectives.  
 
g) Promotes proper balance between long-and short-term objectives.  
  
h) Builds and maintains good relationships with the community served.  
 
 i) Earns the respect of the community for professional and ethical leadership.  
 
j) Selects and appoints and removes persons in all positions with approval of the Board. 
 
k) Recommends annual and long-range budgets for the School System to the Board of Education.  
 
 

(Continued) 
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SUBJECT: SUPERINTENDENT OF SCHOOLS  (Cont'd.)  
 
l) Reviews over-all short-and long-range plans for functions related to the School Superintendent 

as a whole.  
 
m) Attends all meetings of the Board of Education and such meetings of Board Committees as may 

be deemed desirable, except when the Superintendent's own status or salary is under 
consideration.  

 
n) Exercises other duties and responsibilities that will assist the Board of Education in fulfilling its 

legislative function.  
 
Relationship Responsibilities  
 
a) Maintains positive relations and communication with the Board of Education informed on 

overall short-and long-range plans for the School System.  
 
b) Provides a climate which is conducive to effective staff relations.  
 
c) Refers matters which have a major or unusual effect upon the progress, success, or relationships 

of the School System to the Board of Education for information, advice, guidance, or approval, 
as appropriate.  

 
d) Establishes administrative regulations that are supportive and compliant of Board of Education 

policies and other mandates.  
 
e) Provides leadership by example and suggestions in maintaining good public relations throughout 

the organization by developing a reputation for:  
 
 1. The professional competence of employees;  
 
 2. The fair and equitable treatment of all personnel;  
 
 3. The quality and timeliness of the educational programs;  
 
 4. The contribution to the level of education in the community;  
 
 5. The contribution to the advancement of the American form of democratic society;  
 
 6. The contribution to advancement of the education profession.  
 
f) Participates personally in appropriate affairs of the community, industry, government and the 

profession of education.  
 
 

(Continued) 
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SUBJECT: SUPERINTENDENT OF SCHOOLS  (Cont'd.)  
 
New York State Education Law 1711  
 
 Such Superintendent shall be under the direction of the Board of Education, which shall 
prescribe his powers and duties, except as otherwise provided in subdivision four of this section. He 
shall be paid a salary, to be fixed by the Board of Education, and he may be removed from office by a 
vote of the majority of all the members of such board, provided, however, that a Board of Education 
may enter into a contract with such Superintendent for a period of not less than three (3) and not more 
than five (5) years. Such contract may be renewed from time to time unless the Board of Education 
determines that it shall not be so renewed and notifies the Superintendent according to the terms and 
conditions of his/her contract.  
 
 Such Superintendent shall possess, unless otherwise specified by the by-laws of the Board of 
Education, the following powers and be charged with the following duties:  
 

a) To be the chief executive officer of the School District and the educational system, and to 
have the right to speak on all matters before the Board, but not to vote.  

 
b) To enforce all provisions of law and all rules and regulations relating to the management of 

the schools and other educational, social and recreational activities under the direction of 
the Board of Education.  

 
c) To prepare the content of each course of study authorized by the Board of Education. The 

content of each such course shall be submitted to the Board of Education for its approval 
and, when thus approved, the Superintendent shall cause such courses of study to be used 
in the grades, classes and schools for which they are authorized.  

 
d) To recommend suitable lists of textbooks to be used in the schools.  
 
e) To have supervision and direction of Associate, Assistant and other Superintendents, 

Directors, supervisors, Principals, teachers, lecturers, medical inspectors, nurses, auditors, 
attendance officers, janitors and other persons employed in the management of the schools 
or the other educational activities of the District authorized by this chapter and under the 
direction and management of the Board of Education; to transfer teachers from one school 
to another, or from one grade of the course of study to another grade in such course, and to 
report immediately such transfers to such Board for its consideration and actions; to report 
to such Board violations of regulations and cases of insubordination, and to suspend any 
Associate, Assistant or other Superintendent, Director, supervisor, expert, Principal, 
teacher or other employee until the next regular meeting of such Board when all facts 
relating to the case shall be submitted to such Board for its consideration and action. 

 
 
 
 

(Continued) 
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SUBJECT: SUPERINTENDENT OF SCHOOLS  (Cont'd.)  
 

f) To have supervision and direction over the enforcement and observance of the courses of 
study, the examination and promotion of pupils, and over all other matters pertaining to 
playgrounds, medical inspection, recreation and social center work, libraries, lectures, and 
all other education activities under the management, direction and control of the Board of 
Education.  

 
 
 
Education Law Sections 1711, 2508 and 3003 
8 New York Code of Rules and Regulations (NYCRR) Section 100.2(m) 
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SUBJECT: SUPERINTENDENT - BOARD OF EDUCATION RELATIONS   
 

The Board of Education is accountable for all pursuits, achievements and duties of the School 
District. The Board's specific role is to deliberate and to establish policies for the organization. The 
Board delegates the necessary authority to the Superintendent who, acting as chief executive officer, is 
held accountable to the Board for compliance with its policies.  
 
a) With respect to School District goals and objectives, the Board will establish broad guidelines to 

be observed in the development of further policy and action. The Board reserves the right to 
issue either restrictive or general policy statements.  

 
b) Generally, the Superintendent will be empowered to assign and use resources; employ, promote, 

discipline and deploy staff; to translate policies of the Board into action; to speak as agent of the 
Board; to organize and delegate administrative responsibilities; and to exercise such other 
powers as are customary for chief executives.  

 
c) The Superintendent may not perform, cause, or allow to be performed any act that is unlawful, in 

violation of commonly accepted business and professional ethics; in violation of any contract 
into which the Board has entered; or, in violation of policies adopted by the Board that limit the 
Superintendent's authority.  

 
d) Should the Superintendent or his/her designee consider it unwise or impractical to comply with 

an explicit Board policy, the Superintendent will inform the Board of that determination. The 
Board will decide whether such judgment was warranted.  

 
 
 
Education Law Sections 1711, 2503 and 2508 
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SUBJECT: PROFESSIONAL DEVELOPMENT OPPORTUNITIES   
 

The Board of Education shall encourage administrators to keep informed of current educational 
theory and practice by study, by visiting other school systems, by attendance at educational 
conferences, and by such other means as are appropriate. 
 

The approval of the Superintendent shall be required for any conference attendance or visitations 
requested by administrators. 
 

Participation shall be limited by available resources and reimbursement guidelines. 
 
 
 
General Municipal Law Sections 77-b and 77-c 
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SUBJECT: COMPENSATION AND RELATED BENEFITS   
 

The salaries and related benefits of administrators shall be set annually by the Board of 
Education upon the recommendation of the Superintendent and/or shall be in accordance with the 
terms and conditions of the applicable collective bargaining agreement/contract currently in effect. 
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT  
 

Budget planning and development for the District will be an integral part of program planning so 
that the annual operating budget may effectively express and implement programs and activities of the 
School System. Budget planning will be a year-round process involving participation of District-level 
administrators, Principals, Directors, Coordinators, teachers, and other personnel. The process of 
budget planning and development should allow for community input and contain numerous 
opportunities for public information and feedback. 
 

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

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

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

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

In accordance with Commissioner's Regulations, the budget will be presented in three (3) 
components which are to be voted upon as one (1) proposition. The law prescribes the types of items 
to be included in each component and further prescribes that all relevant costs be included in the 
component. 
 
a) A program component which shall include, but need not be limited to, all program expenditures 

of the School District, including the salaries and benefits of teachers and any school 
administrators or supervisors who spend a majority of their time performing teaching duties, and 
all transportation operating expenses; 

 
b) A capital component which shall include, but need not be limited to, all transportation capital, 

debt service, and lease expenditures; costs resulting from judgments and tax certiorari 
proceedings or the  payment of awards from  court judgments,  administrative orders or settled or 
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont 'd.) 
 

compromised claims; and all facilities costs of the School District, including facilities lease 
expenditures, the annual debt service and total debt for all facilities financed by bonds and notes 
of the School District, and the costs of construction, acquisition, reconstruction, rehabilitation or 
improvement of school buildings, provided that such budget shall include a rental, operations 
and maintenance section that includes base rent costs, total rent costs, operation and maintenance 
charges, cost per square foot for each facility leased by the District, and any and all expenditures 
associated with custodial salaries and benefits, service contracts, supplies, utilities, and 
maintenance and repairs of school facilities; and 

 
c) An administrative component which shall include, but need not be limited to, office and central 

administrative expenses, traveling expenses and salaries and benefits of all certified school 
administrators and supervisors who spend a majority of their time performing administrative or 
supervisory duties, any and all expenditures associated with the operation of the Office of the 
School Board, the Office of the Superintendent of Schools, General Administration, the School 
Business Office, consulting costs not directly related to direct student services and programs, 
planning and all other administrative activities. 

 
 Additionally, the Board of Education shall append to the proposed budget the following 
documents: 
 
 a) A detailed statement of the total compensation to be paid to the Superintendent of Schools, 

and any Assistant or Associate Superintendent of Schools in the ensuing school year, 
including a delineation of the salary, annualized cost of benefits and any in-kind or other 
form of remuneration; 

 
 b) A list of all other school administrators and supervisors, if any, whose annual salary for the 

coming school year will be at or above that designated in law for such reporting purposes, 
with the title of their positions and annual salary identified;  

 
 c) A School District Report Card, prepared pursuant to Commissioner's Regulations, which 

includes measures of the academic performance of the School District, on a school by 
school basis, and measures of the fiscal performance of the District; and 

 
 d) A Property Tax Report Card prepared in accordance with law and Commissioner's 

Regulations (see subheading "Property Tax Report Card"). 
 
 The Board shall attest that unexpended surplus funds (i.e., operating funds in excess of the 
current school year budget, not including funds properly retained under other sections of law) have 
been applied in determining the amount of the school tax levy. For the 2007-2008 school year, surplus 
funds shall mean any operating funds in excess of three percent (3%); for 2008-2009 school year and 
thereafter, surplus funds shall mean any operating funds in excess of four percent (4%). 
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont 'd.) 
 

The proposed budget for the ensuing school year shall be reviewed by the Board of Education 
and publicly disseminated, in accordance with law, prior to its submission to District voters for 
approval. 
 

District funds may be expended to inform the public regarding the annual budget and to present 
the annual budget to District voters; however, such funds shall not be utilized to promote either a 
favorable or negative opinion of the proposed budget. 
 
Property Tax Report Card 
 
 Each year, the Board of Education shall prepare a Property Tax Report Card, pursuant to 
Commissioner's Regulations, and shall make it publicly available by transmitting it to local 
newspapers of general circulation, appending it to copies of the proposed budget made publicly 
available as required by law, making it available for distribution at the Annual Meeting, and otherwise 
disseminating it as required by the Commissioner. 
 
 The Property Tax Report Card shall include: 
 
 a) The amount of total spending and total estimated school tax levy that would result from 

adoption of the proposed budget, and the percentage increase or decrease in total spending 
and total school tax levy from the School District budget for the preceding school year; 

 
 b) The projected enrollment growth for the school year for which the budget is prepared, and 

the percentage change in enrollment from the previous year;  
 
 c) The percentage increase in the average of the Consumer Price Indexes from January first of 

the prior school year to January first of the current school year as defined in Education 
Law; 

 
 d) The projected amount of the unappropriated unreserved fund balance that will be retained 

if the proposed budget is adopted; the projected amount of the reserved fund balance; the 
projected amount of the appropriated fund balance; the percentage of the proposed budget 
that the unappropriated unreserved fund balance represents; the actual unappropriated 
unreserved fund balance retained in the School District budget for the preceding school 
year; and the percentage of the School District budget for the preceding school year that the 
actual unappropriated unreserved fund balance represents; and 

 
 e) A Tax Exemption Report prepared in accordance with law. 
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SUBJECT: BUDGET PLANNING AND DEVELOPMENT (Cont 'd.) 
 
 A copy of the Property Tax Report Card prepared for the Annual District Meeting shall be 
submitted to the State Education Department in the manner prescribed by the Department by the end 
of the business day next following approval of the Property Tax Report Card by the Board of 
Education, but no later than twenty-four (24) days prior to the statewide uniform voting day (i.e., the 
third Tuesday in May). 
 
 The State Education Department shall compile such data for all school districts whose budgets 
are subject to a vote of the qualified voters, and shall make such compilation available electronically at 
least ten (10) days prior to the statewide uniform voting day. 
 
 
 
Education Law Sections 1608(3)-(7), 1716(3)-(7), 2022(2-a), 2601-a(3) and 2601-a(7) 
General Municipal Law Section 36 
Real Property Tax Law Section 495 
8 New York Code of Rules and Regulations (NYCRR) Sections 170.8, 170.9 and 170.11 
State Education Department Handbook No. 3 on Budget 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING  
 

The Board of Education will hold an Annual Budget Hearing, in accordance with law, so as to 
inform and present to District residents a detailed written statement regarding the District's estimated 
expenditures and revenue for the upcoming school year prior to the budget vote which is taken at the 
Annual District Meeting and Election. 
 

The Budget Hearing will be held not less than seven (7) nor more than fourteen (14) days prior 
to the Annual District Meeting and Election or Special District Meeting at which the budget vote will 
occur. The proposed budget will be completed at least seven (7) days prior to the budget hearing at 
which it is to be presented. 
 

Notice of the date, time and place of the annual budget hearing will be included in the notice of 
the Annual Meeting and Election and/or Special District Meeting as required by law. 
 

All School District budgets which are submitted for voter approval shall be presented in three (3) 
components:  a program component, an administrative component, and a capital component; and each 
component will be separately delineated in accordance with law and/or regulation. 
 

The Board of Education will also prepare and append to copies of the proposed budget a School 
District Report Card, pursuant to the Regulations of the Commissioner of Education, referencing 
measures of academic and fiscal performance. Additionally, the Board of Education shall also append 
to copies of the proposed budget a detailed statement of the total compensation to be paid to various 
administrators as enumerated in law and/or regulation, and a Property Tax Report Card prepared in 
accordance with law and Commissioner's Regulations. 
 

All budget documents for distribution to the public will be written in plain language and 
organized in a manner which best promotes public comprehension of the contents. 
 
Dissemination of Budget Information 
 

Copies of the proposed annual operating budget for the succeeding year may be obtained by any 
District resident, on request, in each District school building during certain designated hours on each 
day other than a Saturday, Sunday or holiday during the fourteen (14) days immediately preceding the 
Annual District Meeting and Election or Special District Meeting at which the budget vote will occur. 
The availability of this budget information shall be included in the legal notice of the Annual and/or 
Special District Meeting; and copies of the proposed budget will also be available to District residents 
at the time of the Annual and/or Special District Meeting. Additionally, the Board will include notice 
of the availability of copies of the budget at least once during the school year in any District-wide 
mailing. 
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SUBJECT: SCHOOL DISTRICT BUDGET HEARING  (Cont 'd.) 
 
Budget Notice 
 
 The School District Clerk shall mail a School Budget Notice to all qualified voters of the School 
District after the date of the Budget Hearing, but no later than six (6) days prior to the Annual Meeting 
and Election or Special District Meeting at which a school budget vote will occur. The School Budget 
Notice shall compare the percentage increase or decrease in total spending under the proposed budget 
over total spending under the School District budget adopted for the current school year, with the 
percentage increase or decrease in the Consumer Price Index from January first of the prior school 
year to January first of the current school year. 
 
 The Budget Notice shall include a description of how total spending and the tax levy resulting 
from the proposed budget would compare with a projected contingency budget, assuming that such 
contingency budget is adopted on the same day as the vote on the proposed budget. Such comparison 
shall be in total and by component (i.e., program, capital and administrative), and shall include a 
statement of the assumptions made in estimating the projected contingency budget. 
 
 The Notice shall also include, in a manner and format prescribed by the Commissioner of 
Education, a comparison of the tax savings under the basic school tax relief (STAR) exemption and 
the increase or decrease in school taxes from the prior year, and the resulting net taxpayer savings for 
a hypothetical home within the District with a full value of one hundred thousand dollars ($100,000) 
under the existing School District budget as compared with such savings under the proposed budget. 
 
 The Notice shall also set forth the date, time and place of the school budget vote in the same 
manner as in the Notice of the Annual Meeting. The School Budget Notice shall be in a form 
prescribed by the Commissioner of Education. 
 
 
 
Notice of Budget Hearing/Availability of Budget Statement: 
  Education Law Sections 1608(2), 1716(2), 2003(1), 2004(1) and 2601-a(2) 
Election and Budget Vote: 
  Education Law Sections 1804(4), 1906(1), 2002(1), 2017(5), 2017(6), 2022(1) and 2601-a(2) 
Budget Development and Attachments: 
Education Law Sections 1608(3), 1608(4), 1608(5), 1608(6), 1608(7), 1716(3), 1716(4), 1716(5), 1716(6), 
  1716(7), 2022(2-a) and 2601-a(3) 
8 New York Code of Rules and Regulations (NYCRR) Sections 100.2(bb), 170.8 and 170.9 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: BUDGET ADOPTION   
 

The Board of Education shall review the recommended budget of the Superintendent of Schools 
and shall seek public input and feedback regarding the recommended budget including, but not limited 
to, holding a public budget hearing not less than seven (7) nor more than fourteen (14) days prior to 
the Annual District Meeting and Election at which the budget vote is to occur. The Board may modify 
the recommended budget of the Superintendent prior to its submission to District voters. Final 
authorization of the proposed budget is dependent upon voter approval unless a contingency budget is 
adopted by the Board. 
 

In the event the original proposed budget is not approved at the Annual District Meeting and 
Election, the Board may resubmit the original proposed budget or a revised budget for voter approval, 
or individual propositions may be placed before District voters, at a special meeting held on the third 
Tuesday of June. In the alternative, if the initial proposed budget is defeated, the Board may adopt a 
contingency budget and levy taxes as necessary for implementation of the contingency budget 
expenditures. If the voters fail to approve the second budget submittal, or budget proposition(s), the 
Board shall adopt a contingency budget in accordance with law. 
 

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

The School District budget, once adopted, becomes the basis for establishing the tax levy on real 
property within the District. 
 
 
 
Education Law Sections 1608, 1716, 1804(4), 1906(1), 2002(1), 2003(1), 2004(1), 2022, 2023 and 2601-a 
8 New York Code of Rules and Regulations (NYCRR) Sections 100.2(bb), 170.8 and 170.9 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11  
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SUBJECT: ADMINISTRATION OF THE BUDGET  
 

The Superintendent of Schools, working in conjunction with the administrative staff, is 
responsible to the Board for the administration of the budget. 
 
a) He/she shall acquaint District employees with the final provisions of the program budget and 

guide them in planning to operate efficiently and economically within these provisions. 
 
b) Under his/her direction the District shall maintain such records of accounting control as are 

required by the New York State Uniform System of Accounts for School Districts, the Board of 
Education, and such other procedures as are deemed necessary and shall keep the various 
operational units informed through periodic reports as to the status of their individual budgets.  

 
c) Board approval is required prior to the expenditure of District funds. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: CONTINGENCY BUDGET  
 

The School District budget for any school year or any part of such budget, or any proposition 
involving the expenditure of money for such school year, shall not be submitted for a vote of the 
qualified voters of the District more than twice in any school year. 
 

If the original proposed budget is not approved by District voters at the Annual District Meeting 
and Election, the Board has the option of either resubmitting the original or revised budget for voter 
approval at a special meeting held at a later date; or the Board may, at that point, adopt a contingency 
budget and levy a tax for teachers' salaries and ordinary contingent expenses as enumerated in law. If 
the Board decides to submit either the original or a revised budget to the voters for a second time, and 
the voters do not approve the second budget submittal, the Board shall adopt a contingency budget and 
levy a tax for those expenditures mandated pursuant to law and/or for those services necessary to 
maintain the educational program. 
 

The contingency budget will include the sum necessary for teachers' salaries (i.e., professional 
educator positions certificated by the State Education Department which include teachers, 
administrators, teaching assistants, and professional specialists in the various areas of pupil personnel 
services) and ordinary contingent expenses as determined by the Board in accordance with law 
including, but not limited to, the purchase of library books and other instructional materials associated 
with the school library; expenses for cafeteria or restaurant services; and expenses incurred for 
interscholastic athletics, field trips and other extracurricular activities. Ordinary contingent expenses 
include, but are not limited to, legal expenses incurred by the District; expenditures specifically 
authorized by statute; and other items necessary to maintain the educational program, preserve 
property, and assure the health and safety of students and staff. As deemed necessary, school counsel 
may be consulted for review as to those items considered to be ordinary contingent expenses prior to 
Board adoption of the contingency budget. 
 

In accordance with law, the contingency budget will reflect the statutory expenditure limits 
imposed on the administrative component of the contingency budget as well as the total spending 
authorized in the overall contingency budget. 
 

With regard to overall District spending, the contingency budget, as a whole, shall not result in a 
percentage increase in total spending over the District's total spending under the School District 
budget for the prior year that exceeds the lesser of: 
 

a) The result when one hundred twenty percent (120%) is multiplied by the percentage 
increase in the Consumer Price Index (CPI), with the result rounded to two (2) decimal 
places; or 

 
b) Four percent (4%). 

 
Additionally, the administrative component of the contingency budget shall not comprise a 

greater percentage of the contingency budget exclusive of the capital component than the lesser of: 
 

(Continued) 
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SUBJECT: CONTINGENCY BUDGET  (Cont 'd.) 
 

a) The percentage the administrative component had comprised in the prior year budget 
exclusive of the capital component; or 

 
b) The percentage the administrative component had comprised in the last proposed defeated 

budget exclusive of the capital component. 
 

The Consumer Price Index to be used refers to the percentage that represents the average of the 
national consumer price indexes determined by the U.S. Department of Labor for the twelve-month 
period preceding January first of the current year. 
 

In determining the increase in total expenses when computing the contingency budget percentage 
increase, the following expenditures shall be disregarded: 
 

a) Expenditures resulting from a tax certiorari proceeding; 
 

b) Expenditures resulting from a court order or judgment against the School District; 
 

c) Emergency expenditures that are certified by the Commissioner of Education as necessary 
as a result of damage to, or destruction of, a school building or school equipment; 

 
d) Capital expenditures resulting from the construction, acquisition, reconstruction, 

rehabilitation or improvement of school facilities, including debt service and lease 
expenditures, subject to the approval of qualified voters;  

 
e) Expenditures in the contingency budget attributable to projected increases in public school 

enrollment, which may include increases attributable to the enrollment of students 
attending a pre-kindergarten program established in accordance with Education Law 
Section 3602-e; 

 
f) Non-recurring expenditures in the prior year's School District budget; 

 
g) Expenditures for payments to charter schools; and 

 
 h) Expenditures for self-supporting programs (i.e., any programs that are entirely funded by 

private funds that cover all the costs of the program). 
 
 In addition, the Board of Education shall be authorized to add appropriations for the following: 
 
 a) The categories of expenditures listed in a) through h) above subject to the approval of 

qualified voters; 
 
 
 

(Continued) 
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SUBJECT: CONTINGENCY BUDGET  (Cont 'd.) 
 
 b) Expenditures resulting from an actual increase in enrollment over the projected enrollment 

used to develop the contingency budget; and 
 
 c) Expenditures of gifts, grants in aid for specific purposes or for general use or insurance 

proceeds in addition to that which has been previously budgeted. 
 

Should the Board of Education adopt a contingency budget, it will officially pass a resolution 
reflecting such action; and that resolution shall incorporate by reference a statement specifying the 
projected percentage increase or decrease in total spending for the school year, and explain the reasons 
why the Board disregarded any portion of an increase in spending in formulating the contingency 
budget. 
 
 
 
Education Law Sections 2002, 2023, 2024 and 2601-a 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: REVENUES  
 

The School District Treasurer will have custody of all District funds in accordance with the 
provisions of state law. The Treasurer will be authorized and directed by the Board to invest the 
balances available in various District funds in accordance with regulations set forth in state law.  
 
 
 
Education Law Sections 1604(a) and 1723(a) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
 



 2011 5220 
 1 of 7 

 
 Non-Instructional/Business 
 Operations 

 
 
 
 
SUBJECT: DISTRICT INVESTMENTS  
 
Investment Policy Purpose 
 
 The Board of Education desires to provide the finest public education possible to the children 
within the District, compatible with the least cost to its taxpayers. To achieve this goal all sources of 
revenue, other than taxes, must be enhanced. Interest earnings offer a large potential alternative source 
of revenue.  
 
 The Board of Education desires that excess School District monies, not needed for immediate 
payment of bills, be temporarily invested to earn a safe return as provided for within the Education 
Law, General Municipal Law, Local Finance Law and Banking Law. The criteria for investing School 
District monies, in order of priority, shall be:  
 
 a) Safety - Funds must not be lost to the School District.  
 
 b) Liquidity - Appropriate amounts must be available for each payroll, debt service, and 

abstract date. No investment should mature later than the date the invested funds are 
anticipated to be needed and in no case more than two (2) years from date of purchase.  

 
 c) Yield - The highest market interest rate available (other conditions being equal) is to be 

solicited.  
 
Prudence 
 
 All participants in the investment process shall act responsibly as custodians of the public trust 
and shall avoid any transaction that might impair public confidence in the School District's ability to 
govern effectively.  
 
 Investments shall be made with judgment and care, under circumstances then prevailing, which 
persons of prudence, discretion and intelligence would exercise in the management of their own 
affairs; not for speculation, but for investment, considering the safety of the principal as well as the 
probable income to be derived.  
 
 All participants involved in the investment process shall refrain from personal business activity 
that could conflict with proper execution of the investment program, or which could impair their 
ability to make impartial investment decisions.  
 
Diversification 
 
 The policy of the Board of Education is to reduce risk by diversifying deposits and investments 
by: 
 
 
 

(Continued) 
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SUBJECT: DISTRICT INVESTMENTS  (Cont 'd.) 
 
 a) Bank or trust company; 
 
 b) Investment instrument; and 
 
 c) Date of investment maturity. 
 
Delegation of Authority for Investing School District Money and Signing Custodial/Security 
Agreements 
 
 The Board of Education hereby specifically delegates the authority to sign the written security 
and/or custodial agreements with the designated banks and to make the day-to-day investment 
decisions within the guidelines and limitations of this policy resolution to the incumbent in the 
position title of:  
 
 a) District Treasurer; and/or 
 
 b) Business Manager; and/or  
 
 c) Superintendent. 
 
 The above officers and administrators are hereby authorized to utilize the advisory services of 
municipal consulting firms in planning the timing, amount, maturity, bidding, placement, and 
reporting on any investments made hereunder.  
 
Authorized Commercial Banks or Trust Companies 
 
 The Board of Education authorizes the use, of the following commercial banks or trust 
companies (not savings banks or associations), located and authorized to do business in New York 
State, for placing investments and specifically prohibits using private brokerage or investment firms. 
Diversification of depositories increases the safety and total FDIC coverage of District monies. 
Consequently, to the extent practical, more than one (1) bank or trust company will be utilized. The 
District must enter into a written Security Agreement and/or Custodial Agreement with each. (General 
Municipal law Sections 10 and 11; Education Law Sections 1604-a and 1723-a; Local Finance Law 
Section 165.00 (b); Banking Law Section 107-a.) 

 
Bank or Trust Company  
 
a) Five Star Bank - $28,000,000 
 
b) J.P. Morgan Chase Bank - $28,000,000 
 
c) Bank of Castile - $28,000,000 
 

(Continued) 
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SUBJECT: DISTRICT INVESTMENTS  (Cont 'd.) 
 
d) Citizens Bank - $28,000,000 
 
e) And any other commercial banks or trust companies meeting the above requirements when 

bidding conditions warrant.  
 
Authorized Investment Instruments:  
 
 The Board of Education authorizes the following types of investment instruments for investing 
School District monies with commercial banks or companies authorized to do business in New York 
State:  
 

a) Savings Accounts; 
 
b) N.O.W. Accounts; 
 
c) Money Market Deposit Accounts; 
 
d) Super N.O.W. Accounts; 
 
e) 7 to 31-Day Accounts; 
 
f) Certificates of Deposit; 
 
g) Repurchase Agreements; 
 
h) U.S. Treasury Bonds, Bills, Notes; 
 
i) Other investment instruments as may be approved by the Office of the State Comptroller 

from time to time. 
 
FDIC Insurance and Overage Collateralization 
 
 The primary objectives of this policy are to enhance the safety and availability of any School 
District monies invested. These objectives are partially met by FDIC insurance covering the first 
$250,000 of School District checking account, savings account and time deposits combined with any 
one specific commercial bank or trust company (12 Code Federal Regulations (CFR) Section 330.8). 
 
 Any amounts exceeding the FDIC insurance limit, as presently set or subsequently revised, are 
to be insured to the School District by requiring an allocation and pledging of appropriate collateral by 
the bank or trust company winning the bid for the investment. All investments must be bid specifying 
"with collateral". Written custodial and/or security agreements must be entered into with each bank or 
 
 

(Continued) 
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trust company (General Municipal Law Sections 10 and 11 and Banking Law Section 107-a) which 
require the custodial bank or trust company to keep the securities they purchased as collateral for the 
District separate and apart from the institution's own general assets. Banking Law requires the bank or 
trust company to comply in completing the written agreements.  
 
Security Agreement 
 
 The security agreement shall provide that eligible securities are being pledged to secure local 
government deposits together with agreed upon interest, if any, and any costs or expenses arising out 
of the collection of such deposits upon default. The security agreement shall also provide the 
conditions under which the securities may be sold, presented for payment, substituted or released and 
the events which will enable the School District to exercise its rights against pledged securities. In the 
event that the securities are not registered or inscribed in the name of the School District, such 
securities shall be delivered in a form suitable for transfer or with an "assignment in blank" to the 
School District or its custodial bank.  
 
 The security agreement and the custodial agreement may be combined in a single document 
pursuant to General Municipal Law Section 10(3)(a).  
 
Custodial Agreement 
 
 The custodial agreement shall provide that securities held by the bank or trust company, or 
agent of and custodian for, the local government, will be kept separate and apart from the general 
assets of the custodial bank or trust company and will not, in any circumstances, be co-mingled with 
or become part of the backing for any other deposit or other liabilities. The agreement should also 
describe that the custodian shall confirm the receipt, substitution or release of the securities. The 
agreement shall provide for the frequency of revaluation of eligible securities and for the substitution 
of securities when a change in the rating of a security may cause ineligibility. Such agreement shall 
include all provisions necessary to provide the School District a perfected interest in the securities.  
 
Collateral 
 
 School District deposits and investments may be secured either by obligations or securities or, in 
whole or in part by a surety bond, or by an irrevocable letter of credit.  
 
 Surety bonds must be issued by an insurance company authorized to do business in this State, the 
claims-paying ability of which is rated in the highest rating category by at least two (2) nationally 
recognized rating organizations. The surety bond must be equal to one hundred percent (100%) of the 
aggregate amount of deposits and the agreed upon interest.  
 
 
 
 

(Continued) 
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 Eligible letters of credit will be those issued by a bank or trust company (other than the bank or 
trust company with which the investment is placed) with the deposits in favor of the government for a 
term not to exceed ninety (90) days with an aggregate value equal to one hundred forty percent 
(140%) of the aggregate amount of deposits and the agreed upon interest that either:  
 

a) Has commercial paper or other unsecured short-term debt obligations (or, in the case of a 
bank which is the principal subsidiary of a holding company, whose holding company has 
commercial paper and other unsecured short-term debt obligations) rated in one (1) of the 
three (3) highest rating categories by at least one (1) nationally recognized rating 
organization; or  

 
b) Is in compliance with applicable minimum federal risk based capital requirements.  

 
Eligible Securities for Collateral Purposes 
 
 The current market value of collateral utilized must equal or exceed the value of the 
collateralized deposits. The currently permitted collateral may be subsequently supplemented by new 
instruments when approved by the Office of the State Comptroller. Permissible collateral includes: 
(General Municipal Law Sections 11 and 31 Code of Federal Regulations (CFR) Section 203.15) 
 

a) United States obligations. 
 

b) Obligations of United States agencies, subdivisions, or departments, where payment of 
principal and interest is guaranteed or insured by the United States.  

 
c) Obligations of New York State.  
 
d) Obligations of New York municipal corporations, school districts, or district corporations 

of the State of New York. 
 
e) Obligations issued or guaranteed by United States agencies or government sponsored 

corporations.  
 
f) Obligations of states other than New York rated in one (1) of the three (3) highest rating 

categories by at least one (1) nationally recognized rating agency. 
 
g) Obligations of non-New York local governments having the power to levy taxes that are 

backed by the full faith and credit of the entity and rated in one (1) of the three (3) highest 
rated categories by at least one (1) nationally recognized rating agency.  

 
h) Obligations of domestic corporations rated in one (1) of the two (2) highest rated 

categories by at least one (1) nationally recognized rating agency.  
 

(Continued) 
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SUBJECT: DISTRICT INVESTMENTS  (Cont 'd.) 
 

i) Commercial paper and bankers' acceptances issued by a bank other than the depository 
bank, having maturities not to exceed sixty (60) days and rated in the highest short term 
rating category by at least one (1) nationally recognized rating agency.  

 
j) Certain mortgage-backed securities.  
 
All investment obligations shall be payable or redeemable at the option of the School District 

within such times as the proceeds will be needed to meet expenditures for purposes for which the 
moneys were provided; and, in the case of obligations purchased with the proceeds of bonds or notes, 
shall be payable or redeemable at the option of the School District within two (2) years of the date of 
purchase.  

 
Transfer of Funds 
 
 The Board of Education specifically authorizes the designated officials the authority to use 
electronic transfer of funds, among the approved banking institutions; to assist in obtaining "federal 
funds" enhanced interest rates. Each such transfer shall be specifically identified in the original journal 
entry as a "Wire transfer" and subsequently supported by the bank statement or confirmation notice to 
provide an audit trail.  
 
 The Board of Education also authorizes the acceptance of electronic funds transfers to student 
accounts specifically for school meal purchases. 
 
Safekeeping 
 
 The Board of Education specifically authorizes the designated officials the authority to turn over 
the physical custody of Certificates of Deposit and other evidences of investments for "safekeeping" 
possession to the bank, as provided in General Municipal Law Section 11(3), to facilitate access to 
funds at maturity and to eliminate having bearer certificates in the District Offices.  
 
Co-Mingling of Funds 
 
 The co-mingling of various funds into a single common investment is specifically authorized 
provided that the separate identity of each fund is maintained and the proportionate share of interest is 
allocated to each upon maturity of the investment. (General Municipal Law Sections 10 and 11) 
 
Written Reports 
 
 All investments shall be documented in written reports to the Superintendent, for subsequent 
presentation to the Board of Education outlining the details of each investment including: amount; date 
of origination; maturity date; interest rate; unsuccessful quotes received thereon. When investments 
are placed, these reports should be presented no less than monthly (General Municipal Law Section 
10) 
 

(Continued) 
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SUBJECT: DISTRICT INVESTMENTS  (Cont 'd.) 
 
12 Code of Federal Regulations (CFR) Section 330.8 
31 Code of Federal Regulations (CFR) Section 203.15 
Banking Law Section 107-a 
Education Law Sections 1604-a, 1723(a), 2503(1) and 3652 
General Municipal Law Sections 10, 11, 31 and 39 
Local Finance Law Section 165.00(b) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS TO THE SCHOOL 
   DISTRICT  
 

The Board may accept gifts, grants and/or bequests of money, real or personal property, as well 
as other merchandise which, in view of the Board, add to the overall welfare of the School District, 
provided that such acceptance is in accordance with existing laws and regulations. However, the Board 
is not required to accept any gift, grant or bequest and does so at its discretion, basing its judgment on 
the best interests of the District. Furthermore, the Board will not accept any gift, grant or bequest 
which constitutes a conflict of interest and/or gives an appearance of impropriety. 
 

At the same time, the Board will safeguard the District, the staff and students from commercial 
exploitation, from special interest groups, and the like. 
 

The Board will not accept any gifts or grants which will place encumbrances on future Boards, 
or result in unreasonable additional or hidden costs to the District. 
 

The Board of Education will not formally consider the acceptance of gifts or grants until and 
unless it receives the offer in writing from the donor/grantor. Any such gifts or grants donated to the 
Board and accepted on behalf of the School District must be by official action and resolution passed 
by Board majority. The Board would prefer the gift or grant to be a general offer rather than a specific 
one. Consequently, the Board would suggest that the donor/grantor work first with the school 
administrators in determining the nature of the gift or grant prior to formal consideration for 
acceptance by the Board. However, the Board, in its discretion, may direct the Superintendent of 
Schools to apply such gift or grant for the benefit of a specific school or school program. 
 

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

Gifts and/or grants of money to the District shall be annually accounted for under the trust and 
agency account in the bank designated by the Board of Education. 
 

All gifts, grants and/or bequests shall become School District property. A letter of appreciation, 
signed by the President of the Board and the Superintendent, may be sent to a donor/grantor in 
recognition of his/her contribution to the School District. 
 
Gift Giving  
 

The Board of Education recognizes that gift giving, especially during the holiday season, may be 
a common practice for many District employees. While the giving or exchanging of gifts may be 
acceptable among staff members, the Board strongly encourages District employees and students to 
show appreciation through written notes or greeting cards. 
 
 
 
 

(Continued) 
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS TO THE SCHOOL 
   DISTRICT  (Cont 'd.) 
 

Additionally, all business contacts will be informed that gifts exceeding seventy-five dollars 
($75) to District employees will be returned or donated to charity. 
 
 
New York State Constitution Article 8, Section 1 
Education Law Sections 1709(12), 1709(12-a) and 1718(2) 
General Municipal Law Section 805-a(1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SCHOOL TAX ASSESSMENT AND COLLECTION/PROPERTY TAX 

EXEMPTIONS  
 

A tax collection plan giving dates of warrant and other pertinent data shall be prepared annually 
and submitted for review and consideration by the Business Manager to the Board of Education. Tax 
collection shall occur by mail or by direct payment to the place designated by the Board of Education. 
 
Senior Citizens 
 

Unless specifically exempted by law, real property used exclusively for residential purposes and 
owned by one (1) or more persons, each of whom is sixty-five (65) years of age or over, or real 
property owned by husband and wife or by siblings, one (1) of whom is sixty-five (65) years of age or 
over, shall be exempt from taxation to the extent of percentum of the assessed valuation determined by 
the Board if the owners meet the criteria established annually by the Board.  
 

The real property tax exemption of real property owned by husband and wife, when one (1) of 
them is sixty-five (65) years of age or over, once granted, shall not be rescinded solely because of the 
death of the older spouse so long as the surviving spouse is at least sixty-two (62) years of age.  
 
 The District may permit a property tax exemption to an otherwise eligible senior citizen even if a 
child who attends a public school resides at that address, provided that any such resolution shall 
condition such exemption upon satisfactory proof that the child was not brought into the residence in 
whole or in substantial part for the purpose of attending a particular school within the District. The 
Board must adopt a resolution allowing such an exemption following a public hearing on this specific 
issue. 
 
Disabled Citizens 
 
 Unless specifically exempted by law, real property used exclusively for residential purposes and 
owned by one (1) or more persons with disabilities; or owned by a husband, wife or both, or siblings, 
at least one (1) of whom has a disability; and whose income, as defined pursuant to law, is limited by 
reason of such disability shall be exempt from taxation to the extent of percentum of the assessed 
valuation determined by the Board if the owners meet the criteria established annually by the Board. 
The Board must adopt a resolution allowing such an exemption following a public hearing on this 
specific issue.  
 
 No exemption shall be granted unless the real property is the legal residence of and is occupied 
in whole or in part by the disabled person; except where the disabled person is absent from the 
residence while receiving health-related care as an in-patient of a residential health care facility as 
defined in Public Health Law.  
 
 The District may permit a property tax exemption to an otherwise eligible disabled citizen even 
if a child who attends a public school resides at that address, provided that any such resolution shall 
condition such exemption  upon satisfactory proof that the child was  not brought into  the residence in 
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SUBJECT: SCHOOL TAX ASSESSMENT AND COLLE CTION/PROPERTY TAX 

EXEMPTIONS  (Cont 'd.) 
 
whole or in substantial part for the purpose of attending a particular school within the District. The 
Board must adopt a resolution allowing such an exemption following a public hearing on this specific 
issue. 
 
 For purposes of this policy, and in accordance with law, a person with a disability is one who has 
a physical or mental impairment, not due to current use of alcohol or illegal drug use, which 
substantially limits such person's ability to engage in one (1) or more major life activities, such as 
caring for one's self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning 
and working; and who is certified to receive Social Security Disability Insurance (SSDI) or 
Supplemental Security Income (SSI) benefits under the federal Social Security Act or is certified to 
receive Railroad Retirement Disability benefits under the federal Railroad Retirement Act, or has 
received a certificate from the State Commission for the Blind and Visually Handicapped stating that 
such person is legally blind. 
 
 In accordance with Real Property Tax Law, any exemption provided by this policy shall be 
computed after all other partial exemptions allowed by law have been subtracted from the total amount 
assessed; provided however, that no parcel or real property may receive an exemption for the same tax 
purpose pursuant to both this policy and real property tax exemptions granted pursuant to the Real 
Property Tax Law for persons sixty-five (65) years of age or over. 
 
Volunteer Firefighters and Ambulance Workers 
 
 In accordance with law, the District may adopt a resolution allowing the full benefits of the real 
property tax law exemption for enrolled members of an incorporated volunteer fire company, fire 
department or incorporated voluntary ambulance service. 
 
 
 
Education Law Section 2130 
Public Health Law Section 2801 
Real Property Tax Law Sections 459-c, 466-c, 466-f, 466-g, 467, 1300-1342 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SALE AND DISPOSAL OF SCHOOL DISTRICT PROPERTY   
 
Sale of School Property 
 

No school property shall be sold without prior approval of the Board of Education. However, the 
responsibility for such sales may be delegated. The net proceeds from the sale of school property shall 
be deposited in the General Fund.  
 
Disposal of District Personal Property 
 
Equipment 
 

School District equipment that is obsolete, surplus, or unusable by the District shall be disposed 
of in such a manner that is advantageous to the District.  
 

The Superintendent will be responsible for selling the equipment in such a way so as to 
maximize the net proceeds of sale which may include a bona fide public sale preceded by adequate 
public notice. If it is determined that reasonable attempts to dispose of the equipment have been made 
and such attempts have not produced an adequate return, the Superintendent or his/her designee may 
dispose of the equipment in any manner which he/she deems appropriate. 
 
Textbooks 
 

Textbooks may lose their value to the educational program because of changes in the curriculum 
or they contain outdated material and/or are in poor condition.  
 

If textbooks are no longer useful or usable, the procedures for disposal shall adhere to the 
following order of preference:   
 

a) Sale of textbooks. If reasonable attempts to dispose of surplus textbooks fail to produce 
monetary return to the School District; then 

 
b) Donation to charitable organizations; or 

 
c) Disposal as trash. 

 
 
 
Education Law Sections 1604(4), 1604(30), 1604(36), 1709(9), 1709(11), 2503, 2511 and 2512 
General Municipal Law Sections 51 and 800 et seq. 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: BONDING OF EMPLOYEES AND SCHOOL BOARD MEMBERS  
 

In accordance with New York State Education Law and the Commissioner's Regulations, the 
Board of Education directs that the Treasurer of the Board of Education, the Tax Collector and the 
Claims Auditor be bonded prior to assuming their duties. Such bonds shall be in the amounts as 
determined and approved by the Board of Education. 
 

Other school personnel and members of the Board of Education authorized or required to handle 
School District revenues may be covered by a blanket undertaking provided by the District in such 
amounts as approved by the Board of Education based upon the recommendations of the 
Superintendent or his/her designee. 
 
 
 
Education Law Sections 1709(20-a), 1720, 2130(5), 2526 and 2527 
Public Officers Law Section 11(2) 
8 New York Code of Rules and Regulations (NYCRR) Section 170.2(d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: EXPENDITURES OF SCHOOL DISTRICT FUNDS   
 

The Board of Education authorizes the Purchasing Agent to expend school funds as appropriated 
by approved operational and capital budgets, and by the adoption of special resolutions. He/she will 
make expenditures in accordance with applicable law and in a manner that will achieve the maximum 
benefit from each dollar expended.  
 

All claims shall be properly audited before payment by the Claims Auditor who shall attest to the 
existence of evidence of indebtedness to support the claim.  
 

Complete records of all expenditures shall be maintained for future analysis and reporting within 
the time frame required by the Records Disposition Law or regulation. 
 
 
 
Arts and Cultural Affairs Law Section 57.19 
Education Law Sections 1720 and 2523 
8 New York Code of Rules and Regulations (NYCRR) Section 185 
 
 
 
 
 
NOTE: Refer also to Policies #5321 -- School District Credit Cards 
 #5322 -- Cellular Telephone 
 #5323 -- Reimbursement for Meals/Refreshments 
 #6161 -- Conference/Travel Expense Reimbursement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: SCHOOL DISTRICT CREDIT CARD S 
 
General 
 
 This policy describes the safeguards and procedures established to provide for the use and 
security of District issued credit cards.  
 
Safeguarding of District Policy  
 
 It shall be the duty of the District Treasurer or District Clerk to have custody of all credit cards. 
These shall be maintained in a secure location with limited access.  
 
 Each officer or employee shall sign a receipt for card placed in his/her custody and he/she will 
take the necessary precautions to ensure the safeguard of the card.  
 
 Upon return from travel, each officer/employee must promptly return the District credit card to 
the District Treasurer or District Clerk, signing a receipt indicating return. The theft or loss of any card 
must be reported by the officer/employee to the credit card company and District Office immediately.  
 
Use of Credit Cards  
 
 Wayland-Cohocton Central School has a Chase Bank VISA card.  
 
 District employees, directors, administrators, and Board members may receive authorization 
from the Superintendent or Business Manager for use of the credit card. District credit cards are to be 
used for pre-approved reimbursable travel expenses, such as hotel accommodations, tolls, and meals, 
(exclusive of alcoholic beverages).  
 
 Authorization for use of card by any employee other than the Superintendent, Business Manager, 
Board-approved Board of Education member and Athletic Director, must be given permission for use 
in writing by the Superintendent or Business Manager.  
 
 Credit card expenditures will be charged to the appropriate budget codes and the original 
itemized receipts must be forwarded to the Business Office for all charges. A purchase order must be 
filled out for the expense obtaining the appropriate approval prior to the expense. Failure to submit 
original receipts for charges made may result in the officer/employee being personally liable for the 
undocumented charges. The following is the supporting documentation that must be provided for any 
transaction using the credit card:  
 
 a) An itemized receipt must support the transaction.  
 
 b) The purpose of the transaction.  
 
 c) Individuals in attendance should be noted on the receipt for all meals purchased.  
 

(Continued) 
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SUBJECT: SCHOOL DISTRICT CREDIT CARDS   (Cont'd.) 
 
 Credit card has been issued in the District's name for use by officers and employees for 
reimbursable expenses incurred in the performance of their duties, provided that the claims are 
submitted within a reasonable timeframe to avoid incurring unnecessary service or finance charges.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: CELL ULAR  TELE PHONE 
 
 Upon the approval of the Superintendent, certain District employees will be provided one (1) or 
more cell phones based on the needs of their position for routine school communications or 
emergencies. The job titles of such individuals shall be listed in Regulation and reported to the 
Superintendent each year, along with a report of cost.  
 
 The District (Business Office) shall establish the most economical plan for these phones based 
on needs. The phones are for school business purposes; however, in the event an employee uses a 
cellular phone for personal communications he/she shall reimburse the District for such non-business 
calls pursuant to the Regulation attached hereto. Due to the nature of these positions, it is recognized 
that such individuals at times work extended hours or may be traveling and unable to use another 
phone. Certain calls, such as calling home in these circumstances to let your family know that you will 
not be home for dinner, are not considered personal calls that the individual would need to reimburse 
the District. Individuals are expected to use reasonable judgment in making such determinations.  
 
 The Business Office shall evaluate the effectiveness of the cellular telephone plan based on the 
monthly invoices and regulations. Any concerns will be reported to the Superintendent.  
 
Cellular Telephones Regulation  
 
Authorized Positions for Use of Cell Phones 
 
 The following positions are authorized District provided cellular telephones:  
 
 a) Business Office (1)  

b) Transportation Department (3) 
c) Athletic Director (1)  
d) Superintendent of Buildings and Grounds (2)  
e) Technology Systems Coordinator (2)  

 
Procedure for Use of Cell Phones 
 
 District cellular telephones are provided for business purposes. Employees will reimburse the 
District for cellular telephone charges incurred that are not of a business nature. Monthly, the Business 
Office will send a copy of the invoice for their phone(s) to authorized users. The user will check off 
any personal calls and the Business Office will then invoice the individual accordingly.  
 
 For plans that provide X minutes of usage per month, the individual will be billed the average 
rate for that plan if the month does not exceed the monthly allowance. If the monthly allowance is 
exceeded, personal calls will be billed at the additional minutes rate for that plan. For plans that have 
no monthly minutes allowance, the employee will be billed the rate per minute for that plan. 
Individuals should reimburse the District within fifteen (15) days of receipt of their invoice from the 
Business Office.  
 
Adopted:  4/11/11 
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SUBJECT: REIMBURSEMENT FOR MEALS/REFRESHMENTS  
 

The Board of Education recognizes that from time to time it may be appropriate to provide meals 
and/or refreshments at District meetings and/or events, which are being held for School District 
purposes. It is acknowledged that meal and/or refreshment expenditures may be incurred as an 
extension of the responsibilities of employees or to continue to enhance a specific activity or event that 
is being held for a business purpose.  
 
 Examples of authorized categories of expenditures include but are not limited to refreshments for 
staff on teacher orientation day at the beginning of each year, staff recognition day, refreshments at a 
Superintendent's Conference Day, community/District meetings, assessment day grading of tests, on-
campus workshops, receptions for volunteers, and other meetings at which District business is 
conducted.  
 
Meals and Refreshments Regulation  
 
Procedures 
 

From time to time, meals and/or refreshments may be deemed appropriate for a particular 
meeting, event or situation.  
 
 In most instances a requisition authorized by the appropriate administrator should be submitted 
prior to the expense being incurred in order for an authorized purchase order to be prepared in 
advance. The person making the request shall indicate the date, purpose of the meeting and identify 
the group in attendance and the approximate number of people attending. Any expenditure made for 
such meals and/or refreshments should be appropriately documented with itemized receipts. The claim 
form should also state the purpose of the event/meeting, and names of those attending. If it is 
impractical to list the names due to the number of attendees then the documentation should state the 
purpose of the event and the number attending, e.g., "Superintendent's Conference Day on DATE - 
coffee, juice, bagels and fruit for one hundred eighty (180) teachers."  
 
Conference/Travel Meal Costs 

 
Meal costs (excluding alcoholic beverages) associated with employee travel are governed by 

Policy #6161 -- Conference/Travel Expense Reimbursement. In all instances, itemized receipts must 
accompany the request for reimbursement.  
 
 
 
 
 
NOTE: Refer also to Policy #6161 -- Conference/Travel Expense Reimbursement 
 
 
 
Adopted:  4/11/11 
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SUBJECT: BUDGET TRANSFERS  
 

Within monetary limits as established by the Board, the Superintendent is authorized to transfer 
funds within the budget. Whenever changes are made, they are to be incorporated in the next Board 
agenda for information only. 
 
 
 
Education Law Section 1718 
8 New York Code of Rules and Regulations (NYCRR) Section 170.2(l) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: BORROWING OF FUNDS  
 
Borrowing Purposes and Debt Instruments 

 
a) The Local Finance Law authorizes OPERATING BORROWINGS to cover cash-flow shortfalls 

including: Revenue Anticipation Notes, Tax Anticipation Notes, or Budget Notes. These types of 
borrowings must be authorized by the Board of Education through the adoption of a formal 
Borrowing Resolution.  

 
b) CAPITAL BORROWINGS may include Bond Anticipation Notes, Statutory Installment Bonds, 

and Serial Bonds. These borrowings are only authorized for items for which a Period of Probable 
Usefulness has been established by the New York Legislature through Local Finance Law 
Section 11.00. These borrowings, generally, may only be undertaken after a positive public 
majority vote at the Annual or special election. The Board of Education must formalize the 
authority for the indebtedness by adopting a legally complete formal BOND RESOLUTION 
prior to any borrowing. The text of the Bond Resolution, vote and legal notices should be 
prepared by a recognized bond counsel. The Board of Education hereby delegates its authority to 
set the terms and conditions of any borrowing to the President of the Board of Education, as 
Chief Fiscal Officer of the District.  

 
Borrowing Procedures 
 
 The Superintendent, assisted by his/her staff and the District Financial Consultant, shall make 
recommendations to the Board of Education on the timing, bidding, terms and conditions of, 
placement and reporting on any borrowings. Operating borrowing recommendations shall be 
supported by a monthly cash flow estimate covering the time thereof and establishing the amount of 
such borrowing. The Superintendent is authorized to solicit and use the services of a Financial 
Consultant and Bond Counsel in planning and completing any borrowing to optimize the number of 
potential quotes and obtain lower market interest rates.  
 
Written Reports 
 
 All borrowings shall be documented in written reports outlining the details of each borrowing 
and the interest rate quotes received thereon. The written report shall first be presented to the 
Superintendent who shall report thereon at the next regularly scheduled Board Meeting.  
 
Legal Opinion 
 
 The use of a recognized "Red Book" Bond Counsel is hereby approved to draft the legal notices, 
resolutions, borrowing instruments, and render his approving Legal Opinion on the legality and tax 
status of the debt instrument.  
 
 
 
 

(Continued) 
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SUBJECT: BORROWING OF FUNDS (Cont'd.) 
 
Superseding Previous Investment Policy(ies)  
 
 This revised "Financial Management Policy" hereby supersedes all previous versions before the 
date hereof and shall be definitive in any case involving investing or borrowing money by the District. 
This Policy shall remain in effect until superseded or revoked by the Board of Education by 
subsequent resolution.  
 
 
 
Local Finance Law Article 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT:  PRINCIPLES OF PURCHASING 

 
 The Board of Education views purchasing as serving the educational program by providing 

necessary supplies, equipment and related services. Purchasing will be centralized in the business 

office under the general supervision of the Purchasing Agent designated by the Board of Education. 

 

 It is the goal of the Board to purchase competitively, without prejudice or favoritism, and to 

seek the maximum educational value for every dollar expended. Competitive bids or quotations shall 

be solicited in connection with purchases pursuant to law. The General Municipal Law requires that 

purchase contracts for materials, equipment and supplies involving an estimated annual expenditure 

exceeding $20,000 and public work contracts involving an expenditure of more than $35,000 will be 

awarded only after responsible bids have been received in response to a public advertisement soliciting 

formal bids.  Any purchases between $5,000 and $19,999 will obtain three (3) written quote and any 

purchases between $2,500 and $5,000 will obtain two (2) written quotes.  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. 

 

 To ensure the best possible price when a sole bid situation arises, the District will consider re-

advertising for bids or seek other methods to obtain additional quotes such as advertising in more well 

circulated papers. 

 

 The District will allow lease-purchases only when necessary and are more cost effective than other 

financing options. 

 

 Purchases between $1,000 and $2,499 should be documented with verbal quotes.   

 

 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, to facilitate the acquisition of goods and services 

of maximum quality at the lowest possible cost under the circumstances, and to guard against 

favoritism, improvidence, extravagance, fraud and corruption. 

 

 Alternative proposals or quotations will be secured by requests for proposals, written or verbal 

quotations or any other appropriate method of procurement; except for procurements: 

 

 a)  under a county contract;  

 

 b)  under a State contract; 
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SUBJECT:  PRINCIPLES OF PURCHASING (Cont'd.) 

 

 c)  of articles manufactured in State correctional institutions; or  

 

 d)  from agencies for the blind and severely disabled. 

 

 The District's purchasing activity will strive to meet the following objectives: 

 

 a) to effectively supply all administrative units in the school system with needed materials, 

supplies, and contracted services; 

 

 b) to obtain materials, supplies and contracted services at the lowest prices possible consistent 

with the quality and standards needed as determined by the Purchasing Agent in cooperation 

with the requisitioning authority. The educational welfare of the students is the foremost 

consideration in making any purchase; 

 

 c) to ensure that all purchases fall within the framework of budgetary limitations and that they are 

consistent with the educational goals and programs of the District; 

 

 d) to maintain an appropriate and comprehensive accounting and reporting system to record and 

document all purchasing transactions; and 

 

 e) to ensure, through the use of proper internal controls, that loss and/or diversion of District 

property is prevented. 

 

 Opportunities shall be provided to all responsible suppliers to do business with the School District. 

Suppliers whose place of business is situated within the District may be given preferential 

consideration only when bids or quotations on an item or service are identical as to price, quality an 

other factors. Purchases will be made through available cooperative BOCES bids, State contracts of 

the Office of General Services or county contracts whenever such purchases are in the best interests of 

the District. In addition, the District will make purchases from correctional institutions and severely 

disabled persons through charitable or nonprofit-making agencies, as provided by law. 

 

 The District will provide justification and documentation of any contract awarded to an offeror 

other than the lowest responsible dollar offeror, setting for 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. 
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SUBJECT:  PRINCIPLES OF PURCHASING (Cont'd.) 
 

The Purchasing Agent will not be required to secure alternative proposals or quotations for:  

 

 a)  emergencies where time is a crucial factor; 

 

 b) procurements for which there is no possibility of competition (sole source items); 

 

 c) procurements of professional services, which, because of the confidential nature of the 

services, do not lend themselves to procurement through solicitation; or 

 

 d) very small procurements when solicitations of competition would not be cost-effective. 

 

 The Superintendent of Schools, with the assistance of the Purchasing Agent, shall be responsible 

for the establishment and implementation of the procedures and standard forms for use in all 

purchasing and related activities in the District. Such procedures shall comply with all applicable laws 

and regulations of the State and the Commissioner of Education. 

 

 No Board member, officer or employee of the School District shall have an interest in any contract 

entered into by the Board or the District, as provided in Article 18 of the General Municipal Law. 

 

 Comments will be solicited from those administrators involved in the procurement process before 

enactment of the District's policies regarding purchasing and from time to time thereafter. The policies 

must then be adopted by Board resolution. All District policies 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 policies 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. 

Commissioner's Regulations Section 170.2 

 

 

 

 

 

 

Adopted: 6/19/95 

Revised:  11/25/02  

Revised:  01/13/10 

Revised:  07/26/10  

 



 2011 5420 
 
 
 Non-Instructional/Business 
 Operations 

 
 
 
 
SUBJECT: SPENDING POLICY  
 
 Resources will generally be spent from Budgetary Appropriations first. Utilization of reserve 
funds will be determined based on the legal appropriation of such funds, which require either the 
Board of Education and/or the District voter approval. Furthermore, assigned amounts will be 
considered expended when the transaction for which the assignment was made does occur. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  6/20/11 
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SUBJECT: ASSIGNED FUND BALANCE POLICY  
 
 The Purchasing Agent is responsible for all of the purchasing activities of the District and is 
therefore designated as having the authority to assign amounts intended to be used for specific 
purposes. (Encumbrances at year-end will now be considered assigned funds.) 
 
 The Board of Education has the authority to assign fund balance for the purpose of tax reduction 
on an annual basis. (Appropriation of fund balance for ensuing year's budget.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  6/20/11 
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SUBJECT: ACCOUNTING OF FUNDS  
 

Accounting and reporting procedures shall be developed to facilitate analysis and evaluation of 
the District's financial status and fixed assets. The District will use the Uniform System of Accounts 
for School Districts. 
 

Books and records of the District shall be maintained in accordance with statutory requirements. 
 

Provision shall be made for the adequate storage, security, and disposition of all financial and 
inventory records. 
 
 
 
Education Law Section 2116-a 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: EXTRACLASSROOM ACTIVITY FUND  
 

An extraclassroom activity fund shall be established for activities conducted by students whose 
financial support is raised other than by taxation or through charges of the Board of Education. All 
funds in the extraclassroom activity fund shall be kept according to standards of good financial 
management. Proper books will be kept and all moneys deposited in appropriate accounts as set up by 
the Board of Education. These accounts shall be subject to audit. 
 

All transactions involving extraclassroom funds shall be on a cash basis and no accounts shall 
remain unpaid at the end of the school year. The Building Principals, with approval of the 
Superintendent of Schools, shall set up procedures for receipt and payment from the extraclassroom 
activity fund in their respective schools. 
 
 
 
8 New York Code of Rules and Regulations (NYCRR) Part 172 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: PETTY CASH FUNDS AND CASH IN SCHOOL BUILDINGS  
 
Petty Cash Funds 
 

A petty cash fund of not more than one hundred dollars ($100) shall be maintained in the District 
Office and in each school building in a secure location. Payments from petty cash funds may be made 
for materials, supplies or services only when payment is required upon delivery. At the time of 
reimbursement, an itemized statement of expenditures, together with substantiating receipts, shall be 
submitted. Such accounts shall be authorized by Board resolution at their annual meeting. 
 

Appropriate regulations shall be developed for implementation of this policy. 
 
Cash in School Buildings 
 

Not more than two hundred fifty dollars ($250), whether District or extraclassroom funds, shall 
be held in the vault in the Main Office of each District school building. Under no circumstances shall 
cash be left in classroom areas or desks. The District will not be responsible for funds left unprotected.  
 

All funds, whether District or extraclassroom funds, shall be deposited prior to close of school 
each week. Only authorized personnel designated by the building administrator shall be allowed in the 
Main Office vault. 
 
 
 
Education Law Sections 1604(26), 1709(29) and 2503(1) 
8 New York Code of Rules and Regulations (NYCRR) Section 170.4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: PUBLICATION OF DISTRICT 'S ANNUAL FINANCIAL STATEMENT  
 
 In compliance with Education Law, as a Central School District, the Board of Education is 
required to publish a financial statement, including a full, detailed account of moneys received and 
moneys expended at least once a year. This annual financial report will be in the form prescribed in 
Commissioner's Regulations. 
 
 The law requires that the information be published in one (1) public newspaper which is 
published in the District. If no public newspaper is published in the District, then the District must use 
a newspaper having general circulation in the District. If no public newspaper is published in the 
District, and there is no newspaper having general circulation in the District, then the School District 
must provide the information to the taxpayers by posting copies in five (5) public places in the 
District.  
 
 
 
Education Law Sections 1610, 1721, 2117, 2528 and 2577 
8 New York Code of Rules and Regulations (NYCRR) Section 170.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: MAINTENANCE OF FISCAL EFFORT (TITLE I PROGRAMS)  
 

A Local Educational Agency (LEA) may receive its full allocation of Title I funds if the 
combined fiscal effort per student or the aggregate expenditures of state and local funds with respect to 
the provision of free public education in the LEA for the preceding fiscal year was not less than ninety 
percent (90%) of the combined fiscal effort per student or the aggregate expenditures for the second 
preceding fiscal year. 
 

In determining a LEA's compliance with the maintenance of effort requirement, the State 
Educational Agency (SEA) shall consider the LEA's expenditures from state and local funds for free 
public education. These include expenditures for administration, instruction, attendance, health 
services, student transportation services, plant operation and maintenance, fixed charges, and net 
expenditures to cover deficits for food services and student body activities. 
 

The SEA shall not consider the following expenditures in determining a LEA's compliance with 
the maintenance of effort requirements: 
 
 a) Any expenditures for community services, capital outlay, and debt service; 
 
 b) Any expenditures made from funds provided by the federal government for which the LEA 

is required to account to the federal government directly or through the SEA. 
 

The Board of Education assigns the Business Manager the responsibility of reviewing, as part of 
the budgeting process, combined fiscal effort so that expenditures of state and local funds with respect 
to the provision of free public education per student and in the aggregate for any fiscal year are not 
budgeted at less than ninety percent (90%) of the combined fiscal effort per student or the aggregate of 
expenditures for the preceding fiscal year. 
 
 
 
Title I of the Elementary and Secondary Education Act of 1965, as amended by the No Child Left Behind Act 
  of 2001 
34 Code of Federal Regulations (CFR) Part 200 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: USE OF FEDERAL FUNDS FOR POLITICAL EXPENDITURES  
 

The Board of Education prohibits the use of any federal funds for partisan political purposes or 
expenditures of any kind by any person or organization involved in the administration of federally-
assisted programs.  
 

This policy refers generally, but is not limited to, lobbying activities, publications, or other 
materials intended for influencing legislation or other partisan political activities. 
 

In recognition of this stricture, the Board of Education assigns the Purchasing Agent the 
responsibility of monitoring expenditures of federal funds so that said funds are not used for partisan 
political purposes by any person or organization involved in the administration of any federally-
assisted programs. 
 
 
 
OMB Circular A-87 Cost Principles for State, Local and Indian Tribal Governments (revised May 10, 2004) 
Compliance Supplement for Single Audit of State and Local Governments (revised June 27, 2003)  
  supplementing OMB Circular A133 
 
 
 
 
 
NOTE: Refer also to Policy #6430 -- Employee Activities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: FINANCIAL ACCOUNTABILITY  
 
 School districts must have internal controls in place to ensure that the goals and objectives of the 
District are accomplished; laws, regulations, policies, and good business practices are complied with; 
operations are efficient and effective; assets are safeguarded; and accurate, timely and reliable data are 
maintained. 
 
 The Wayland-Cohocton Central School District's governance and control environment will 
include the following: 
 

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

 
b) The Board requires corrective action for issues reported in the Certified Public 

Accountant's (CPA's) management letter, audit reports, the Single Audit, and consultant 
reports. 

 
c) The Board has established the required policies and procedures concerning District 

operations. 
 
d) The Board routinely receives and discusses the necessary fiscal reports including the: 
 

1. Treasurer's cash reports, 
 
2. Budget status reports, 
 
3. Revenue status reports, 
 
4. Monthly extra-classroom activity fund reports, and 
 
5. Fund balance projections (usually starting in January). 
 

e) The District has a long-term (three [3] to five [5] years) financial plan for both capital 
projects and operating expenses. 

 
f) The District requires attendance at training programs for Board members, Business 

Officials, Treasurers, Claims Auditors, and others to ensure they understand their duties 
and responsibilities and the data provided to them. 

 
g) The Board has an audit committee to assist in carrying out its fiscal oversight 

responsibilities. 
 
 

(Continued) 
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SUBJECT: FINANCIAL ACCOUNTABILITY  (Cont 'd.) 
 

h) The District's information systems are economical, efficient, current, and up-to-date. 
 
i) All computer files are secured with passwords or other controls, backed up on a regular 

basis, and stored at an off site location. 
 
j) The District periodically verifies that its controls are working efficiently. 

 
k) The District requires all staff to take vacations during which time another staff member 

performs the duties of the staff on vacation. 
 
 
 
8 New York Code of Rules and Regulations (NYCRR) Section 170.12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: ALLEGATIONS OF FRAUD  
 
Reporting and Investigations of Allegations of Fraud 
 
 All Board members and officers, District employees and third party consultants are required to 
abide by the District's policies, administrative regulations and procedures in the conduct of their 
duties. Further, all applicable federal and/or state laws and regulations must be adhered to in the 
course of District operations and practices. Any individual who has reason to believe that financial 
improprieties or wrongful conduct is occurring within the School System is to disclose such 
information according to the reporting procedures established by the District. The reporting 
procedures will follow the chain of command as established within the department or school building 
or as enumerated in the District's Organizational Chart. In the event that the allegations of financial 
improprieties/fraud and/or wrongful conduct concern the investigating official, the report shall be 
made to the next level of supervisory authority. If the chain of supervisory command is not sufficient 
to ensure impartial, independent investigation, allegations of financial improprieties/fraud and/or 
wrongful conduct will be reported as applicable, to the Internal Auditor (if available), or the 
Independent (External) Auditor, or the School Attorney, or the Board of Education. The District's 
prohibition of wrongful conduct, including fraud, will be publicized within the District as deemed 
appropriate; and written notification will be provided to all employees with fiscal accounting/oversight 
and/or financial duties including the handling of money. 
 
 Upon receipt of an allegation of financial improprieties/fraud and/or wrongful conduct, the 
Board or designated employee(s) will conduct a thorough investigation of the charges. However, even 
in the absence of a report of suspected wrongful conduct, if the District has knowledge of, or reason to 
know of, any occurrence of financial improprieties/fraud and/or wrongful conduct, the District will 
investigate such conduct promptly and thoroughly. To the extent possible, within legal constraints, all 
reports will be treated as confidentially and privately as possible. However, disclosure may be 
necessary to complete a thorough investigation of the charges and/or to notify law enforcement 
officials as warranted, and any disclosure will be provided on a "need to know" basis. Written records 
of the allegation, and resulting investigation and outcome will be maintained in accordance with law. 
 
 Based upon the results of this investigation, if the District determines that a school official has 
engaged in financial improprieties/fraudulent and/or wrongful actions, appropriate disciplinary 
measures will be applied, up to and including termination of employment, in accordance with legal 
guidelines, District policy and regulation, and any applicable collective bargaining agreement. Third 
parties who are found to have engaged in financial improprieties/fraud and/or wrongful conduct will 
be subject to appropriate sanctions as warranted and in compliance with law. The application of such 
disciplinary measures by the District does not preclude the filing of civil and/or criminal charges as 
may be warranted. Rather, when school officials receive a complaint or report of alleged financial 
improprieties/fraud and/or wrongful conduct that may be criminal in nature, law authorities should be 
immediately notified. 
 
 
 
 

(Continued) 
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SUBJECT: ALLEGATIONS OF FRAUD  (C ont'd.) 
 
 An appeal procedure will also be provided, as applicable, to address any unresolved complaints 
and/or unsatisfactory prior determinations by the applicable investigating officer(s). 
 
Protection of School Employees who Report Information Regarding Illegal or Inappropriate 
Financial Practices 
 
 Any employee of the School District who has reasonable cause to believe that the fiscal practices 
or actions of an employee or officer of the District violates any local, state, federal law or rule and 
regulation relating to the financial practices of the District, and who in good faith reports such 
information to an official of the District, or to the Office of the State Comptroller, the Commissioner 
of Education, or to law enforcement authorities, shall have immunity from any civil liability that may 
arise from the making of such report. Further, neither the School District, nor employee or officer 
thereof, shall take, request, or cause a retaliatory action against any such employee who makes such a 
report. 
 
 The Board also prohibits any retaliatory behavior directed against any witnesses and/or any other 
individuals who participate in the investigation of an allegation of illegal or inappropriate fiscal 
practices or actions. Follow-up inquiries shall be made to ensure that no reprisals or retaliatory 
behavior has occurred to those involved in the investigation. Any act of retaliation is prohibited and 
subject to appropriate disciplinary action by the District. 
 
Knowingly Makes False Accusations 
 
 Any individual who knowingly makes false accusations against another individual as to 
allegations of financial improprieties/fraud may also face appropriate disciplinary action. 
 
 
 
Education Law Section 3028-d 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: AUDIT COMMITTEE  
 
 An Audit Committee has been established by Board resolution. The Audit Committee may 
consist of: 
 
 a) The Board of Education as a whole; 
 
 b) A subcommittee of the Board of Education; or 
 
 c) An Advisory Committee that may include, or be composed entirely of persons other than 

Board members if, in the opinion of the Board, such membership is advisable to provide 
accounting and auditing expertise. 

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

 1. Be employed by the District; 
 
 2. Be an individual who within the last two (2) years provided, or currently provides, 

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

or services to the District; or  
 
 4. Be a close or immediate family member of an employee, officer, or contractor 

providing services to the District. A "close family member" is defined as a parent, 
sibling or nondependent child; an "immediate family member" is a spouse, spouse 
equivalent, or dependent (whether or not related). 

 
 The Audit Committee shall consist of at least three (3) members who should collectively possess 
knowledge in accounting, auditing, financial reporting, and School District finances. They shall serve 
without compensation, but shall be reimbursed for any actual and necessary expenditure incurred in 
relation to attendance at meetings. Employees of the District are prohibited from serving on the Audit 
Committee. Members of the Audit Committee shall be deemed School District officers, but shall not 
be required to be residents of the School District. 
 
 The role of the Audit Committee shall be advisory unless the Audit Committee consists of at 
least a quorum of Board members, and any recommendations it provides to the Board shall not 
substitute for any required review and acceptance by the Board of Education.  
 
 The Audit Committee shall develop and submit to the Board for approval a formal, written 
charter which includes, but is not limited to, provisions regarding the committee's purpose, mission, 
duties, responsibilities and membership requirements. 
 
 

(Continued) 
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SUBJECT: AUDIT  COMMITTEE  (Cont 'd.) 
 
 The Audit Committee shall hold regularly scheduled meetings and report to the Board on the 
activities of the Committee on an as needed basis, but not less than annually. The report will address 
or include at a minimum: 
 
 a) The activities of the Audit Committee; 
 
 b) A summary of the minutes of the meeting; 
 
 c) Significant findings brought to the attention of the Audit Committee; 
 
 d) Any indications of suspected fraud, waste, or abuse; 
 
 e) Significant internal control findings; and 
 
 f) Activities of the internal audit function. 
 
 The responsibilities of the Audit Committee include the following: 
 
 a) Provide recommendations regarding the appointment of the External (Independent) Auditor 

for the District; 
 
 b) Meet with the External (Independent) Auditor prior to commencement of the audit; 
 
 c) Review and discuss with the External (Independent) Auditor any risk assessment of the 

District's fiscal operations developed as part of the Auditor's responsibilities under 
governmental auditing standards for a financial statement audit and federal single audit 
standards if applicable;  

 
 d) Receive and review the draft annual audit report and accompanying draft management 

letter and, working directly with the External (Independent) Auditor, assist the Board of 
Education in interpreting such documents; 

 
 e) Make a recommendation to the Board on accepting the annual audit report; and  
 
 f) Review every corrective action plan developed by the School District and assist the Board 

in its implementation. 
 
Corrective Action Plan 
 
 Within ninety (90) days of receipt of the report or management letter, the Superintendent shall 
prepare a corrective action plan approved by the Board in response to any findings contained in: 
 
 

(Continued) 
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SUBJECT: AUDIT COMMITTEE  (Cont 'd.) 
 

a) The annual external audit report or management letter; 
 
b) A final audit report issued by the District's internal auditor; 
 
c) A final report issued by the State Comptroller; 
 
d) A final audit report issued by the State Education Department; or 
 
e) A final audit report issued by the United States or an office, agency or department thereof. 
 
The corrective action plan must be filed with the State Education Department, and if appropriate, 

must include the expected date(s) of implementation. To the extent practicable, implementation of the 
corrective action plan should begin no later than the end of the next fiscal year. 

 
 Additional responsibilities of the Audit Committee include: assisting in the oversight of the 
Internal Audit Function including, but not limited to, providing recommendations regarding the 
appointment of the Internal Auditor; reviewing significant findings and recommendations of the 
Internal Auditor; monitoring the School District's implementation of such recommendations; and 
participating in the evaluation of the performance of the Internal Audit Function.  
 
 The Audit Committee may conduct an Executive Session pursuant to Public Officers Law 
Section 105 pertaining to the following matters: 
 

a) To meet with the External (Independent) Auditor prior to commencement of the audit; 
 
b) To review and discuss with the External (Independent) Auditor any risk assessment of the 

District's fiscal operations developed as part of the Auditor's responsibilities under 
governmental auditing standards for a financial statement audit and federal single audit 
standards if applicable; and 

 
c) To receive and review the draft annual audit report and accompanying draft management 

letter and, working directly with the External (Independent) Auditor, assist the Board of 
Education in interpreting such documents. 

 
 Any Board member who is not a member of the Audit Committee may be allowed to attend an 
Audit Committee meeting, including an executive session if authorized by a Board resolution. 
However, if such Board member's attendance results in a meeting of a quorum of the full Board, any 
action taken by formal vote may constitute official Board action. 
 
Education Law Sections 2116-c, and 3811-3813 
Public Officers Law Sections 105(b), 105(c) and 105(d) 
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(d) 
 
Adopted:  4/11/11 
 

http://public.leginfo.state.ny.us/menuf.cgi
http://public.leginfo.state.ny.us/menuf.cgi
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SUBJECT: INTERNAL AUDIT FUNCTION  
 
 The District has established an Internal Audit Function which includes: 
 

a) Development of a risk assessment of District operations including, but not limited to, a 
review of financial policies, procedures and practices; 

 
b) An annual review and update of such risk assessment; 
 
c) Annual testing and evaluation of one (1) or more of the District's internal controls, taking 

into account risk, control weaknesses, size, and complexity of operations; 
 
d) Preparation of reports, at least annually or more frequently as the Board may direct, which 

analyze significant risk assessment findings, recommend changes for strengthening 
controls and reducing identified risks, and specify timeframes for implementation of such 
recommendations. 

 
 The District is permitted to utilize existing District personnel to fulfill the Internal Audit 
Function, but such persons shall not have any responsibility for other business operations of the 
District while performing Internal Audit Functions. The District shall also be permitted to use inter-
municipal cooperative agreements, shared services to the extent authorized by Education Law Section 
1950 or independent contractors to fulfill the Internal Audit Function as long as the personnel or 
entities performing this Function comply with any Regulations issued by the Commissioner of 
Education and meet professional auditing standards for independence between the auditor and the 
District. 
 
 Personnel or entities serving as the Internal Auditor and performing the Internal Audit Function 
shall report directly to the Board of Education. The Audit Committee shall assist in the oversight of 
the Internal Audit Function on behalf of the Board. 
 
 
 
Education Law Sections 1950, 2116-b and 2116-c 
8 New York Code of Rules and Regulations (NYCRR) Section 170.12(d) 
 
 
 
 
 
NOTE: Refer also to Policy #1339 ï Duties of the Internal Auditor 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: INSURANCE 
 

The objective of the Board of Education is to obtain the best possible insurance at the lowest 
possible cost, and to seek advice from an Insurance Appraisal Service to determine that adequate 
coverage is being provided regarding fire, boiler, general liability, bus and student accident insurance. 
 

The Board shall carry insurance to protect the District's real and personal property against loss or 
damage. This property shall include school buildings, the contents of such buildings, school grounds 
and vehicles. 
 

The Board may also purchase liability insurance to pay damages assessed against Board 
members and District employees acting in the discharge of their respective duties, within the scope of 
their employment and/or under the direction of the Board. 
 

All insurance policies, along with an inventory of the contents of the building, should be kept in 
a fireproof depository or with the appropriate insurance agent for safekeeping and referral purposes. 
The Superintendent shall review the District's insurance program annually and make recommendations 
to the Board if more suitable coverage is required. 
 
 
 
Education Law Sections 1709(8), 1709(26), 1709(34-b), 2503(10), 2503(10-a), 2503(10-b), 3023, 3028 
  and 3811 
General Municipal Law Sections 6-n and 52 
Public Officers Law Section 18  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: INVENTORIES AND ACCOUNTING OF FIXED ASSETS  
 

The Superintendent or his/her designee shall be responsible for maintaining a continuous and 
accurate inventory of equipment owned by the District in accordance with "The Uniform System of 
Accounts for School Districts." 
 

All supplies and equipment purchased and received by the School District shall be checked, 
logged, and stored through an established procedure. 
 
Uniform System of Accounts for School Districts (Fiscal Section) 
 

The Business Manager shall be responsible for accounting for general fixed assets according to 
the procedures outlined by the Uniform System of Accounts for School Districts and GASB Statement 
34 Regulations. 

 
These accounts will serve to: 

 
 a) Maintain a physical inventory of assets; 
 
 b) Establish accountability; 
 
 c) Determine replacement costs; and 
 
 d) Provide appropriate insurance coverage. 
 
Valuation 
 
 All assets will be recorded at cost based on invoice price and include all necessary costs incurred 
to place the asset in service. Incidental costs may include, but are not limited to, shipping, handling, 
freight, duties, registration fees, installation costs or insurance during transit. All  gifts of capital assets 
will be recorded at fair value at the time received.  
 

Fixed assets with a minimum value established by the Board that have a useful life of one (1) 
year or more and physical characteristics not appreciably affected by use or consumption shall be 
inventoried and recorded on an annual basis. Fixed assets shall include land, buildings, equipment and 
materials. 
 
Capitalization (Threshold) 
 
 Assets with a useful life of greater than three (3) years will be considered for capitalization. The 
threshold to be used for the following purposes and/or categories of assets is as follows: 
 
 
 
 

(Continued) 
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SUBJECT: INVENTORIES AND ACCOUNTING OF FIXED ASSETS  (Cont 'd.) 
 

Physical and  Financial Reporting 
Insurance Purposes (GASB #34) 

 
 a) Land Improvements $10,000 $25,000 
 b) Buildings and Improvements $10,000 $50,000 
 c) Furniture and Equipment $  1,000 $  5,000 
 
 Fixed assets acquired having a value equal to or greater than the established threshold are 
considered depreciable assets and shall be inventoried for the purposes of GASB 34 accounting 
practices and placed on a depreciation schedule according to its asset class and estimated useful life as 
stipulated by the New York State Comptroller's Office or the Internal Revenue Service (IRS). 
 
Depreciation Method and Useful Lives 
 
 All assets will be depreciated using the straight-line method and useful lives will be estimated in 
the year of purchase. Depreciation expense will be calculated beginning in the year after acquisition.  
 

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

a) Date of acquisition; 
 
b) Description; 
 
c) Cost or value; 
 
d) Location; 
 
e) Asset type; 
 
f) Estimated useful life; 
 
g) Replacement cost; 
 
h) Current value; 
 
i) Salvage value; 
 
j) Date and method of disposition; and 
 
k) Responsible official. 

 
(Continued)
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SUBJECT: INVENTORIES AND ACCOUNTING OF FIXED ASSETS  (Cont 'd.) 

 
The Business Manager shall arrange for the annual inventory and appraisal of School District 

property, equipment and material. Any discrepancies between an inventory and the District's property 
records on file should be traced and explained. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: FACILITIES:  INSPECTION, OPERATION AND MAINTENANCE  
 
Operation and Maintenance 
 

The Superintendent is charged with the responsibility for administering plant operations in the 
most efficient and economical manner possible, while placing high priority on health and safety of 
students and conservation of natural resources. 
 

The Board, through the Superintendent and his/her staff, has the responsibility of protecting the 
District investment in plant and facilities through a systematic maintenance program. 
 

It is expected that the program shall include periodic preventive maintenance activities, long-
range maintenance schedules and emergency repair procedures. It is further expected that all 
maintenance work will be carried out in a manner that will cause the least interference with the 
educational program. 
 
Construction and Remodeling of School Facilities 
 
 All capital projects and maintenance must assure compliance with the requirements of the New 
York State Uniform Fire Prevention and Building Code, the Manual of Planning Standards and the 
Regulations of the Commissioner of Education. All new buildings must be formally submitted no 
matter the size or cost. The New York State Education Department Office of Facilities Planning has 
provided an Instruction Guide at http://www.emsc.nysed.gov/facplan/ProjMgmt.htm. 
 

Plans and specifications for the erection, enlargement, repair or remodeling of facilities of the 
School District shall be submitted to the Commissioner when the contemplated construction costs of 
such work are ten thousand dollars ($10,000) or more, and for all projects affecting the health and 
safety of students. 
 

Plans and specifications submitted to the Commissioner shall bear the signature and seal of an 
architect or engineer licensed to practice in the State of New York. The architect or engineer who 
sealed the plans and specifications shall also certify that the plans and specifications conform to the 
standards set forth in the State Uniform Fire Prevention and Building Code (19 NYCRR Parts 1220 
through 1226) and the State Energy Conservation Construction Code (19 NYCRR Part 1240). 
 

For remodeling or construction projects costing five thousand dollars ($5,000) or more, the 
District shall assure compliance with the requirements of the State Uniform Fire Prevention and 
Building Code (19 NYCRR Parts 1220 through 1226) and Commissioner's Regulations Part 155, and 
shall retain the services of an architect or engineer licensed to practice in New York State. 
 

For remodeling or construction projects costing less than five thousand dollars ($5,000), the 
District shall assure compliance with the requirements of the State Uniform Fire Prevention and 
Building Code (19 NYCRR Parts 1220 through 1226) and Commissioner's Regulations Part 155. 
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SUBJECT: FACILITIES:  INSPECTION, OPERATION AND MAINTENANCE  (Cont 'd.)  
 
Inspections 
 

The administration of the School System shall cooperate with appropriate officials conducting 
health, fire, asbestos, bus, and boiler inspections. The administration shall keep the Board of 
Education informed of the results of such inspections in a timely fashion.  
 
 In accordance with law, local building inspectors may not enter District premises at any time 
they wish. Only the Fire Safety Inspector conducting the Annual Fire Safety Inspection may enter 
District premises for inspections. 
 
 In addition, per the requirements of the Asbestos Hazard Emergency Response Act (AHERA), 
the District will at least once each school year inform all employees and building occupants (or their 
legal guardians) about all asbestos inspections, response actions, post-response action activities, as 
well as triennial re-inspection activities and surveillance activities that are either planned or in 
progress. Written notice will be provided in the District newsletter and will be filed in the District 
asbestos management plan. 
 
Comprehensive Public School Building Safety Program (Rescue) 
 
 To ensure that all school facilities are properly maintained and preserved and provide suitable 
educational settings, the Board of Education requires that all occupied school facilities which are 
owned, operated or leased by the District comply with the provisions of the Comprehensive Public 
School Safety Program and the Uniform Code of Public School Building Inspections, Safety Rating 
and Monitoring as prescribed in Commissioner's Regulations. For this reason, the School District shall 
develop a Comprehensive Public School Building Safety Program in accordance with Commissioner's 
Regulations. 
 
 The program shall be reevaluated and made current at least annually, and shall include the 
following: 
 
 a) A five (5) year capital facilities plan which will include an appraisal of the following: the 

educational philosophy of the District, with resulting administrative organization and 
program requirements; present and projected student enrollments; space use and State-rated 
student capacity of existing facilities; the allocation of instructional space to meet the 
current and future education program and service needs, and to serve students with 
disabilities in settings with nondisabled peers; priority of need of maintenance, repair or 
modernization of existing facilities, including consideration of the obsolescence and 
retirement of certain facilities; and the provision of additional facilities. 

 
 b) A District-wide building inventory, which will include information pertaining to each 

building including, but not limited to: 
 
 

(Continued) 
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SUBJECT: FACILITIES:  INSPECTION, OPERATION AND MAINTENANCE  (Cont 'd.)  
 
 1. Type of building, age of building, size of building; 
 
 2. Rated capacity, current enrollment; 
 
 3. List of energy sources and major systems (lighting, plumbing, electrical, heating); 

and 
 

 4. Summary of triennial Asbestos Inspection reports. 
 
 c) Annual Visual Inspections: 
 
 1. An annual visual inspection of each occupied building and assignment of a safety 

rating score. The inspection committee must include a state certified code 
enforcement official, the District's Facility Director or designee, and a member of the 
District's Health and Safety Committee. 

 
 2. The Commissioner shall require a re-inspection of school buildings where a report of 

inspection identified violations that, if uncorrected, would cause the department to 
deny an annual Certificate of Occupancy to such school building, and shall require 
additional re-inspections until it is demonstrated to the satisfaction of the 
Commissioner that said violations have been corrected. 

 
 d) A building condition survey shall be conducted for all occupied school buildings once 

every five (5) years by a team that includes at least one (1) licensed architect or engineer. 
 
 e) A District-wide monitoring system which includes: 
 
 1. Establishing a Health and Safety Committee; 
 
 2. Development of detailed plans and a review process of all inspections; 
 
 3. Procedures for a response in writing to all inquiries about building health and safety 

concerns, a copy of which will be sent to the District's Health and Safety Committee 
for oversight, and a copy kept on permanent file. 

 
 f) Procedures to ensure the safety of the building occupants while a construction/renovation 

project is taking place. These procedures will include: 
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SUBJECT: FACILITIES:  INSPECTION, OPERATION AND MAINTENANCE  (Cont 'd.)  
 
 1. Notification to parents, staff and the community at least two (2) months in advance of 

a construction project of ten thousand dollars ($10,000) or more to be conducted in a 
school building while the building is occupied; provided, however, that in the case of 
emergency construction projects, such notice shall be provided as far in advance of 
the start of construction as is practicable;  

 
 2. A plan to ensure that all contractors comply with all health and safety issues and 

regulations, and wear photo identification badges; 
 
 3. An opportunity for the District's Health and Safety Committee to conduct a walk-

through inspection of newly renovated or constructed areas to confirm that the area is 
ready to be reopened for use; and 

 
 4. An emergency plan which will address potential concerns with the capital project 

including, but not limited to, evacuation procedures, fire drills, and structural failures. 
 
School Facility Report Cards 
 
 The School District shall prepare an annual School Facility Report Card for each occupied 
school building. 
 
 The School Facility Report Card for each building shall be reviewed annually by the Board of 
Education. The Board shall report in a public meeting on the status of each item set forth in 
Commissioner's Regulations for each facility located in the District. 
 
 
 
Fire Inspection: 
  Education Law Section 807-a 
  8 New York Code of Rules and Regulations (NYCRR) Section 155.4  
Health Inspection: 
  Education Law Section 906 
Asbestos Inspection: 
  40 Code of Federal Regulations (CFR) Part 763, Subpart E 
  Education Law Article 9-A 
Plans and Specifications: 
  Education Law Sections 408, 408-a and 409 
  8 New York Code of Rules and Regulations (NYCRR) Sections 155.1 and 155.2 
  19 New York Code of Rules and Regulations (NYCRR) Sections 1220-1240 
Structural Safety Inspections: 
  Education Law Sections 409-d, 409-e, 3602 and 3641(4) 
  8 New York Code of Rules and Regulations (NYCRR) Sections 155.1, 155.3, 155.4(b)(1) and 155.6 
 
Adopted:  4/11/11 
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SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY  

EMPLOYEES  
 

The Board of Education recognizes the need to protect human health and the environment from 
damage resulting from the improper handling of hazardous wastes. 
 

The management of hazardous waste from its point of generation to the ultimate disposal is 
regulated through specific Federal and State laws. 
 

The Board directs the Superintendent to adopt rules to ensure District implementation of 
applicable Federal and State laws pertaining to the identification, transportation, treatment, storage, 
and disposal of hazardous wastes. 
 
Hazard Communication Standard 
 

All personnel shall be provided with applicable training to comply with the New York State 
"Right-to-Know" Law and the Hazard Communication Standard. 
 

The Superintendent/designee shall maintain a current record of the name, address and social 
security number of every employee who handles or uses toxic substances and which substance(s) were 
handled or used by the employee. 
 

Rules and regulations will be developed to ensure District implementation of this policy which 
shall include awareness information, employee training and record keeping. 
 
 
 
Environmental Protection Agency, 40 Code of Federal Regulations (CFR) Parts 261 and 262 
Occupational Safety and Health Administration (OSHA), 29 Code of Federal Regulations (CFR) 
  Section 1910.1200 
Labor Law Sections 875-883 
Public Health Law Sections 4800-4808 
6 New York Code of Rules and Regulations (NYCRR) Part 371 
9 New York Code of Rules and Regulations (NYCRR) Part 1174 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: PESTICIDE NOTIFICATIONS  
 
 The Wayland-Cohocton Central School District recognizes its responsibility to comply with 
New York State Environmental Conservation Law Section 325 pertaining to pesticide applications.  
 
 Accordingly, the use of pesticides will be limited to New York State certified pesticide 
applicators, or those staff members under their direct supervision.  
 
 Other District employees shall not bring into the District or apply pesticides at any time.  
 
 Should a situation arise for which pesticides may need to be applied on an emergency basis 
(bees, lice, etc.), the building administrator shall be notified immediately to determine further action 
by certified personnel.  
 
 The School District shall make every effort to comply with the mandatory 2-hour notification 
procedure in emergency situations.  
 
 
 
Environmental Conservation Law Section 325 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  4/11/11 
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SUBJECT: TOBACCO-FREE SCHOOL ENVIRONMENT  
 
Rationale 
 
 The Wayland-Cohocton School District recognizes its responsibility to promote the health, 
welfare and safety of students, staff and others on school property and at school-sponsored activities. 
Research conclusively proves that:  
 
 a) Tobacco use is the single most preventable cause of death in the United States;  
 
 b) Regular use of tobacco is ultimately harmful to every user's health, directly causing cancer, 

respiratory and cardiovascular diseases, adverse pregnancy outcome, and premature death;  
 
 c) Second-hand smoke is a threat to the personal health of everyone, especially persons with 

asthma and other respiratory problems;  
 
 d) Nicotine is a powerfully addictive substance;  
 
 e) Tobacco use most often begins during childhood or adolescence;  
 
 f) The younger a person starts using tobacco, the more likely he/she will be a heavy user as an 

adult;  
 
 g) Many young tobacco users will die an early, preventable death because of their decision to 

use tobacco;  
 
 h) Use of tobacco interferes with students' attendance and learning;  
 
 i) Smoking is a fire safety issue for schools.  
 
 Prevention programs in schools are most effective when supplemented by strong tobacco-free 
policies and when they are a part of broader school, community, and state efforts to reduce youth 
smoking. In light of this information, and to be consistent with school curriculum and federal and state 
law, it is the intent of the Wayland-Cohocton School District to establish a tobacco-free environment.  
 
Definitions  
 
Tobacco:  
 
 Means any cigarette, cigar, pipe, bidi, clove cigarette, and any other smoking product; as well as 
spit tobacco, also known as smokeless, dip, chew, and snuff, and any other spit tobacco product in any 
form.  
 
 
 

(Continued) 
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SUBJECT: TOBACCO-FREE SCHOOL ENVIRONMENT  (Cont 'd.) 
 
School Property:  
 
 Means any building, structure or vehicle owned, leased, or contracted by the Wayland-Cohocton 
School District.  
 
School Grounds:  
 
 Means property surrounding buildings and structures, athletic grounds, parking lots, or any other 
outdoor property owned, leased, or contracted by the Wayland-Cohocton School District.  
 
Tobacco Use Prohibited  
 
 No person is permitted to use tobacco in any way at any time, including non-school hours, on 
school property, grounds or at any school-sponsored event or activity off campus.  
 
Tobacco Education  
 
 Instruction to discourage the misuse of tobacco shall be included in the health education 
provided for all elementary school pupils taught by the classroom teacher or by teachers certified to 
teach health education.  
 
 Instruction shall also be an integral part of a required health education at the junior and senior 
high levels and taught by teachers certified to teach health education. Related courses in secondary 
school curriculum shall be taught in a manner supportive of health education regarding tobacco. Staff 
responsible for teaching tobacco-use prevention shall have adequate training and participate in 
ongoing professional development activities to effectively deliver the education program as planned.  
 
Tobacco Possession  
 
 No student is permitted to possess tobacco on school property, grounds, or at school-sponsored 
event or activity off campus.  
 
Distribution  
 
 Distribution or sale of tobacco, including any smoking device is prohibited on school property, 
grounds, and at any school-sponsored event or activity off campus.  
 
Tobacco Promotion 
 
 Tobacco advertising is prohibited on school property, grounds, at any school-sponsored event or 
activity off campus, and in all school-sponsored publications. The school will request tobacco-free 
editions of all publications in school libraries. Students are prohibited from wearing or  having in  their 
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SUBJECT: TOBACCO-FREE SCHOOL ENVIRONMENT  (Cont 'd.) 
 
possession tobacco promotional items, including clothing, bags, lighters, and other personal articles on 
school property, grounds, or at any school-sponsored event or activity off campus. School acceptance 
of gifts, funding, or parent/classroom educational materials from the tobacco industry is prohibited. 
 
Tobacco Cessation  
 
 Referrals and access to community resources and programs to help students and staff overcome 
tobacco addiction shall be provided to staff and students. School counselors, health services, or 
community agencies are encouraged to establish voluntary tobacco-use cessation programs at school. 
 
Posting/Notification of Policy 
 
 In compliance with the New York State Clean Indoor Air Act, the District will prominently post 
its Smoking/Tobacco Use policy and signs prohibiting all forms of tobacco products in District 
buildings and other appropriate locations; and will supply a copy upon request to any current or 
prospective employee. The District will also designate a school official to tell individuals who smoke 
in a non-smoking area that they are in violation of the New York State Public Health Law, Education 
Law, the federal Pro-Children Act of 1994 and District policy. 
 
 The District shall also ensure that this policy is communicated to staff, students, 
parents/guardians, volunteers, and visitors as deemed appropriate in order to orient all persons to the 
District's "No Smoking" Policy and environment. 
 
Enforcement  
 
 Enforcement of the Tobacco Free policy will be handled through the normal disciplinary 
channels that are specific to each building. These procedures are addressed in each individual school's 
discipline policy.  
 
 Student violations of this policy will lead to disciplinary action up to and including suspension 
from school. Student participation in a tobacco cessation program and/or tobacco education class may 
be allowed as an alternative to discipline. Parents will be notified of violations including their child 
and subsequent action taken by the school.  
 
 Employee violations of this policy will lead to disciplinary action in accordance with personnel 
policies and may include verbal warning and/or written reprimand.  
 
 Violations by others will result in appropriate sanctions as determined and imposed by the 
Superintendent or Board.  
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