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FOREWORD

Contained herein are the policy statements formulated by the HNmdhern Westchester
Board of Cooperative Educational Services.

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 which has an effect on the
interests of those who come under its judsdn. A policy may originate frorthe Gnstitution, 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 Supervisory District;

b) Grant the athority 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 Board of CatoperEducational
Services is governed by and subject to all applicable Laws, Regulations of the Commissioner of
Education, Civil Service requirements, Board 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enactment, all other parts shall remain in full effect unless and until they are amended or repealed by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. The official record of the adoption, ameeudinor repeal of the biaws and policies of the
PutnaniNorthern Westchester BOCES shall be the minutes of the meetings of the Board.



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 Puftdarthern Westchester BOCES.:

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

Accept primary responsibility for giving students a mastery of the basic skills of learning,
thinking and problenrsolving; for teaching them to use the various media ofesgifes®on;

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.

Acknowledge the importance ofdin 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 vads.

Realizing that education, as here defined, is a lifelong

process, the PutngNorthern Westchester BOCES seeks to

orient its graduates toward various types of {sestondary

education and further formal training and study of many

types; and to proviel educational opportunities particularly

suited to the needs of adults, both as individuals and as

citizens in a democracy.
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2005 1110
By-Laws

SUBJECT: ORGANIZATION AND AUTHORITY

As a corporate body created under the Education Law of New York State, the [Riatrtaern
Westchester BOCES Board has full authority, within the limitations of federal and state laws and the
Regulations of the Commissioner of Education and interpretabbthem, to carry out its duties in
matters of education.

In all cases where laws or regulations of the State Commissioner of Education do not provide,
permit, or prohibit, the Boarshall consider itself the agent responsible for establishing and evaluating
the BOCES programs.

All authority rests with the Board as a whole and not with any individual member or any group of
members in any committee. Committee members may act owliaidual basis only when specifically

delegated with the authority by the Board. All final policy decisions are placed in the hands of the
BOCES Board.

Education Law Section 1950

Adopted: 1/29/04
Revised: 11/29/05
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2004 1120
By-Laws

SUBJECT: NUMBER OF MEMBERS AND TERM OF OFFICE

The PutnariNorthernWestchester Board of Cooperative Educational Services shall consist of
seven (7) members elected to represent the eighteen (18) component districts within the BOCES area.

Members of the Putnghorthern Westchester BOCES Board shall serve on the Boaadtérm
of three (3) years, commencing July 1 following election.

Education Law Section 1950(2)

Adopted: 1/29/04
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SUBJECT:

2014 1210
By-Laws

BOARD MEMBERS: QUALIFICATIONS

A Board member of the PutngMorthern Westchester BOCES must meet the following
gualifications:

Adopted:
Revised:
Revised:
Revised:

a)
b)
C)

d)

e)

f)

9)
h)

A citizen of the United States;
Eighteen (18) years of age or older;
Able to read and write;

A legal resident of a component district for a continuousuaioterrupted period
of at least one (1) year prior to the election;

Cannot be an employee of the BOCES or

The only member of his/her family (that is, cannot be a member of the same
household) on the BOCES Board,;

May not simultaneously hold another incompatible public office;

Must not have been removed from a school district office within (1) year preceding
the date of appointment or election to the Board;

No more than one Board member may reside in a given camnpaistrict unless
otherwise permitted in accordance with law.

Education Law Sections 1804(1), 1950(9),
1950(2a), 2101, 2102, 2103, 21@8
2130(1), and 2502(7)

Public Officers Law Section 3

1/29/04
11/29/05
5/20/08

4/8/14
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2004 1220
By-Laws

SUBJECT: NOMINATION AND ELECTION OF BOARD MEMBERS

The component boards shall be notified by February 1 of each year of vacancies on the Board to
be filled at the Annual Election.

Nominations will occur by resolution of the board of education of one or more component school
districts and shall be transmitted in writing to the Clerk of the BOCES at least thirty (30) days prior to
the date designated by the President of the PUNwthern Westchester Board of Cooperative
Educational Services for the election.

Election of the Cooperative Board members will occur on a date selected by the President of the
Cooperative Board that is on or after April sixteenth and on or before Aptiethi No component
district may have more than one member on the Cooperative Board unless otherwise permitted in
accordance with law. It shall be the duty of the BOCES to encourage candidates from components not
currently represented on the Board. Dladot will be prepared by the Clerk of the BOCES and mailed
to each component district no later than fourteen (14) days prior to the date designated as the day of the
election by the President of the Board of Cooperative Educational Services.

Each cormponent district is entitled to cast one vote for each vacant Board position. A component
board may not cast more than one vote for any individual candidate.

The candidates receiving a plurality of the votes cast are elected. Any tie vote will beliyroken
a runoff to be held within twenty (20) days of the initial vote.

Board members are elected for terms as indicated in Policy #1M2@nber of Members and
Term of Office.

Education Law Section 1950

Adopted: 1/29/04



2008 1230
By-Laws

SUBJECT: VACANCIES ON THE BOARD

Should a vacancy in the membership of the Bo&ooperative Educational Services occur (as,
for example, through the death, resignation, or removal from office of a member, or under such other
circumstances in which the office would otherwise be deemed vacant under applicable law), the
following procedures shall be followed to fill the vacancy:

a) If the vacancy occurs on or after January 1 and prior to the fifth day preceding the date
designated for submission of nominations of candidates, the Board of Cooperative
Educational Services may fill suchocamcy by appointment. Such position may be filled
only by majority vote of the full Board membership. The individual so appointed shall hold
office until the next annual election.

b) If the vacancy occurat any other timethe vacancy shall be filled gpecial election, no
later than 45 days after the date the vacancy occurred.

A member of the BOCES who refuses or neglects to attend three successive meetings of the
BOCES of which he/she is duly notified, without rendering a good and valid excuse athéne
members of the BOCES, vacates his/her office by refusal to serve.

Board Member Resignations/Removatrom Office
Resignations

A member who resigns shall file a resignation with the District Superintendent who shall file
same with the Clerk of thedard.

Removal

A Board member or officer may be removed from office by the Commissioner of Education
and/or under specific conditions as enumerated in law or regulation.

Education Law Section 1950€)(f)
Public Officers Law Section 30

Adopted: 1/29/04
Revised: 5/20/08
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2014 1310
By-Laws

SUBJECT: POWER AND DUTIES OF BOARD MEMBERS

The powers and duties of the Board include the following:

a)

b)

Appoint a District Superintendent and, at its discretion, provide for payshsupplementary
salary to the District Superintendent by the BOCES;

Prepare and adopt its final administrative, capital and program budgets for the Board
programs (after presentation to component school districts in accordance with law) for the
ensuing year no later than May 15 of each year. (Refer to Policy #4280dgég
Development and Adoption,

Upon the recommendation of the District Superintendent employ such assistants, teachers,
supervisors, clerical help and other personnel necessary to carry out the program;

Provide oversight for suitable classrooms, offices and other facilities necessary to carry out
the programs and services;

Establish policies which provide the framework for the day to day operations;

Such other powers and duties as are prescribed by law

Education Law Sections 1701 and 1950(4)

Refer also to Policy 5334

Adopted: 1/2904
Revised: 5/20/08
Revised: 5/13/14
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2014 1311
By-Laws

SUBJECT: DUTIES OF THE PRESIDENT

The President shall be a member of the Board and be elected by the Board at its Annual
OrganizationaMeeting. The term of office for President shall be one year. The duties of the President

are to:
a)
b)
c)

d)

Preside at all meetings of the Board;
Call special metings of the Board when necessary or on request;

In conjunction with the Vice President and District Superintendent set Board meeting
agenda;

Act as an eyofficio member of all committees;
Execute documents on behalf of the Board;

Perform the usualnal ordinary duties of the office of President.

Education Law Section 1950(4)(j)

Adopted: 1/29/04
Revised: 5/20/08
Revised: 5/13/14
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2014 1312
By-Laws

SUBJECT: DUTIES OF THE VICE PRESIDENT

The VicePresident shall be a member of the Boaind beelected by the Board at its Annual
Organizational Meeting The term of office for Vice Presidesttallbeone year. Thduties of theVice
Presidenare to:

a) Perform duties as the President or the Board pnescribe:

b) Preside at all meetings of the Board in the absence of the President:

c) Shall oversee the orientation of new Board members;

d) In conjunction with the President and District Superintendent set Board meeting agenda,;

e) In case of vacancy in th@ffice of the President, the Vice President shall act as the President
until the President is elected;

f) Perform the usual and ordinary duties of the office of the Vice President.

Education Law Section 1950(4)(1)
Education Law Section 1701

Adopted: 1/29/04
Revised: 5/20/08
Revised: 5/13/14
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2004 1320
By-Laws

SUBJECT: METHODS OF OPERATION

The Boardof Cooperative Educational Services operates at the poladyng level, leaving the
administration of that policy to its District Superintendent, administrators and supervisors, thus freeing
itself for major considerations and decisions.

Board policiesare statements which set forth the purposes and prescribe in general terms, the
organization and program of a school system. They create a framework within which the District
Superintendent and other staff can discharge their assigned duties.

Specific drection, however, giving precise details of how, by whom, where, and when things are
to be done, are rules and regulations.

This distinction between policy and rules and regulations does not imply that policy should deal
only with abstract expressionsthieory and philosophy. On the contrary, statements of policy should
spell out clearly what the Board intends. The clearer the statement of the policy the clearer the directions
to be taken by the administration.

Education Law Section 1709

Adopted: 1/29/04
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2014 1330
By-Laws

SUBJECT: BOARD COMMUNICATI ONS WITH COMPONENT DISTRICTS

Members of the Board of the PutnarthernWestchester Board of Cooperative Educational
Services are expected to facilitate communication with component school districts. That communication
may include, but 1 s not necessarily | imited t
(eledronic or otherwise)iesponses to individual questions and so forth. Much of that communication
is through the District Superintendent and other BOCES staff.

The Board may establish and attend meetings that seek to engage the component districts.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 9/12/11
Revised: 5/13/14

21



2004 1341
By-laws

SUBJECT: DUTIES OF THE CLERK OF THE BOARD

a) The Clerk of the Board of Cooperative Educational Services shall be appoirteel Byard at
its Annual Organizational Meeting and shall perform the duties prescribed by Education Law and
the Regulations of the Commissioner of Education.

b)  All official records and proceedings of the Board of Cooperative Educational Services shall be
recorded and kept by the Clerk of the Board.

C) The Clerk shall, in addition:
Attend all meetings of the Board;
Be responsible for full and accurate minutes of the meetings of the Board;

Give notice of all special meetings of the Board;

A

Make arrangementsr and be responsible for the details of the Annual Meeting;
5. Conduct the Organizational Meeting until a President is sworn in.

The Clerk of the Board shall serve for a period of one year.

Education Law Sections 1950(4)(j) and 2130
Public OfficersLaw Section 104

Adopted: 1/29/04
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2014 1342
By-Laws

SUBJECT: DUTIES OF THE BOCES TREASURER

The Treasurer is appointed by the Board at the Annual Organizational Meeting and will be covered
by afaithful performancéond. This role is currently held by Sharifa Carbdn.addition to the routine
duties of accounting, filing, posting and preparing reports and statements conB&Qadafinances,
theBOCESTreasurer shall perform other specific tasks as follows:

a) Acts as catodian of all moneys belonging to tBOCESand lawfully deposits these
moneys in the depositories designated by the Board;

b) Pays all authorized obligations of tBOCESas directed,;
c) Maintains proper records and files of all checks and approved pagfriais and salaries;

d) Makes all suclentries and posts all such financial ledgers, records and reports as may be
properly required to afford tHBOCESan acceptable and comprehensive financial
accounting of the use of its moneys and financial transagtion

e) Signs all checks drawn @OCESfund accounts provided that tB©CESClaims Auditor
has attested to the authority to issue the check based upon proper evidence of a charge
against thdOCESfunds;

f)  Safeguards either his/her electronic signatnd/or the checkigning machine and
signature plate, personally overseeing all preparation of checks;

g) Givesmonthly account of money received and disbursed;

h)  Assumes other duties customary to the office.

Duties

Education Law Sections 2122 and 2523
Bond

Education Law Section 2130, Part 5

8 New York Code of Rules and Regulations
(NYCRR) Sections 170.2(0) and 170.2(p)

Adopted 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 5/20/08
Revised: 5/13/14
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200 1343
By-Laws

SUBJECT: APPOINTMENT AND DUTIES OF THE CLAIMS AUDITOR

The Board may appoiatClaims Auditor who shaliold the position subject to the pleasure of the
Boardand report directly to the Board on the results of audits of claims.

Qualifications

The Claims Auditor must have the necessary knowledge and skills to effectively audit claims
including experience ith 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)
b)
c)

d)
e)

f)
9)

h)

A member of the Board;

The Clerk or Treasurer of the Board

The District Superintendent orofficial of the BOCES responsible for business
management;

The Purchasing Agent;

Clerical personnel directly involved in accounting and purchasing funafdhe BOCES

or under the direct supervision of thestrict Superintendent;

The individual or entity responsible for the internal audit function (the Internal Auditor);
The External (Independent) Auditor responsible for the external audit of the financial
statements;

A close or immediate family member of an empleyefficer, or contractor providing
services to the BOCES. A fAclose family
nondependent <chil d; an fAi mmediate family
dependent (whether or not related).

Valid claims aganst the BOCES shall be paid by the Treasurer only upon the approval of the
Claims Auditor. The Claims Auditor shakrtify that each claim listed on the warrant was auditeld an
payment was authorized:he Claims Auditor shall:

Adopted:
Revised:
Revised:
Revised:
Revised:

a) Examine all claim formsvith respect to adequacy of evidence to supportBEOEES
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 Sections504(35), 170@0-a, 2526
And 2554(2a), 8 New York Code of Rules and Regulations
(NYCRR) Section 170.12(c)
1/29/04
11/29/05
6/26/07
5/20/08
6/23/09
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2011 1344
By-Laws

SUBJECT: DUTIES OF THE SCHOOL ATTORNEY

Theschool attorney shall be appointehually bythe Board.

An RFP for legal services will be required at least once every five yd#s.attorney selected
shall advise the Board and District Superintendent in allersadf a legal or technical nature relating to
the interpretation of statutes and case law.

Adopted: 1/29/04
Revised: 6/26/07
Revised: 9/12/11



2007 1345
By-Laws

SUBJECT: DUTIES OF THE PURCHASING AGENT

a) The Board of Cooperative Educational Services shall appoint at its A@rgahizational
Meeting a person to serve the BOCES as Purchasing Agent for the purpose of transacting BOCES
purchases. The Purchasing Agent shall serve for acpefione year.

b) The Board shall also appoint a person to serve in the absence of the Purchasing Agent.

C) The function of the Purchasing Agent shall be to serve the educational program by providing
supplies, equipment and services deemed essential by the responsible Program Director or
Administrator.

d)  The Purchasing Agent shall:

1. Comply with all applicable lasrand regulations;
2.  Without prejudice, seek tabtain themaximum valuefor every expenditure;

3. Determine that adequate funds are available prior to committing the BOCES to purchases.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
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2007 1346
By-Laws

SUBJECT: RECORDS OFFICERS

Records Access Officer

The Records Access Officer shall be responsible for handling all requests of official records of the
Boardof Cooperative Educational Services in accordance with established law, rules and regulations.
(Refer also to Policies #2310 Public Access to Recordsd #6320- Student Records: Access and

Challenge)

Records Management Officer

A Records ManagemerOfficer shall be appointed by the Board, and shall be responsible for
providing information in accordance with state regulations. (Refer also to Policy #4Bé&@ords

Managemenj

The Records Management Officer shalBobe responsible for the retiion and disposition of
records in accordance with state regulations.

Adopted: 1/29/04
Revised: 6/26/07

27



2014 1347
By-Laws 1of2

SUBJECT: THE EXTERNAL (INDEPENDENT) AUDITOR

The Board by law shall obtain an annual audit of its records by an independent certified public
accountant ¢CPA) or an independent public accountg®A). The audit shall also include all
extraclassroomctivity funds. The independent accountant shall present the report of the annual audit
to the Board. The Board shall adopt a resolution accepting the audit report and file a copy of the
resolution with the Commissioner. The BOCES will also file thditareport with the Commissioner
for a specific school year by October 15 of the following school year. In addition to the annual audit,
the BOCES shall be subject to State audits conducted by the State Comptroller.

In accordance with law, no auditgagement shall be for a term longer than five (5) consecutive
years. The BOCES 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 coptppbseds
or be awarded a contract to provide such services under a request for proposal process.

The independent auditor must conduct the audit in accordance with Generally Accepted
Government Auditing Standards (GAGAS) issued by the Comptroller Gesfetlae United States.
Standards of GAGAS are organized as general, fieldwork, and reporting.

Theauditor in preparing the audit shall meet the following standards; however, they should not be
consideredall ncl usi ve or a s whofedssionaljudgment. or t he audito

a) Independence: The auditor must document that he/she is independent of the BOCES and
free of personal and external impairments. The auditor must establish an internal quality
control system to identify any personal and externabimpent and assure compliance with
GAGAS independence requirements.

b) Internal Quality Control System: The auditor must document that his/her internal quality
control processes adequately demonstrate compliance with government auditing standards.
He/shemust establish an organizational structure, policies and procedures to provide
reasonable assurance of complying with applicable standards governing audits.

c) Internal Controls: The auditor must obtain a sufficient understanding of the BOCES internal
controls and document such understanding covering the five interrelated components; the
control environmentrisk assessment, control activities, information and communication,
and monitoring.

d Pl anning and Supervi si on: plafinecandsupervidedand s \
consider materiality in order to provide reasonable assurance of detecting misstatements
resulting from direct and material illegal acts and material irregularities to financial
statements. The auditor should also be awateegbdssibility that indirect illegal acts may
have occurred.

(Continued)
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2014 1347
By-Laws 20f2

SUBJECT: THE EXTERNAL (INDEPENDENT) AUDITOR ( Cont 6d. )

e)

Audit Documentation: In order to meet the GAGAguirements, the audit documentation
should provide a clear understanding of its purpose, the source, and the conclusions the
auditor reached. It should be organized to provide a clear link to the finding, conclusions,
and recommendations contained in &loelit report.

Reporting on Internal Controls and Compliance: The auditor must report on and present the
results of his/ her testing of the BOCESO6 c
controls over financial reports in light ofreguhrities, illegal acts, other material
noncompliance, significant deficiencies, and material weaknesses in internal controls.

Generally Accepted Government Auditing Standards
(GAGAS) Sections 3.58.54, 4.03, 4.19.24, and
5.075.20

Education Law Section 1709 () and 211&

General Municipal Law Sections 33 and 494

8 New York Code of Rules and Regulations (NYCRR)
Sectionsl70.2, 170.3 and 170.12

Adopted: 6/26/07
Revised: 9/12/11
Revised: 5/13/14
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2007 1348
By-Laws

SUBJECT: DUTIES OF THE EXTRACLASSROOM ACTIVITIES FUNDS
TREASURER

The Extraclassroom Activities Funds Treasuseappointed by the Board and is responsible for

the supervision of the extraclassroaagtivities funds.
The Treasurero6s duties include the foll owing
a) Countersigns all checks disbursing funds from the Extraclassroom Activities Account;

b) Provides direct supervision to ensure that all receipts are deposited and that disbursements
are mae 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

Adopted: 11/29/05
Revised: 6/26/07
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2011 1349
By-Laws

SUBJECT: DUTIES OF THE INTERNAL AUDITOR

The Internal Auditor reports directly to the Boain RFP for Internal Auditor will be required
at least once every five years.

TheBOCES may use intenunicipal cooperative agreememisindependent contractaissene
as Internal Auditor. The Internal Auditor must follow generally accepted auditing standards, be
independent of BOCES business operations, and have the requisitedgewid skills to complete
the work.

The Internal Auditor is responsible for performing the internal audit function for the Board which
includes at a minimum:

a) Development of a risk assessment of BOCES 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 or more areas of the BOCES internal controls, taking
into account risk, control weakness, size, andpexity 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 idensksgnd
3. Specify timeframes for implementation of such recommendations.

Education Law Sections 1950, 2thénd 2116&
8 New York Code of Rules and Regulations
(NYCRR) Section 170.12(d)

Adopted: 6/26/07
Revised: 9/12/11
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SUBJECT: RESPONSIBILITIES OF THE PNW BOCES MEDI CAL DIRECTOR

The Medical Director shall be appointed by the Board of Education. The duties ofedical
director shall include, but are limited to the following:

Student Physicalsand General Care

a) To provide professional medical services in the examination and care of students and to ensure
examinations provided by students private physiai@adequate.

b) To provide physical examinations for student working papers.

c) To conduct physical examinations for all bus drivers and food service workers as required by
law.

d To act as Il iaison between the BOCE®Sangnd t he

e) To review recommendations for the exclusion or readmission of pupils in connection with any
infections or contagious disease and physical defect.

f) To assist the administration in implementation of mandated accommodations for children with
bonafide medical needs, such as eseone monitors, doeto-door transportation, home
instruction, chronic school absenteeism, school refusal, or behavioral and mental health
concerns that pose a threat to a student or school community, etc.

g) To conduct medidaevaluations on any employee at the request of the Board of Education.

Preventative Guidance

a) To survey sanitary and safety aspects of building and grounds at the request of the BOCES.

b) To serve as a consultant for service training in first aid, hygmkfood handling at the request
of the BOCES.

c) To provide consultative services in matters of health education, public health law and related
medical problems, and emergency treatment procedures.

Health ServicesPersonnel

a) To be accessible by nursingftduring school hours for medical supervision and oversight.

b) To review and provide guidance to the nursing staff with a Health Practice and Procedures
Manual, with standing orders updated and signed annually.

(Continued)
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SUBJECT: RESPONSIBILITIES OF THEPNW BOCES MEDI CAL DI RECTOR |

Public Health

To develop the program of health services in accordance with policies approved by the Board and
as directed by the District Superintendemt designee. This includes but is not limited to:

a) providing timely oversight to issues of public health concern.

b) advising crisis management team on topics such as pandemic planning, emergency sheltering or
evacuation of students with special health cereds.

c) assisting the administration with nursing staff development programs and policy development
on matters pertaining to health and safety.

d) advising on an Exposure Control Program for blood borne pathogens.

e) reporting to the Board on any school healtlvises issue

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

Adopted: 8/13/14
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2014 1410
By-Laws

SUBJECT: FORMULATION AND ADOPTION OF POLICY

The Boardof Cooperative Educational Services is solely responsible for the adoption of policy.
In its development of policy the Board operates as the legislative body of the Supervisory District and
its resolutions have the force of the law.

All policy consideations shall be placed on the agenda of regular Board meetings and shall be
adopted only by majority vote of the Board membership. Amendments to Board policy shall be
considered in the same manner. All policy and amendments to policy shall be placed ufide e w
businessd on a Board agenda for di scus &mndern, a
unusual ecumstanceghe Boardnayvote on proposedoliciesat the initial meeting.

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

't shall be the Boar do spoliciesuptodats solthatltheytmay deo  k
used consistently as a basis for Board action and administrative decl$ienBoard will revise the
entire Policy Manual on a three year cycle.

The District Superintendemtr designee(sis given the continuing commission of calling to the
Boarddos attent i onof-dalebrfopatherireasors appdarttanteed eevision. o u t

Adopted: 1/29/04
Revised: 5/20/08
Revised: 9/12/11
Revised: 5/13/14
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By-Laws

SUBJECT: EXECUTION OF POLICY: ADMINISTRATIVE REGULATIONS

The Boarddelegates to the District Superintendent the function of specifying required actions and
designing the detailed arrangements under which the BOCES will be operated. These rules and these
detailed arrangements shall constitute the administrative regudajaverning the BOCES. They must
be in every respect consistent with the policies adopted by the Board.

Adopted: 1/29/04
Revised: 5/13/14



2014 1431
By-Laws 1lof2

SUBJECT: REGULAR MEETINGS OF THE BOARD OF COOPERATIVE
EDUCATIONAL SERVICES

All Board meetings must be open to the public except those portions of the meetings which qualify
as executive sessions. A fimeeti ngo0 orthepdrgo$ei ne d
of conducting public business and a fAdApublic bc
which requires a quorum to conduct business, including committees and subcommittees.

Whenever such a meeting is to take place, there neust least seventyvo (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.

Regular meetings of the Board shall take place on thaw&time designated by the Board at the
Annual Organization Meeting, except as modified at subsequent meetings of the Boadimay be
provided at Board meetings if they occur during regular meal times.

The Clerk of the Board shall notify the membefs$he Board 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 tattend 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 sha
direct the Clerk to notify all members

Any meeting of the Board may lagljourned to a given future date and hour if voted by a majority
of the Board present. Notwithstanding the foregoing, the Board shall in no event meet less than once
each quarter.

The District Superintendent and members of his/her staff at the DistiSuper i nt en
discretion shall attend all meetings of the Board. The District Superintendent shall attend all executive
session meetings of the Board except those that concern his/her evaluation and salary determination.
The Board may request the alance of such additional persons as it desires.

Agenda

It is the responsibility of the District Superintendent to prepare the agenda and review it with the
Board President and Vice President for each meeting of the Board. The agenda for each na#leting sh
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 attentionhef Board, such request should be made to the District
Superintendent or the Board President. Whenever individuals or groups wish to bring a matter to the
attention of the Board, such request shall be addressed in writing to the District Superintehdent. T
District Superintendent shall present such matter to the Board.

District records subject to release under FOIL, as well as any proposed rule, regulation, policy or

(Continued)
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SUBJECT: REGULAR MEETINGS OF THE BOARD OF COOPERATIVE
EDUCATI ONAL SERVICES (Conto6d.)

amendment, that are on the Board agenda and scheduled to be discussed at a Board meeting, shall &
made available upon request, to the extent practicable, prior to the meeting. Copies of such rgcords ma
be made available for a reasonable fd@éese records may be posted on websiteto the extent
practicable, prior to the meeting. TBOCESmay, but is not required to expend additional funds to
provide such recordsThe District Superintendemdr designeeshall establish a reasonable cost for
providing copies; the cost shall be paid by the person requesting such records.

Public Expression at Meetings

Public expression at such meetings shall be encouraged and a specific portion of the adjenda sh
provide for this privilege of the floor. At its discretion, the Board may invite visitors to its meetings to
participate in the Boardds discussion of matte

Quorum

The quorum for any meeting of the Board of Cooperative Educati@maic8s shall be four (4)
members. No formal action shall be taken at any meeting at which a quorum is not present. A duly
called meeting may be adjourned by less than a quorum if a quorum is not present within twenty (20)
minutes after the time set foommencement of the meeting. In the event a meeting is adjourned, the
President shall set the date, time and place of the reconvening of the adjourned meeting, with reasonable
notice being given by the Clerk to all Board members.

If only a quorum exist§4 members), final action on resolutions cannot be taken except by
unanimous votes. A resolution may be adopted only if passed unanimously by the four (4) members.

Education Law requires twihirds vote by the Board to initially hire a teacher wheelated to a
Board member by blood or by marriage.

Use of Parliamentary Procedure

The business of the Board of Cooperative Educational Services shall be conducted in accordance
with the authoritative principles of parliamentary procedure as found ilatdst editonoRo b er t 6 s
Rules of Order

Public Officers Law Article 7

Education Law Section 1708

General Construction Law Section 41

Commi ssioner6s Decision Num
General Construction Law Section 41

Adopted: 1/29/04
Revised: 11/29/05
Revised: 9/12/11
Revised: 5/13/14
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2015 1432
By-Laws

SUBJECT: ORDER OF BUSINESS AT REGULAR BOARD MEETINGS

Regular Meetings

At all regular meetings of the Boartthe order of business shall be generally as follows, unless a
change in such order shall be consented to by a majority of the Board:

a) Call to order;

b) Pledge of Allegiance;

c) Approval of Minutes of the Preceding Meeting;

d) Comments and Questions froladience on Agenda ltesn
e) Acknowledgement of Treasu®es Repor t ;
f)  Consent Agenda;

g) New Business;

h)  Old Business

) Administratorsodé Updat e
i)  Final Comments from the Audience

k)  Final Comments from the Board

[)  Adjournment

With the consent of a majority of Board members, the President, for a stated reason, may alter the
order of business.

Adopted: 1/29/04
Revised: 5/20/08
Revised: 5/13/14
Revised: 9/9/15
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2014 1433
By-Laws

SUBJECT: EXECUTIVE SESSIONS OF THE BOARD

The Board of Cooperative Educational Services may hold executive sessionsmpenembers
of the Board, the District Superintendent and other persons invited by thedbadirde present.

Upon a majority vote of its total membership, taken in an open meeting pursuant to a motion
identifying the general area or areas of the subject or subjects to be considered, the Board may conduc
an executive session for discussiortha below enumerated purposes only, provided, however, that no
action by formal vote shall be taken except on a 30pfobable cause finding. For all other purposes,
the action by formal vote shall be taken in open meeting and properly recorded imtibesrof the
meeting. Attendance at an executive session shall be permitted to any Board membey pasans
authorized or requested to attend by the Board.

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

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

d) Discussions regarding proposed, pending orecutitigation;

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

f)  The medical, financial, credit or employment history of any particular person or corporation,
or matters leading to the appointment, employment, promotion, demadaliscipline,
suspension, dismissal or removal of any particular person or corporation;

g) The preparation, grading or administration of examinations;

h) The proposed acquisition, sale or lease of real property or the proposed acquisition of
securities, or saler exchange of securities held by such public body, but only when publicity
would substantially affect the value thereof.

Motions for executive sessions should state the subject or subjects to be discussed in executive
session. It is insufficient tmerely recite statutory language.

Matters discussed in executive sessions must be treated as confiteaitie, never discussed
outside of that executive session.

Public Officers Law Sections 105 and 106(2)(3)
Education Law Section 3029

Adopted 1/29/04
Revised: 6/17/13
Revised: 5/13/14
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2011 1435
By-Laws
SUBJECT: MINUTES
The minutes are a legal record of the activities of the Baard public corporation having the
specified legal purpose of maintaining public schools. The minutes of all meetings shall be kept by the
District Superintendent or his/her designee. The minutes shall be complete and accurate and stored in
minutes fle.

The minutes of each meeting of the Board of Cooperative Educational Services shall state:

a) The type of meeting;

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

c) Board members present and absent;

d) Boardmember sé arrival and departure time, 1if

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 gentrahs 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 Clerk of the Baginen submitted and shall be kept in
a permanent safe place. Minutes of the meeting shatdededto each Board membas soon as
possible afterite meeting. 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 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 ¥ 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: 1/29/04

Revised: 11/29/05
Revised: 9/12/11
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By-Laws

SUBJECT: SPECIAL MEETINGS OF THE BOARD

Special meetings of the Board of Cooperative Educational Services shall be held on call by any
member of the Boarand shall also be called at the request of the District Superintendent. A reasonable
and good faith effort shall be made by the District Superintendent or the Board President, as the case
may be, to give every member of the Board twdnty u r  h o aiof teeGimey maice and purpose of
the meeting. All special meetings shall be held at a regular meeting place of the Board. No business,
other than that specified in the notice, shall be transacted.

In an emergency, the twentgur hour notice may be awed by unanimous consent of all Board
members. When this occurs, it is advisable for the members to signwhivatice forms.

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

Special meetings shall be conducted according to the procedures specified for regular meetings.
Special meetings shall be open to the public in the same manaee regular meetings.

Special meetings shall be called for specific purposes, occasioned by matters of urgency, and shall
not usurp the place of the regular, publicly designated Board of Cooperative Educational Services
Meeting.

Order of Business

The order of business of special meetings of the Board shall be as follows:

a) Call to Order, Roll Call, Determination of Quorum;

b) Item or items of business as set forth in the notice of the meeting;

c) Adjournment.

Work Sessions

At the discretion of the President, special meetings of the Board may be periodically held for
review of the instructional program, for consideration of policies and for analysis of ways and means by
which the Board of Cooperative Educational Servicesnarag may be improved.

When practical, members of the staff and knowledgeable citizens shall be invited to attend such
meetings, to participate in the discussions and to present to the Board recommendations for improvement
of the services rendered by tBeard of Cooperative Educational Services.

Education Law Section 1606
Public Officers Law Section 104

Adopted: 1/29/04
41



2004 1437
By-Laws

SUBJECT: ANNUAL MEETING

The Annual Meeting shall be held during the month of April, on or before April 15, at such place
and time as the Board President shall designate.

The meeting shall provide for:

a) Introduction of candidates for election to the Board; and,

b) Presentation ahe tentative administrative, capital and program budgets.

The Clerk of the BOCES shall provide a notice of the date, time and place of the Annual Meeting
to each of the members of the boards of education, chief school administrators and clerksfaheach o
component school districts by mail addressed to the last known address of such persons at least fourteel
(14) days prior to the meeting.

The Clerk of the BOCES shall also provide public notice by publishing notice in two (2)

newspapers in generalraulation in the BOCES area, over each week within the two (2) weeks
preceding the meeting, with the first publication at least fourteen (14) days prior to the meeting.

Education Law Section 1950(4)(b)(4) and (4)(0)

Adopted: 1/29/04
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By-Laws

SUBJECT: ORGANIZATIONAL MEETING

The Board shall hold its Annué@lrganizatioml Meeting at any time during the first fifteen (15)
days of July at a date set at the convenience of the Bodeder than the month of June. The Clerk of
the Board shall serve as temporary chairperson, who shall open the mksstthghe Pledge of
Allegiance,conduct the election of the Presidemmdadminister the Oath of Office to the President
ThePreient shall assume office I mmediately, and

Agenda

1. Election of Vice President (Administration of Oath to Vice President)
2. Appointment of Officers:

Clerk of the Board

Treasurer

Internal Claims Auditor

Deputylinternal Claims Auditor
Deputy Treasurer

moowy

3. Administration of Oaths to Appointed Officers who are present; oaths to others to be administered
prior to initiating duties.

4.  Other appointments:

Purchasing Agent

Deputy Purchasing Agent

Clerk of the BoardPro Tempore

Acting Principas for the Purpose of Spensiorof Students
ADA Compliance Officer

Title IX Compliance Officer

Section 504 Compliance Officer

AHERA Officer

Privacy Official

Designated EducatmOfficial

Storm Water Management Progr&uoordinator
Records Management Officer

Records Access Officer

Sexual Harassment Complianoéicer
ExtraClassroom Activity Fud Treasurer
Board Audit Committee

Board Policy Committee

Board Facilities Comntiee

Dignity Act BOCESwide Coordinator

Dignity Act Coordinator (one per building)

HWDOVOZZrACTIOMMUO WP

(Continued)
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SUBJECT: ORGANI ZATI ONAL MEETI NG (Cont 6d.)

5. Designations:

Unemployment Administrator
Wor ker 6s Compensation Administrator

A. Official Bank Depositories
B. Official Newspaper

C. Medical Services

D. Attorney

E. Bond Counsel

F. Independent Auditor

G.

H.

6. Authorizations:

Transfer of Funds

Establishment of Petty Cash Fund

District Superintendent to approve temporary and{raet personnel at previouslpproved
Board salarfwage rates

Federal Projects

Liability Insurance

Appointment of Staff on an Interim Basis
Signing of Contracts

Acceptance of Bids

Mileage Reimbursement

Medical Examinations

Attendance at Conferences by BOCES Staff

ACTIOTMO 0w

7. Readoption of all existing Boapblicies, regulatios, codes and plans
8. Conference Attendance

A. Board
B. District Superintendent

9. Association Memberships
Public Officers Law Article 7

Adopted: 1/29/04
Revised: 11/29/05
Revised: 1/22/08
Revised: 5/20/08
Revised:9/12/11
Revised: 7/3/12
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By-Laws

SUBJECT: NON-DISCRIMINATION

The BOCES shall not discriminate on the basis of age, race, creed, color, national origin, political
affiliation, sex, sexual orientation, military statusgteran status, disability, predisposing genetic
characteristics, marital status, use of guide, hearing or service dog, or domestic violence victim status in
the educational programs or activities which it operates, or against any employee or appkoamnbsee
position of employment. The BOCES will be in full compliance with all applicable rules and regulations
pertaining to civil rights for students and employees (e.g., Title IX of the Educational Amendments of
1972, Section 504 of the Rehabilitation A£t1973, and the Americans with Disabilities Act of 1990).

The BOCES shall not discriminate against students on the basis of actual or perceived race, color,
weight, national origin, ethnic group, religion, religious practice, disability, sex, sexeatation, or
gender (including gender identity and expression).

Appropriate procedures shall be developed to insure the implementation of these rules and
regulations concerning civil rights. The Board shall appoint Title VI, VII and IX, ADA, and Sexién
Compliance Officers to handle civil rights activities applicable to the BOCES.

The Title VI, VII and IX, ADA, and Section 504 Compliance Officers shall be appointed by the
Board and shall be responsible for providing information, including compbdaottedures, and for
handling complaints relative to civil rights (e.g., Title VI, VII and IX of the Educational Amendments
of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990)
for any student, parent/guBan/person in parental relation, employee or employment applicant.

Any individual who believes that he or she has been discriminated against is encouraged to inform
the appropriate official designated by the BOCES to hear such complaints of alisg@ahination.
The designated official shall provide the c¢omyg
prohibiting discrimination and the grievance/complaint procedures available to such individual.

Title VII of the Civil Rights Act of 1964,
42 United States Code (USC)

Section 200&e, et seqi Prohibits
discrimination on the basis of race,
color, religion, sex or national origin.

Title VI of the Civil Rights Act of 1964,
42 United States Code (USC)

Section 2004, et seqi Prohibits
disciimination on the basis of race, color
or national origin.

(Continued)
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2014 1440
20f2
By-Laws

MI NATI ON (Cont 6d.)

Section 504 of the Rehabilitation Act of 1973,
29 United States Code (USC)
Section 794 et seq.;

The Americans with Disabilities Act,

42 United States Code (USC)

Section 12101 et sefj.Prohibits discrimination
on the basis of disability.

Title IX of the Education Amendments of 1972,
20 United State€ode (USC) Section 1681 et séq.
Prohibits discrimination on the basis of sex.

New York State Executive Law

Section 290 et seq. (Human Rights Law)
i Prohibits discrimination on the

basis of age, race, creed, color, national
origin, sex, disability omarital status.

Age Discrimination in Employment Act,
29 United States Code (USC) Section 621 et seq.

Genetic Information Nondiscrimination Act of
2008 P.L.11€r33

New York State Military Law Sections 242 and 243

Refer also to Policies 5120, 51Z&170, 6440, 6460, 6461, 7120, and 7130

Adopted: 1/29/04
Revised: 11/29/05
Revised: 4/13/10
Revised: 8/13/14
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2011 1520
By-Laws

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

The Boardencourages the participation of all members at appropriate school Board conferences,
workshops and conventions. However, in order to control both the investment of time and funds,
necessary to implement this policy, the Board establishes the followimggpbes.

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
promising in terms of producing direct and indirect benefits to thEe B®

b) Funds for participation at such meetings will be budgeted for on an annual basis. When
funds are limited, the Board will designate which of its members would be the most
appropriate to participate at a given meeting.

c) Reimbursement to Boarmembers for their travel expenses will be in accordance with the
regulations established by the Board for travel reimbursements.

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

e) Authorization for attendance at eof-state conferences will dgy resolution at a regular
meeting.

General Municipal Law Section #¥and 77c
Education Law Section 2118

Adopted: 1/29/04
Revised: 5/20/08
Revised: 9/12/11

47



2004 1530
By-Laws

SUBJECT: MEMBERSHIP IN ASSO CIATIONS

Membership in the following associations or organizations may be maintained annually:
a) New York StateSchool Boards Association;

b) National School Boards Association;

c) Westchester Putnam School Board Association;

The Board may maintain membership in these organizations as authorized under Sdatadn 77
the General Municipal Law. Membership in other orgations may be approved.

Comptroll er25 Opinion 81

Adopted: 1/29/04
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By-Laws

SUBJECT: BOARD SELF-EVALUATION

The Board shall review the effectiveness ofjisernance of the BOCES least once annually.
The District 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: 1/29/04
Revised: 5/20/08
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By-Laws

SUBJECT: ORIENTATION OF NEW BOARD MEMBERS

TheBoard and its staff shall assisteachnewmerebere ct i n understanding
policies, and procedures before he/she takes office. It shall be the responsibility of the Vice President
to perform the following duties or to arrange for thienbe carried out by the District Superintendent,
Clerk of the Boardor other staff:

1. Aletter of introduction and welcome from the Board will be sent to the electee inviting him/her to
attend Board meetings prior to taking office;

2. The electesshall be given selected material relevant to the job of being a Board member. Such
material may be obtained from the New York State School Boards Association, the National
School Boards Association and/or other professional organizations such as Wesihesam
School Boards AssociatiorRepresentative titles may include:

1 Becoming a Better Board Member (NSBA)
1 Getting There from Here (New England School Development Council)
1 The School Board Membelandbook

3. The electee shall also be provided a copy of
1 School Law (NYSSBA)

T The Sunshine Laws (NYSSBA) or #fAYour Right
on Open Government)

»

The Vice President shall serve as a mentor to the elaxterplain Board process and work,
including the election of Board officers and the procedures for the organization meeting.

5. The following documents will be available to the electee:

Board Policy Manual

Budget

All staff employmentcontracts

BOCESServices Guide

Copies of Board Minutes from the current year
Copy of most recent auditordés report
Superintendent evaluation form

Board goals for the current year

Directory of Board members and BOCES staff
Schedule of all meetings, calendar of BOCES events
Mission and vision statement

A_A_A_A_A_Aa_Aa_A_Aa_a_49

6. The electee will be introduced to and invited to meet with the District Superintendent.
7. New Board members are encour agedBOGESfarilitiest i ci p

8. New Board members are encouragedittend the NYSSBA and Westchester/Putham School
Boards Association workshops for new school Board members.

Revised: 1/22/08
Revised: 5/20/08
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By-Laws

SUBJECT: BOARD MEMBER TRAINING

Two types of training are required for new Boardmbers in their first year.

Training on Financial Oversight, Accountability and Fiduciary Responsibilities

Within the first year of electioar appointmenteachBoard member must complete a minimum
of six (6) hours of training on the financial ovetsi, accountability and fiduciary responsibilities of a
school board member.

Reelected Board members are not required to repeat this training. Additiondtginiag is
not required if the Board member has previously fulfilled this requirementiiss-germ member of a
component school district.

Training on Powers, Functions and Duties of Board Members and Other Authorities

During the first year of a Board memberos
training course acquainting him/her with the powers, functions and duties of Boards of Education, as
well as the powers and duties of other governing and adnaitivgtrauthoritiesaffecting public
education.

Re-elected Board members shall not be required to repeat this training.

Upon completing the required training, the Board member shall file with the Board Clerk a

certificate of completion issued by theovider of the training. Actual and necessary expenses incurred
by a Board member in complying with these requirements are a lawful charge to the BOCES.

Adopted: 6/26/07
Revised: 9/12/11
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2014 1560
By-Laws

SUBJECT: COMPENSATION AND EXPENSES

Remuneration and Reimbursement

Each Boardnember serves the public in a trustee relationship, is elected by the component Board
members, and serves without pay.

Each Board member is entitled to be reimbursed for all necessary expenses incurred in the official
performance of his/her duties.

Travel Reimbursement

Members of the Board, approved for travel by Board action, shall be reimbursed for all necessary
expenses incurred while on business for BOCES. If travel approval by the Board is not possible due to
time constraints, the Board Presidentis/her designee shall be authorized to grant approval.

Requests for rei mbursement must be submitted
accompanied by appropriate receipts. Sales tax exemption certificates should be used when appropriate
within New York State.

Expenses that may be reimbursed for travel and related expenses for BOCES purposes may include
but are not limited to, attendance at Board meetings, conferences and meetings approved by the Board
parking; tolls; mileage atthe BCS appr oved rate for the use of
official BOCES business; car rental; cab, bus, rail and/or air transportation; actual cost of meals
(exclusive of alcohof)actual cost of lodging; and other necessary expenses whighoger in the
performance of a member's official dutietlpon presentation of itemized receipts, meals will be
reimbursed to a maximum of $60/day for breakfast, lunch and dinner inclusive of tax and tips. Tips on
meals will be reimbursed up to 20% oétpretax bill.

Adopted 1/29/04
Revised: 5/20/08
Revised: 9/12/11
Revised: 5/13/14
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2014 1570
By-Laws

SUBJECT: COMMITTEES OF THE BOARD

The Board may establish committees for the purposmaértaking a specific task in connection
with Board activity. These committees, however, cannot make legal decisions for the entire Board. All
committee appointments shall expire at the Organization Meeting each year.

The Board shall appoint temporacpmmittees 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 arffieio member of such committees.

The Boardecognizes 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. The Board has the right to accept, rejaotdy all or any part of a committee
recommendation.

Audit Committee

The Board shall appoint at its Organizational Meeting each year members of an audit committee
to oversee and report to the Board on the annual audit of the BOCES.

Policy Committee

The Board shall appoint a Policy Committee which shall follow a tiieae cycle for review of
existing policies; and add or update policies as needed.

Facilities Committee

The Board shall appoint at its Organizational Meeting each year membédexititias committee
to oversee and report to the Board on the capital projects.

Education Law Sections 1708, 21¢&nd 4601

Refer also to Policy 4740

Adopted: 1/29/04
Revised: 6/26/07
Revised: 5/20/08
Revised: 8/13/14
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2011 1571
By-Laws

SUBJECT: ADVISORY COMMITTEES
Ad Hoc Committees

The Board may appoimd hoccommittees to serve as advisory bodies. These committees shall be
temporary and shall be dissolved upon the accomplishmettieopurpose for which they were
established. The charge to each advisory committee shall be specified at the time of its creation.

Career Education Advisory Committee

The Advisory Committee for Career Education in New York is required by Education Icathiean
Commi ssionerdéds Regul ations. 't shall be the d
advise the Board of Cooperative Educational Services on the development of and policy matters arising
in the administration of career education, utthg the preparation of long range and annual program
plans submitted to the Commissioner of Education, and to assist with an annual evaluation of career
educational programs, services and activities provided by the Board of Cooperative Educational
servies.

The chairperson shall be recommended by the District Superintendent and appointed by the Board
for a one year term.

Consultant committees for occupations may be appointed by the Advisory Committee. These
committees assist in planning, developmemteyt programs, and the evaluation and revision of existing
programs.

Education Law Section 4601
8 New York Code of Rules and Regulations
(NYCRR) Section 141.1

SchoolLibrary SystemAdvisory Council

The SchoolLibrary SystemAdvisory Councilis responsible for development of a plan of service.
Following approval of the plan by the Commissioner of Education, the Committee is responsible to
monitor implementation of the plan and to keep other librarians informed of school library system
policies, procedures, activities and services.

Health & Safety Committee

A Health & Safety Committee shatheet regularly anagnake recommendatiorf®r safe and
economical utilization of buildings, grounds and equipment. The committee will also IBASES
activities and make recommendations for the purpose of reducing accident experience throughout the
entire organization.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 9/12/11
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2007 1610
1lof2
By-Laws

SUBJECT: DEFENSE AND INDEMNIFICATION OF BOARD MEMBERS AND
EMPLOYEES

Liability Protection Pursuant to Education Law

The Board recognizes its statutory obligation to indemnify BO@HEployees gnd in certain
circumstances, Board members and voluntgarsjuant to the provisions of Sections 3023, 3028 and
3811 of the Education Law. For the purposes of
the applicable statute(s).

BOCES shall not be subject to the duty to defend unless the emplatyer the time prescribed
by statute, delivers appropriate notice of the claim to the Board.

a) For purposes of Education Law Section 3811, the employee must give written notice within
five (5) days after service of process upon him/her. The statute resmady written notice
of the claim to the Board; however, submissibrelevantegal documents by the employee
to the Board is also encouraged.

b) For purposes of Education Law Sections 3023 and 3028, the employee must deliver the
original or a copy of ta relevant legal documents to the Board within ten (10) days after
service of process upon him/her.

BOCES will provide legal defense and/or indemnification for all damages, costs, and reasonable
expenses incurred in the defense of an action or procaédirtgorized pursuant to statute and provided
that the alleged action or omission which occurred or allegedly occurred is covered by the appropriate
statute(s). Furthermore, BOCES will not be required to provide indemnification protection and/or legal
defense unless the employee was, at the time of the alleged incident, acting in the discharge of his/her
duties within the scope of his/her employment or authorized volunteer duties and/or under the direction
of the Board.

Public Officers Law Section 18

The Board hereby also confers the benefits of Secticof 18 New York State Public Officers
Law upon the fiemployeeso of BOCES, as defined
assumes the liability for the costs incurred in accordancetetprovisions of Section 18. The benefits
accorded to BOCES employees under Section 18 of the Public Officers Law shall supplement and be
available in addition to defense or indemnification protection conferred by other enactments or
provisions of law.

(Continued)



2007 1610

20f2
By-Laws
SUBJECT: DEFENSE AND INDEMNIFICATION OF BOARD MEMBERS AND
EMPLOYEES (Cont 6d. )
The term fAempl oyeeso shall i nclude members ¢

officers; BOCES employees; volunteers expressly authorized to participate in a BOCES sponsored
volunteer program; or any other person holding a position by eleeg@ointment or employment in

the service of BOCES, whether or not compensat
employee, his/her estate or judicially appointed representative.

Pursuant to the provisions of Section 18 of the Publicc&@® Law, and upon compliance by the
employee with the requirements of this statute, BOCES shall provide for the defense of the employee in
any civil action or proceeding, state or federal, arising out of any alleged act or omission which occurred
or alleggedly occurred while the employee was acting within the scope of his/her public employment or
duties. Furthermore, BOCES shall indemnify and save harmless its employees in the amount of any
judgment obtained against such employees in a state or fedatabcan the amount of any settlement
of a claim, provided that the act or omission from which such judgment or claim arose occurred while
the employee was acting within the scope of his/her public employment or duties. However, in the case
of a settlemety the duty to indemnify and save harmless shall be conditioned upon the approval of the
amount of the settlement by the Board.

The duty to defend and/or indemnify and save harmless, in accordance with Section 18 of the
Public Officers Law, shall be coitbned upon the delivery by the employee to the BOCES attorney or
to the District Superintendent a written request to provide for his/her defense, together with the original
or acopy ofany summons, complaint, process, notice, demand or pleading veith{iQ) days after
he/she is served with such document. Pursuant to Section 18, the full cooperation of the employee in the
defense of such action or proceeding and in the defense of any action or proceeding against BOCES
based upon the same act or omissend in the prosecution of any appeal, shall also be required as a
condition for BOCES duty to defend and/or indemnify and save harmless to exist.

Exceptions to Liability Coverage
Indemnification coverage and/or provision of legal defense by BOGES&ot apply unless the

actionable claim is of the type covered by the statute(s) and/or is not otherwise exempt from coverage
pursuant to law. Additionally, indemnification coverage and/or the duty to provide a defense shall not
arise where such actiar proceeding is brought by or on behalf of BOCES.
Refer also to Polic$334

Public Officers Law Section 18

Education Law Sections 1709(26) and-{34 2560,

3023, 3028, and 3811
General Municipal Law Sectionsréand 52

Adopted: 6/26/07
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2015 2000
Community Relations

Putnam|Northern WestchesterBOCES
COMMUNITY RELATIONS
(Section 2000)

NUMBER
PUBLIC RELATIONS
1.1 BOCES/Public Relations and Communications..............cceuvvvvimmmeeeeeeeeeeeenennnns 2110
1.2 Printand ElectroniaVIaterialS.............uuuuiiiiiiiie e eeeeireee e 2120
1.3 Crisis MaragemenCommMUNICALIONS.........uuuuuiiieiiieiieeieeerreieeee e e eeeaee e e e e s eemees 2130
1.4 UnanticipatedBOCES FacilitieSCIOSINGS.......ccooviiiiiiiiiiieeee e 2140
1.5 FIAg DISPIAY......ceeiiiiiiiiiei e eee et eeet bbb e e e e e e e e e e amr e e e e e as 2150
1.6 Provision of Refreshments and Meals................uuviiiicciiiiiiiiiiin e 2160
PARTICIPATION BY THE PUBLIC
2.1 Visits to BOCES Facilities, Schools and Programs...........ccccvvvvviveeneeeeeeeeenn, 2210
2.2 Participation by the Public at Board Meetings...........ccooovviiiiiiccce e 2220
2.25 Use of Service ANIMAlS..........coooiiiiiiiiiiiiieeee et eeeeenees 2225
2.3 Use of BOCES FacilitieMaterials & EQUIPMENL...........cooeviiiiiiiiiiccceee e 2230
2.3.1 Use of Facilities by the Boy Scouts of America & Patriotic Youth Gro2p31
P2V o ] 011 == £ 2240
2.5 PUDBIC COMPIAINTS. ....eiiiiiiiiiiiii e 2250
2.6 Solicitations
2.6.1 Solicitation of Charitable Donations fro8thool Children..................... 2261
DISTRICT RECORDS
3.1 PUublic ACCESS t0 RECOIS......cceiiiiiiieeeeiiit e et 2310
3.2 Confidentiality of Computerized Information...............ccccuuvviimmmniniiiiiiiieenee 2320
PUBLIC ORDER ON BOCES PROPERTY
4.1 Code of Conduct 0N BOCES PrOPELLY........uuuuiiiiiiiiiiiiieeeiiiiieieieeeeeeaeee e e e e e s e 2410
4.1.1 Prohibitionof Weapors on School Grounds.............oooovviiiiieenne s 2411
4.1.2 Threats of Violenc@n SChoOL............ccccoiiiiiiiiiiiicceeeccce e 2412
4.2 Anti-Harassmenin the BOCES.............oovuiiiiiiiiieeeeiieins e eemenne s 2420
4.3 Uniform Violent and Disruptive INCIderBYStem...........cooovviiiiiiiiiiieen s 2430
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2014 2110
Community Relations

SUBJECT: BOCES/PUBLIC RELATIONS AND COMMUNICA TIONS
The Board of Cooperative Educational Services shall support the following goals of community
relations:
a) To develop andnaintain the confidence of the community in the BOCES and its staff;
b)  To stimulate public interest in the schools and public understanding of BOCES Programs;
c) To discover what people think and what they want to kabaut BOCES.
d) To correct erroneouspressions and supply information;

e) To develop the most effective means of communication with the various publics of the
BOCES component school districts, and community.

Communication with Component Districts

It is essential that the Board and the BAC#aff keep component boards of education informed
as to policies and programs that might affect their educational processes. As much as possible, the
BOCES staff and the Board should attempt to provide wrigkttronicand/or oral communication to
the Superintendents and board members of component districts on any matter that might affect them,
including agendas and minutes of the BOCES meetings.

Communication with Board Members

The PutnariNorthern Westchester BOCES staff members shall make &g to provide
Board members with writteand/or electronicommunications regarding significant items prior to the
Board meetings. Communications shall be forwarded via the District Superintendent.
Communication with the Community

The Boardof Cooperative Educational Services and staff shall keep the various communities
informed of school activities.

Adopted: 1/29/04
Revised: 9/12/11
Revised: 7/2/14
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2014 2120
Community Relations

SUBJECT: PRINT AND ELECTRONIC MATERIALS

The Board shall encourage wide distribution of prirged electronienaterials, including, but not
limited to, newsletters, news releases, budget statements and brochures.

Publications

The Board encourages the developnoétppropriate materials and publications that are of direct
use in the educational process in component sctiistilicts which inform the publiccomponent
districts BOCES personnel, and the teaching profession concerning policies, activities, and
accompishments of PutnafNorthern Westchester BOCES and which aid and promote the
improvement of education.

Media Relations

The responsibility for maintaining relationships with the media, releasing news and serving as the
BOCES spokesperson lies with tBeector of School Communications. For issues of sensitivity, the
District Superintendent or designee shall be consulted before release.

Social Media

The Board encourages a variety of social media tools to disseminate information. The Director of
Schod Communications shall develop guidelines for appropriate use and content of social media.

Copyright

The use of the copyright law for selected materials produced through the RNdrtaern
Westchester BOCES will be implemented for specific classes of items when recommended to the Board
by the District Superintendent. All published materials will have copyright identification protected
under common law literary property.

All publications,in any form, which are developed by staff at Putrjsiorthern Westchester
BOCES or persons/agencies under contract to Ritmathern Westchester BOCES are the property
of PunanNorthern Westchester BOCES

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/20/08
Revised: 7/2/14
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2014 2130
Community Relations

SUBJECT: CRISIS MANAGEMENT COMMUNICATIONS

When a crisis arises, immediate, effective and responsible management and communication are
essential to manage the crisis. Therefore, the PUNwathern Westchester BOCES shall develop and

maintain a unified position by:

a) Identifying a crisis responsteam to develop a plan and maintain a strong, ongoing
communications program in each building.

b) Identifying a media spokesperson who will be briefed on all details. The spokesperson shall
be the District Superintendent or designee. In most instancedesignee shall be the
Director of School Communication®©nly these spokespersons shall talk to and maintain a
timely flow of information to the media.

The District Superintendent/designee shall be responsible for informing staff of the crisis plan
which is to be developed by both administration and the crisis response team.

Adopted: 1/29/04
Revised: 5/20/08
Revised: 7/2/14
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2015 2140
Community Relations

SUBJECT: UNANTICIPATED BOCES FACILITIES CLOSINGS

In the event it is necessary to close school for the day due to inclement weather or other reasons,
announcement shall be matie staff and parentguardiai¥/persors in parental relatiofstudents by
automated teljphone messagin@OCES websitesocial mediaand over local radio and television
stations.

When school is closed, all related activitrgl ordinarily be suspended for that day and evening.

The attendance of personnel shall be governed by thpeaegagreements

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/20/08
Revised: 9/12/11
Revised: 7/2/14

Revised: 1/13/15
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2008 2150
Community Relations

SUBJECT: FLAG DISPLAY

In keeping with Stat&ducation Lawand Executive Law, the Boasttcepts 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.

Whenordered by the President, Governor, or local official, to commemorate a tragic event or the
death of an outstanding individual, the flgwall be flown at haltstaff. TheDistrictcSuper i nt en d ¢
approval shall be required for the flag to be flown at-etff upon any other occasion. Regulations
for seeking such approval shall éstablished in the Administrative Manualtbé BOCES.

The flag shall be displayed in every asddy room (i.e., the auditorium) including the room
where the Board meetings are conducted, as well as displayed in all rooms used for instruction.

Education Law Sections 418 and 419

Executive Law Sectian402 anadt03

8 New YorkCode of Rules and Regulations (NYCRR)
Sections 108-108.3

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/20/08
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2004 2160
Community Relations

SUBJECT: PROVISION OF REFRESHMENTS AND MEALS

The PutnariNorthernWestchester BOCES is a central and logical hub of meeting activity for the
school districts that participate in its programs and services. Groups gather for the purposes of
exchanging information, solving common problems, sharing the wealth of exfenrseéoth outside
and within our boundaries, and providing guidance and advice for the improvement of BOCES programs
and services.

For those conferences, workshops, meetings of various advisory groups and councils, and other
group sessions related to th@ucational purposes that are conducted at BOCES, BOCES may provide
refreshments (beverages and snacks) or meals (breakfast, lunch, or dinner) if the following conditions
are met:

a) The meeting is of one hour or more in duration;
b) The meeting is schedulediihg such time that would normally include a meal,

c) The meal time is a part of the meeting;
d) The cost per participant is reasonable.

Adopted: 1/29/04
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2014 2210
Community Relations

SUBJECT: VISITS TO BOCES FACILITIES, SCHOOLS AND PROGRAMS

The PutnarfNorthern Westchester Board of Cooperative Educational Services and staff
encourage publieisits tofacilities, schools and programs within the limits placed by the requirements
of the educational progma In order to visit a BOCES program, an individual or group must request
permission and arrange the visit through the program Director or designee. When visiting a school,
visitors must sign in at the appropriate offieell be issued an identificatiobadge that must be worn
at all times in a highly visible manner and surrendered when leaamadgyill be escorted by BOCES
employeesn buildings that house students

Educational Law Section 2801
Penal Law Sections 140.10 and 240.35

Refer also tdPolicy 5425

Adopted: 1/29/04
Revised: 5/20/08
Revised: 7/2/14
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2014 2220
Community Relations

SUBJECT: PARTICIPATION BY THE PUBLIC AT BOARD MEETINGS

The public is invited to participate in public meetings of the Board at the appropriatd hiee.
Board reserves the right to determine the date and duration of such appearance. The Board reserves th
right to exclude subjects or speakers with respentdtiers for which executive sessions are usually
held.

Refer also to Policy 1432

Adopted: 1/29/04
Revised: 7/2/14



2014 2225
Community Relations

SUBJECT: USE OF SERVICE ANIMALS

The Board of Education allows the use of service animals on school grounds by individuals with
disabilities, subject to restrictions permitted by federal and/or state law; and procedures established by
the District Superintendept designee.

For the purpose of this policy, a service animal is defined as any dog that is individually trained
to do work or perform tasks for the benefit of an individual with a disability, including a physical,
sensory, psychiatric, intellectual, aher mental disability. Other species of animals, whether wild or
domestic, trained or untrained, will not be considered services animals.

The work or tasks performed by a service a
disability. Thecnine det errent effects of an ani mal 6s pr ¢
well-being, comfort, or companionship do not constitute work or tasks for the purposes of this definition.

Where reasonable, the Board of Education also allows the usenfture horses on school
grounds by individuals with disabilities. Such use will only be permitted where a miniature horse has
been individually trained to do work or perform tasks to benefit an individual with a disability. The use
of miniature horse by individuals with disabilities will be subject to the considerations and restrictions
permitted by federal and/or state law.

The District Superintendent or designee may create regulations and/or bapéitific rules
regarding the use of service amls and miniature horses on school grounds by individuals with
disabilities.

28 CFR Sections 35.104, 35.136, 35.139

Adopted: 5/13/14
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2014 2230
lof2
Community Relations

SUBJECT: USE OF BOCESFACILITIES , MATERIALS AND EQUIPMENT

BOCES Facilities

It is the policy of the Board to encourage the greatest possible use of BfaCkes for
community wide activities. This is meant to include those uses permitted by New York State Law.
Groups wishing to use the BOCES facilities must secure written permission from the Board of Education
or designee and abide by the rules and regulatistableshed for such use including restrictions on
alcohol, tobacco and drug use.

The BOCES reserves the right to charge a fee for the use of its facilities in a manner consistent
with law, and on terms specified in regulation or by agreement withagelnizations.

Materials and Equipment

Except when used in connection with or rented under provisions of Education Law Section 414,
BOCESowned materials or equipment may be used for school related purposes only. Private and/or
personal use of BOCESwvned materials and equipment is strictly prohibited. The loan of equipment
and materials for public purposes that serve the welfare of the community is allowed, as long as the
equipment is not need at that time for school purposes and that the proposednill not disrupt
normal school operations.

The Boardwill permit BOCES materials and equipment to be lent to staff members when such use
is directly or peripherally related to their employment, and to students when the material and equipment
is to beused in connection with their studies or extracurricular activities. Community members will be
allowed to use BOCESwned materials and equipment only for educational purposes that relate to
school operations. The Board will also allow the loan of egeifino local governments and other
entities that benefit the welfare of the surrounding community. The Board supports suoiuimitgpal
cooperation as it saves taxpayer monies and is a more efficient use of scarce or costly equipment anc
resources.

BOCES facilities shall be available for the community within the limits of the law and when such
usage does not conflict with the instructibpeograms of Putnajdorthern Westchester BOCES. The
BOCES has a legal respanidity to conform with the State Edue@aL aw concer ning Au
school buil dings. 0

The Board delegates to the District Superintendent the responsibility and authority to approve or
deny applications for the use of BOCES facilities when such use wotlcbnflict or interfere with
BOCES programs and is permitted and/or authorized by law. A basic room use charge, if any, will be
determined by the District Superintendent who also maintains the authority to waive fees where
appropriate. Additional chargdor custodial services or other costs is at the discretion of the District
Superintendent.

(Continued)
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2014 2230
20f2
Community Relations

SUBJECT: USE OF BOCES FACILITIES, MATERI ALS A

Anyorganization using the BOCES facilities will furnish, at its own expense, comprehensive general
liability insurance if not otherwise covered though the BOCES insurance umbrella. A certificate of such
insurance with the PutngNorthern Westchester BOCE&med as an additional insured must be
submitted prior to final approval and use of facilities. In high risk situations, the BOCES may require
additional insurance.

Organizations using BOCES facilities are responsible for the proper care of the Isyigaimgnds
and equipment, and will be assessed for any damages.

Observation of rules and regulations normally required of students and adults using the facilities will
also be expected of outside organizations including restrictions on alcohol, tobdabm@ use. Any
modification to these rules must be approved by the District Superintendent or his/her designee.

Administrative regulations will be developed by the District Superintendent concerning the
application and approval process for use of BSG&cilities.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/13/14
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2014 2231
Community Relations

SUBJECT: USE OF FACILITIES BY THE BOY SCOUTS OF AMERICA AND
PATRIOTIC YOUTH GROUPS

To the extent the BOCES receives funds made available through the United States Department of
Education and maintains a fAdesi gnatteodeteonpsare f o
defined in federal regulation, it will not deny any group officially affiliated with the Boy Scouts of
America or any other patriotic youth group listed in Title 36 of the United States Code equal access or
a fair opportunity to meet. Léwise, the BOCES will not discriminate against any such group that
requests to conduct a meeting within the BOCE
including denying such access or opportusiity
membership or leadership criteria or oath of allegiance to God and country.

The BOCES will provide groups officially affiliated with the Boy Scouts of America or other Title
36 patriotic youth group access to facilities and the ability to communisettg schockelated means
of communication on terms that are no less favorable than the most favorable terms provided to other
outside youth or community groups.
The BOCES is not required to sponsor any group officially affiliated with the Boys Scoany or
other Title 36 patriotic youth group.

20 USC Section 7905
36 USC Subtitle Il
34 CFR Parts 75, 76 and 108

Refer also to Policy #2230Use of BOCES Facilities, Materials and Equipment

Adopted: 5/1314
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2014 2240
Community Relations

SUBJECT: VOLUNTEERS

The Board recognizes the need to develop a volunteer program to support BOCES programs and
activities.

Volunteers are persons who are willing to donate their time and energessoBOCES personnel
in implementing various phases of BOCES programs. Volunteers shall serve in that capacity without
compensation or employee benefits except for liability protection under the BOCES insurance program.

Administrative regulations wilbe developed to implement the terms of this policy and to
periodically inform the Board of the progress of the volunteer program.

Volunteer Protection Act of 1997,

42 United States Cod&/§C)

Section 14501 et seq.

Education Law Sections 3023 and 3028
Public Officers Law Section 18

Refer also to Policy 5334dnd 5425

Adopted: 1/29/04
Revised: 7/2/14
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2014 2250
Community Relations

SUBJECT: PUBLIC COMPLAINTS

Complaints by citizens and staff regarding any facet of the BOCES operation can be hasdled
satisfactorily by the administrative officer in charge of the unit closest to the source of the complaint.
Therefore, complaints should first be discussed withteacher or other BOCES employee directly
involved. If the matter cannot be resolved at this level, the complaint shall be forwarded to the
appropriate program supervisor, director or assistant.

If the complaint and related concerns are not resoatethis level to the satisfaction of the
complainant, the complaint may be carried to the District Superintendent and/or one of his/her assistants.
Unresolved complaints at the program level must be reported to the District Superinterisngnee
by the director. The District Superintendemtdesigneanay require the statement of the complainant
in writing.

If the complaint and related concerns are not resolved at the District Superintendent level to the
satisfaction of the complainant, the comptanay be carried to the Board. Unresolved complaints at
the District Superintendent level must be reported to the Board by the District Superintendent. The
Board reserves the right to require prior written reports from appropriate parties.

Adopted: 1/29/04
Revised: 7/2/14
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2014 2261
Community Relations

SUBJECT: SOLICITATION OF CHARITABLE DONATIONS FROM SCHOOL
CHILDREN

Direct solicitation of charitable donations from children in the BOCES program on gehpelty
during regular school hours shall not be permitted.

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

a) Fund raising activities which take place off BOCES premises, or outside of regular school
hours during befre-school or aftesschool extracurricular periods;

b) Armslength 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 consideiiati@concert or
social event for the funds expended,;

c) Indirect forms of charitable solicitation on BOCES premises that do not involve coercion,
such as placing a bin or collection boxa hallway or other common area for the donation
of food, clothing, other goods or money

The District Superintendent or designsigall decide which organizations, groups, etc. can solicit
charitable donations and for what purposes, as long as th#iestwomply 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.

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

New York State ConstitutioArticle VIII, Section 1
Education Law Section 414

Adopted: 1/29/04
Revised: 7/2/14
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2014 2310
Community Relations

SUBJECT: PUBLIC ACCESS TO RECORDS

Access to records of tiBOCESshall 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 SectisB87 and 89.

A Records Access Officer shall be designated byDistrict Superintendent, subject to the
approval of the Board of Education, who shall have the duty of coordinatirig) @h€ E r@sponse to
public request for access to records.

The BOCES shall provideopies of records in the format and on the medium requested by the
person filing the Freedom of Information Law (FOIL) request if the BOCES can reasonably do so
regardless of burden, volume or cost of the request. The District Superintendent shalhestablis
reasonable cost for providing such copies; the cost shall be paid by the person requesting such records

Regulations and procedures pertaining to accesamagprovidingBOCESrecords shall be as
indicated in th@BOCESAdministrativeManual.

Requests for Records via Email

If the BOCES has the capability to retrieve electronic recordgnitst provide such records
electronically upon request. THBOCESshall accept requests for records submitted in the form of
electronic mail and respond to suelguests by electrammail using the forms supplied by tBOCES
This information shall be posted on tBOCESwebsite, clearly designating thenail address for
purposes of receiving requests for records via this format.

When theBOCES maintains rquested records electronically, the response shall inform the
requester that the records are accessible vianteenet and in printed form either on paper or other
information storage medium.

Board of Education Meetings and Records

BOCES records sulgeto release under the FOIL, as well as any proposed rule, regulation, policy
or amendment, that are on the Board agenda and scheduled to be discussed at a Board meeting, shall |
made available upon request, to the extent practicable, prior to thenne&opies of such records may
be made available for a reasonable fee. If the BOCES maintains a regularly updated gebhbite
records may be posted on the Web site to the extent practicable, prior to the meeting. The BOCES may,
but is not required texpend additional funds to provide such records.

Education Law Section 2116
Public Officers Law Sections 87 and 89
21 NYCRR Parts 1401 and 9760

Adopted: 1/29/04
Revised: 1/22/08
Revised: 6/23/09
Revised: 7/2/14
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SUBJECT: CONFIDENTIALITY OF COMPUTERIZED INFORMATION

The development of centralized 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 inappropnste is essential to the success ofBRECES
operation. Access to confidential computerized data shall be limited only to authorized personnel of the
BOCES

It shall be a violation of th&8OCES policy to release confidential computerized data to any
unauhorized 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 @n be retrieved by means of existing computer program&Q@ESis required to disclose
such information.

Public Officers Law Sections 84 et seq.

Adopted: 1/29/04
Revised: 5/20/08
Revised: 7/2/14
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SUBJECT: CODE OF CONDUCT ON BOCES PROPERTY

The BOCES has developed and will amend, as appropriate, a written Code of Conduct for the
Maintenance of Order on School Property, including school functions, whalhgovern theonduct
of students, teachersther school personnels well awisitorsand/or vendors The Board shall further
provide for the enforcement of such Code of Conduct.

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

The BOCES Code of Conduttas beendeveloped in collaboration with student, teacher,
administrator, and parent organizations, school safety personnel and other personnel.

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

a) Provisions requiring conduct, dress and languagenddeappropriate 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 adnmatists, 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 perseh the Board and parergsardiais/persors in parental
relation to the student;

b)  Provisions prohibiting discrimination and harassment against any student, by employees or
students on school property or at a school function, that creates a hostilenmevitdy
conduct, with o without physical contact and/or verbal threats, intimidations or abuse, of
such a severe nature that:

1. Has or would have the effect of unreasonably and substantially interfering with a
student's education performance, opportasitr benefits, or mental, etranal and/or
physical welibeing; or

2. Reasonably causes or would reasonably be expected to cause a student to fear for his/her
physical safety.

Such conduct shall include, but is not limited to, threats, intimidation, or abuse based on a person's actual
or perceived race, color, weight, national origin, ethnic group, religion, religious practices, disability,
sexual orientation, gender as definedducation Law Section 11(6), or sex; provided that nothing in

this subdivision shall be construed to prohibit a denial of admission into, or exclusion from, a course of
instruction based on a person's gender that would be permissible under Educatiectians 320k

or 2854 (2) (a) and Title IX of the Education Amendments of 1972 (20 USC Section 1681), et seq.), or
to prohibit, as discrimination based on disability, actions that would be permissible

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

under 504 of the Rehabilitation Act of 1973;

c)
d)

e)

9)

h)

)

K)

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

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

Provisions prescribing the period for which a disruptive student may be removed from the
classroom for each incident, provided thasooh student shall return to the classroom until
the Principal (or his/her designated School BOCES administrator) makes a final
determination pursuant to Education Law Section 3283(®) or the period of removal
expires, whichever is less;

Disciplinary measures to be taken for incidents on school property or at school functions
involving the use of tobacco, the possession or use of illegal substances or weapons, the use
of physical force, vandalism, violation of another student's civil rights, hmaesdsand

threats of violence;

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

Provisions for deterdn, 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;

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

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

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

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

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 as defined in Articles 3 and 7 of the Family Court Act will be filed;

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

P)

Q)

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

A minimum suspension periddr 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 onlyeease 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 disruptitieeceducational
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 Lesti@& 3214(32) and the provisions

set forth in the Code of Conduct on four (4) or more occasions during a semester, or three
(3) or more occasions during a trimester, as applicable;

A minimum suspension periddr acts that would qualify the studetat be defined as a
violent student pursuant to Education Law Section 323§(®&). However, the suspending
authority may reduce the suspension period on almasase basis consistent with any other
state and federal law;

A Bill of Rights andResponsibilities of Students which focuses upon positive student
behavior and a safe and supportive school climate, which shall be written iepigirage,
publicized and explained in an agppropriate manner to all students on an annual basis;
and

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

The BOCESCode of Coduct will be adopted by the Board of Education only after at least one
(1) public hearing that providior the participation of BOCES personnel, parejuatdia/persorsin
parental relation, students, and any other interested parties.

The BOCESCodeof Conduct shall be reviewed on an annual basis, and upalstedessary in
accordance with law. ThBOCES may establish a committee pursuant to Education Law Section
2801(5)(a) to facilitate review of its Code of Conduct and the BOCES response t@fGodeduct
violations. The Board shatkapprove any updated Code of Condurcadopt revisiongnly after at
least one (1) public hearing that provides for the participation @&OCES personnel,

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

parents/guardiagpersors in parental relation, students, and any other interested partiesBOCES
shall file a copy of its Code of Conduct and any amendments with the Gsianar, in a manner
prescribed by the Commissioner, not later than thirty (30) days after their respective adoptions.

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

a)

b)

c)

d)

Posting the complete Code of Conduct onlttiernet website, if any, including any annual
updates and other amendments to the Code;

Providing copies of a summary of the Code of Conduct to all students in-appgpriate
version, written in plain language, at the beginning of each schogl year

Providing a plain language summary of the Code of Conduct to all pgreardiay persors
in parental relation to students before the beginning of each school year and making the
summary available thereafter upon request;

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

Making complete copies available for review by students, pdgertsiiay/persors in
parental relation to students, other school staff and other community members.

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(1)(2)

Refer also to Policy 6210

Adopted:
Revised:
Revised:
Revised:
Revised:

1/29/04
11/29/05
6/26/07
5/20/08
5/15/12
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SUBJECT: PROHIBITION OF WEAPONS ON SCHOOL GROUNDS

With the excetion of law enforcement officers, as permitted by law, and individuals who have the
express written permission of the Board of Education or its designee, no person may have in his/her
possession any weapon on school grounds, in any BOCES building, lwoohlaes or BOCES vehicle,
or at any BOCES sponsored activity or setting under the control and supervigienBS9 CES. This
prohibition shall include, but not be limited to: any of the objects or instruments referred to in Section
265.01 of the Newrork State Penal Law; any agun, springgun or other instrument or weapon in
which the propelling force is a spring, air, piston or CO2 cartridge; and any ohgctould be
considered a reasonable facsimile of a weapon.

Penal Law Sections 268-265.06, 265.20

Refer also to Polic6241

Adopted: 1/29/04
Revised: 5/20/08
Revised: 1/13/15
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SUBJECT: THREATS OF VIOLENCE IN SCHOOL

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

Any acts and/or threats of violence, including bomb threats, whether made orally, in writing, or
by email, shall be subject tappropriate discipline in accordance with applicable B&CESpolicies
and regulations, as well as the Code of Conduct and collective bargaining agreements, as may be
necessary.

All staff who are made aware of physical acts and/or threats of viol@ectedlagainsistudents
staff or propertyare to report such incidents to tpeogram administratprwho shall report such
occurrences to the District Superintendendesignee Additionally, theprogram administratowill
also report occurrences ofolence, 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 determinati@isifith&uperintendent
or designee.

Students are to report all acts and/or threats of violence, including threats of suicide, of which they
are aware to a faculty member or gregram administrator.

The BOCES reserves the right to seek restitution, in aadance with law, from the
parent/guardiaiperson in parental relatioend/or student for any costs or damages which had been
incurred by thBOCESas a result of the threats or acts of violence in the schools.

This policy will be enforced in accordaneath 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 pguertdsns/persorsin parental
relation and will be available to the general public upon request.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/20/08
Revised: 7/2/14
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE BOCES

The Boardis committed to providing aenvironmentfree from discrimination andharassment
Accordingly, the Board prohibitsliscrimination andharassment on the basisrate,color, religion,
national originsex, sexual orientatiorage,disability or other legally protected category. Such actions
and occurrences are prohibited regardless of whether they take place on BOCES premises or-at BOCES
sponsored events, programs, or atiés held at other locations

Prohibited Conduct

Determinatims as to whether conduct or occurrences constitute discrimination or harassment for the
purposes of this policy and its implementing Administrative Regulations will be made consistent with
applicable law.Such determinations may depend upon a numberctérg including but not limited
to: the particular conduct or occurrence at issue, the ages of the parties involved, the context in which
the conduct or occurrence takes place, the relationship of the parties to one another, the category or
characterist that is alleged to have been the basis for the action or occurrence, and other considerations
as are necessary and consistent with law. The characterizations and examples below are intended f
serve as a general guide for individuals in determining lened file a complaint of discrimination or
harassment, anghouldnot be construed to add or limit the rights individuals and entities possess as a
matter of law.

Discrimination is generally, the practice of conferring or denying privileges on this ba
membership in a legally protected class. Discriminatory actions mtéyde, butarenot limited to:
refusing to promote or hire an individual on the basis of his/her memberships in a protected class,
denying an individual access to facilitiesemtucational benefits on the basis of his/her membership in
a protected class, or impermissibly institutpadicies orpractices that disproportionately and adversely
impact members of a protected class.

Harassment generally consists of subjecting aiviahgll, on the basis of his/her membership in a
protected class, to conduct and/or communications that are sufficiently severe, pervasive, or persistent
as to have the purpose or effect of: creating an intimidating, hostile, or offensive environment;
sulstantially or unreasonably interfering with an individual wor k oGs aedutcwmdar
performance, opportunities, benefits, or wele i n g ; or otherwise adverse
employment or educational opportunities.

Harassment can includemwelcomeverbal, written, or physical colict which offends, denigrates,
or belittles an individual because of his/her membership in a protected class. Such conduct includes,
but is not limited to: derogatory remarks, jokes, damreg comments dsehavior slurs, mimicking,
name calling, graffiti, innuendo, gestures, physical contact, stalking, threatening, bullying, extorting, or
the display of circulation of written materials or pictures.

(Continued)
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT I N THE BOCES

Civil Rights Compliance Officer

The BOCES will designate one or more individuals to serve as Rigiits Compliance Officer.
The Civil Rights Compliance Officer will be re
with and carry out its responsibilitiggegardingnon-discimination and antharassment, including
investigations of colaints alleging discrimination, harassment, or the failure of the BOCES to comply
with its obligations under relevant naliscrimination and anfharassment laws and regulatidqesg.,
the Ameicans with Disabilities Act, Title IX of the Education Amendments of 1972, and Section 504
of the Rehabilitation Act of 1973).

Prior to the beginning of each school year, the BOCES shall issue an appropriate public
announcement or publication which adssstudents, parents/guardians, employees and other relevant
individuals of the BOCES established grievance procedures for resolving complaints of discrimination
and harassment. Included in such announcement or publication will be the name, addreesgtelep
number, and email address of the Civil Rights Compliance Officer(s).

Investigation of Complaints and Grievances

The BOCES will act to promptly, thoroughly, and equitably investigate all complaints, whether
verbal or written, of discriminatioand/or harassment based on any of the characteristics described
above, and will promptly take appropriate action to protect the individuals for furtiteinunation or
harassment. In the event an anonymous complaint is filed, the BOCES will respored exteht
possible.

It is essential that any individual who is aware of a possible occurrence of discrimination or
harassment immediately report such occurredereports will be directed or forwarded to the BOCES
designated Civil Rights Complian€egfficer(s). Such complaints are recommended to be in writing,
although verbal complaintef discrimination or harassment will also be promptly investigated in
accordance with applicable law and BOCES policy and procedure. In the event the Civil Rights
Compliance Officer is the alleged offender, the report will be directed to another Civil Rights
Compliance Officer, if the BOCES has designated another individual to serve in such a capacity, or to
theDistrict Superintendent.

To the extent possible, albmplaints will be treated as confidential. Disclosure may, however, be
necessary to complete a thorough investigation of the changésr notify law enforcement officials.

If an investigation reveals that discrimination or harassment has occureeBOCES will take
immediate corrective action as warranted. Such action will be taken in accordance with applicable laws

and regulations, as well as any and all relevant codes of conduct. BOCES policies and administrative
regulationsgollectivebargaining agreements, and/or thparrty contracts.

(Continued)
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT I N THE BOCES

Finding That Harassment Did Not Occur

At any level/stage of investigation of ajled harassment, if a determination is madethstssment
did not occur, the Complaint Officer will so notify the complainant, the alleged offendeand the
District Superintendent of this determination. Such a finding does not preclude the complamant fr
filing an appeal pursuant to BOCES policy or regulation and/or pursuing other legal avenues of recourse.

However, even if a determination is made that harassment did not occur, the District
Superintendent/designee reserves the right to initiatesstaffeness and training, as applicable, to help
ensure that the school community is not conducive to fostering harassment in the workplace.

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

Knowingly Makes False Accusations

Employeesor studentwho knowingly makes false accusations against another individual as to
allegations ofliscrimination oharasmentwill face appropriate disciplinary action.

Prohibition of Retaliatory Behavior

The Board prohibits any retaliatory behavior directed against complainants, victims, witnesses,
and/or any other individuals who participated in the investigatiorcofrglaint ofdiscrimination and/or
harassmentComplaints of retaliation may be directed to the Civil Rights Compliance Officer. In the
event the Civil Rights Compliance Officer is the alleged offendergpbertwill be directed to another
Civil Rights Compliance Officer, if the BOCES has designated another individual to serve in such a
capacity, or to the District Superintendent.

Where appropriatefollow-up inquiries will be made to ensure thaliscrimination and/or
harassment has not resumed andttize involved in the investigatidrave not suffered retaliation.
Additional Provisions

Regulations will be developed for reportingjvestigating, and remedying aljations of
discrimination and/or harassment.

In order to promote familiarity with issues pertaining to discrimination and harassment in the
BOCES, and to help reduce incidents of prohibited conduct, the BOCES will provide appropriate

informationand/or taining to staff and students. As may be necessary, special training will be provided
for individuals involved in the investigation of discrimination and/or harassment complaints.

(Continued)
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SUBJECT: NON-DISCIMINATION AND ANTI-HARASSMENT I N THE BOCES (

A copy of this policy and its accompanying regulations will be available upon request and will be
posted and/or published in appropriate locatemd/or school publications.

This policy should not be read to abrogate other BOCES policies and/or regulationBOCES
Code of Condugprohibiting other forms of unlawful discrimination, harassment, and/or inappropriate
behavior within the BOCES. It is the intention of the BOCES that all such policies and/or regulations
be read consistently to provide protection from unlawful discritanaand harassment. However,
different treatment of any individual whidfas a legitimate, legal, and nondiscriminatory reason shall
not be considered a violation of BOCES policy.

Age Discrimination in Employment Ac29 USC Section
621

Americanswith Disabilities Act, 42JSC Section 12101
et seq.

Section 504 of the Rehabilitation Act of 1973,28C
Section 794 et seq.

Title VI of the Civil Rights Act of 196442 USC Section
2000 et seq.

Title VII of the Civil Rights Act of 1964,42USC
Section 2008 et seq.

Title IX of the Education Amendments of 19720 USC
Section 1681 et seq..

Education Law Section 2801(1)

Executive Law Section 290 et seq.

Refer also to Policies 5121, 644360 and 6461

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 5/20/08
Revised: 6/23/09
Revised: 4/13/10
Revised: 8/13/14
Revised: 4/22/15
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SUBJECT: UNIFORM VIOLENT AND DISRUPTIVE INCIDENT SYSTEM

In compliance with the Uniform Violent and Disruptive Incident System, the BOCES will record
each violent incident that occurs on BOCES propertat 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 <hool bus as defined in Vehicle and Traffic Law Section 142. A school function shall mean a school
sponsored or schoaluthorized extracurricular event or activity regardless of where such event or
activity takes place, including any event or activityt tiakes place in another state.

In accordance with the manner prescribed, the BOCES will submit an annual report of violent
and disruptive incidents (on tt8ummary of Violent and Disruptive Incidefasm) from the previous
school year to the Commissiemof Education.

The BOCES will collect information identified on ttedividual Violent Disruptive Incident
Reportform for the reporting of individual incidents by each building and/or progusder its
jurisdiction and for the tally count of incidents into the Summary Form. Copiésource datavill
be retainedor the time prescribed by the Commissioner in the applicable records retention schedule.
These reports will be available forsjpection 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 spe&iéetioin
2802 of the Education Law, except as otherwise authorized by law.

Education Law Sections 2801(1) and 2802
8 New York Code of Rules and Regulations
(NYCCR) Section 100.2 (gg)

Adopted: 6/26/07
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SUBJECT: DISTRICT SUPERINTENDENT

The District Superintendent shall act as the executive officer of the Board, possess the powers and
discharge the duties defined in Education Law and be responsible for executing all policies, decisions
and orders of the Board of Education.

The DistrictSuperintendent shall report to the Board upon the operation of the policies adopted by
the Board and may present for consideration such changes and amendments as he/she believes to
desirable or necessary. In the absence of a Board Policy, the DBstpetintendent shall have the
power to take administrative action.

The gener al administration of al/l programs ¢
and supervision. He/she or his/her designee shall attend all meetings of the BoandatioBdand
shall act in an advisory capacity on all matters. In all emergency situations not specifically designated
herein, the District Superintendent shall have the power to act in accordance with his/her best judgment.
In the absence of the DistriSuperintendent, the Assistant Superintenglé@itectors, Supervisors, and
Program Administrat® in that order, shall assume responsibility for administrative decisions.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 4/13/10
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SUBJECT: DIRECTORS

Definition

Directors are those BOCES employees officially designated by Board of Education action as
responsible for the leadership and direction of PufNanthernWestchester BOCES operations, as
defined in the official jJob description cover.i

The Directors shall meet all certification and/or Civil Service requirements as outlimézlivn
York State Education Law, New Yorktate Civil Service Lawand the Rules and Regulations
promulgated by the Commissioner of Education of New York State. The Directors shall be obligated
to meet or to be eligible to meet these requirements at the time of employment.

The obligations, duéis and responsibilities of all Directors shall be set forth in job descriptions for
each position designated as a Directordés posit
of the District Superintendent. Job descriptions for each positionb@ilissued by the District
Superintendent or his/her designee.

Terms of Employment

All personnel designated as Directesi$l be appointed to their positions for a probationary period
as specified in the appropriate Civil Service or State Education Law. Upon the completion of their
probationary appointment, if their performance is deemed satisfactory by the Districh&unuksmnt or
his/her designee and the Board, terarrpermanent statwsill be awarded in accordance with state law.

Each Director shall be employed for a fulld®nth period, with the employment year beginning
on July 1 and concluding on June 30loé subsequent calendar year.

Directorsdé6 Compensation
Assignment of an individual to a Directorship and placement at a salary shall be the prerogative
of the Board of Education, upon the recommendation of the District SuperintenBentr e ct or s

compenston rates will be established annually by the BOCES Board upon the recommendation of the
District Superintendent.

(Continued)
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SUBJECT: DI RECTORS (Contod.)

Conference AttendanceWork -Assigned Travel, Reimbursement for Travel Expenses

a) Conference Attendance

Conference attendance for Directors is covered by the general conference attendance policy.
(See Policy #3130)

b) Work-Assigned Travel

Work-assigned travel will be defined &swvel involved in the completion of the assigned
Di r ect orApwoval ia Bok required fowork-assigned travel which involves the
activities within the local area.Other workassigned travel will follow the guidelines
established for conferencgendance, i.e., travel requests must be filed for approval of work
assigned travel beyond the local area.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/20/08
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SUBJECT: ADMINISTRATIVE AND SUPERVISORY PERSONNEL

Personnel shall include twgroupsof employees of the Putndidorthern Westchester BOCES
who are responsible to the Board and are placed under the direct supervision of the District
Superintenderdndthe Assistant Superintendent

1. Non-Representedertificated and classified supervisory personnel including the Directors,
Assistant Directors, ManageasdCoordinators

2. Administrators of instructional programdo are members of the recognized administrative
bargaining unitincluding Principals, Assistant Principals, Supervisarsd Program
Coordinators.

These employees shall meet all certification requirements, as outlined in New York State
Education Laward the Rules and Regulations promulgated by the Commissioner of New York State.
The administrative and supervisory personnel shall be obligated to meet these requirements at the time
of employment or be eligible to meet these requirements at the timeptdyenent.

The obligations, duties and responsibilities of all administrative and supervisory personnel shall
be set forth in a job description for each position as authorized by the Board, upon the recommendation
of the District Superintendent.

Educdion Law Sections 2204, 2212, 3006, 3007, 3008,
3009, 3010, 3014, 3031, 30A%nd 302
Civil Service Law Sections 35(g), &9 and 6665

Adopted: 1/29/04
Revised: 11/29/05
Revised: 5/20/08
Revised 4/13/10
Revised: 7/2/14

Revised 11/12/14
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2014 3115
Administration

SUBJECT: NON-REPRESENTED EMPLOYEES: SALARY AND BENEFITS AND
CONDITIONS OF EMPLOYMENT

The BOCES Board of Education will annually review and modify (as necessary) the Terms and
Conditions (Salaries and Benefits) documents for those employees who are not members of collective
bargaining units, formerly known as AOff Sche
employment contracts with the Board of Education are not inclundids policy.

The different groupings of NeRepresented Employees are listed below.

The Terms and Conditions document will be retained by the Human Resources and Professional
Development Department. This document will be distributeddieRepresented Employees upon hire
and annually thereafter if changes are made.

Terms and Conditions of Retirees

For NonRepresented Employees who retired prior to July 1, 2014, their terms and conditions of
employment that used to reside in Board Bolidll now be on file in the Department of Human
Resources and Professional Development. All-Represented Employees who retire on or after July
1, 2014, will also have their terms and conditions at the point in time of retirement on file in the
Departnent of Human Resources and Professional Development.

Recognition
The following groupings are considered NRepresented Employees positions:

Assistant Superintendents

Certificated Supervisory 12 and 11 month employees
Classified Supervisory Employees

Classified NorSupervisory Employees

Adult Education Instructors

Food Service Manager

Food Service Workers

Recreational Assistants

= =42 =8 -8 _48_9_°5_2°

Adopted: 7/2/14
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2010 3120
Administration

SUBJECT: EVALUATION OF THE DISTRICT SUPERINTENDENT AND OTHER
ADMINISTRATIVE STAFF

The Board shall conduct an annual evaluation of the performance of the District Superintendent,
using procedures agreed to by the District Superintendent and the Board. Such procedures shall be filec
in the District Office, and be auable for review by any individual. The evaluation report shall be
maintained as a confidential document. The District Superintendent shall be granted the opportunity to
respond to the evaluation.

All other administrative personnel shall be evaluatgthle District Superintenderthe Assistant
Superintendestor other administrator to whom they report.

8 New York Code of Rules and Regulations
Section 100.2(0)

Adopted: 1/29/04
Revised: 11/29/05
Revised: 4/13/10
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2014 3130
Administration

SUBJECT: CONFERENCE AND STATE-WIDE MEETING ATTENDANCE BY
ADMINISTRATORS AND PROGRAM STAFF

The administrative staff and program staff are encouraged to affiliate with professional
organizations and acly participate in educational activities designed to improve their professional
competencies. Conferences are an opportunity for administrators to keep abreast of current
developments in educatiorStatewide meetings, such as those conducted by thewtde BOCES
Business officials, the Staff and Curriculum Development Network Agsociation of Career and
Technical Education Administration of New York State and the Association of Special Education
Administrators of New York Statprovide BOCES stafivith the information and skills necessary to
provide leadership and support to our districtberefore, administrators are encouraged to undertake
participation in such appropriate educational proceedings.

Conference participatioand meeting attendanshall be governed by available resources and
approved by the District Superintendent or designee.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 7/2/14
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2004 3140
Administration

SUBJECT: ADMINISTRATIVE INTERNS

The BOCES recognizes the value of and need for administrative internships to further develop
skills of persons desiring to become full time administrators. To that end, this Board encourages the use
of interns from duly accreditetblleges and universities.

Adopted: 1/29/04
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2014 3150
Administration

SUBJECT: CONSULTANTS

The administrative and supervisory staff of the BOCES shall encourage the use of professional
consultants from the State Education Department, colleges, universities, and other resource persons
when such consultative services will be helpful in the improvement of the instructional program of
BOCES and schools of the component districts. All clvasts shall be approved by the District
Superintendent or his/her designee prior to the invitation and arrangement for visitation by such person
or persons to the area.

Consultants shall be employed according to agrgsxh hourly and/or daily rate®mmensurate
with their standard fees and those paid for such services in the immediate area. Additional expenses for
travel, meals and lodging shall be allowed, iflaggble and with prior approval. Itemized receipts are
required for reimbursement.

Corsultants will be employed for purposes such as meetings, planning services, surveys, seminars
and workshops. Other purposes may be determined at the discretion of the District Superintendent.

Directors shall submit in writing to the District Superintemider designee each proposal to use
such consultant. Any proposal shall state the name of the consultant(s), area of expertise, the reason fo
selection, the purpose of presence, the duration of stay, the expected outcomes of participation, and the
total @st for the visit.

Adopted: 1/29/04
Revised: 6/26/07
Revised: 7/2/14



2004 3160
Administration

SUBJECT: ADMINISTRATIVE LATITUDE IN THE ABSENCE OF BOARD POLICY

From time to time problems and new questianse 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 BOCES and shall alert the District Superintendent to the possible need for additional policy
develgment.

Adopted: 1/29/04
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2014 3210
Administration

SUBJECT: ADMINISTRATIVE ORGANIZATION AND OPERATION

The basic principles of Administrative Organization and Operation are:

a) The Boardof Cooperative Educational Services shall formulate and legistateational
policy.

b) Administrative regulations shall be developed by the District Superintendent or designee in
cooperation with affected or interested staff members or lay persons.

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

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

e) Areas of responsibility foeach individual shall be clearly defined.

f)  There shall be full opportunity for complete freedom of communication between all levels
in the BOCES staff.

Adopted: 1/29/04
Revised: 7/2/14

97



PUTNAM/NORTHERN WESTCHESTER
BOARD OF COOPERATIVE EDUCATIONAL SERVICES

Claims Auditor

District Superintendent

3211

Assistant Superintendent

Director of
Career &
Technical
Education,
Adult &
Continuing
Education

Director of
RSE-TASC

Director of
Special
Education

Communications
Director

]

Coordinator
Guidance &
Child Study Ctr.

Adopted: 01/29/04
Revised: 11/29/05
Revised: 01/22/08
Revised: 05/20/08
Revised: 04/13/10
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Revised: 09/05/14
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2004 3220
Administration

SUBJECT: ADMINISTRATIVE COUNCILS, CABINETS AND COMMITTEES

The Boardauthorizes the District Superintendent to establish such permanent or temporary
councils, cabinets, and committees as are necessary for proper administration of Board policies and for
the improvement of the total BOCES program.

All councils, cabinets, ahcommittees created by the District Superintendent shall be for the
purpose of obtaining to a maximum degree the advice and counsel of administrative, supervisory and
other personnel and to aid in communication. Functioning in an advisory capacity,reuph may
make recommendations for submission to the Board through the District Superintendent. Such groups
shall exercise no inherent authority. Authority for establishing policy remains with the Board and
authority for implementing policy remains withetiDistrict Superintendent.

The membership, composition, and responsibilities of administrative councils, cabinets, and
committees shall be defined by the District Superintendent and may be changed at his/her discretion.

Refer also to Phicy 3221

Adopted: 1/29/04
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2014 3221
Administration

SUBJECT: CHI EF SCHOOL ADMI NasSdigdohT ORS 0

The District Superintendent maasso@atiantlprbvids h a
a means foappropriate and necessary communication to occur between and among the BOCES and the
component school districts.

Thisassociation may be used to ascertain needs of school districts, discuss proposals for meeting
such needs, provide information concerniegal requirements of school districtsommunicate
information from the Commissioner and the State Education Depargmenbther topics deemed
appropriate by the District Superintendent.

It is the intent of thisssociation to maintain and develop cleseperation among and between
component school districts and to facilitate the communication process within the BOCES area.

Member ship in the Chassdiatiod is Inoted ko thé afficiallypapminteda t o |
Chief School Administrators ahe component school districts who shall meet at such times and places
as designated by the District Superintendent.

Other personnel of the component school districts and BOCES may be requested to attend
regularly or at specific meetings by the Districip8rintendent to facilitate the matters under
consideration.

Adopted: 1/29/04
Revised: 5/20/08
Revised: 7/2/14
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2014 3230
Administration

SUBJECT: IN-SERVICE COURSE INSTRUCTORS

Quialified instructors may be retained from time to time by the District Superintendent, or
designee, for the purpose of teachingamnvice courses in furtherance of the program of BOCES and in
accord with the policies of the Board.

In determining thede payable as compensation to such instructor, the District Superintendent, or
designee, may <consider the instructordos qual.
BOCES program, and the availability of funds.

Either regular employees the Board or qualified persons who are not regular employees of the
Board may be recommended for such employment.

No administrative or supervisory employee of the Board may be compensated for teaching an in
service course that is scheduled for eatien 600 p.m. Such employee may be compensated for
teaching a course scheduled fod@p.m. or later with the approval of the District Superintendent, or
designee.

Adopted: 1/29/04
Revised: 7/2/14
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2014 3240
Administration

SUBJECT: MEMBERSHIPS IN PROFESSIONAL ORGANIZATIONS

Membership in professional organizations enables the administrative staff to maintain and enhance
their knowledge in areas of their professional responsibilities. Such knowledfgiutes to the quality
of BOCES programs and functions.

Therefore, the Board authorizes the District Superintendent to approve membership(s) for the
Assistant SuperintendespDirectors, and other administrators within an amount authorized anmually
the budget.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 7/2/14
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2016 4000

Non-Instructional/Business

Operations
Putnam|Northern WestchesterBOCES

NON-INSTRUCTIONAL/BUSINESS OPERATIONS
(Section 4000)

NUMBER
BUDGET
1.1 Budget Planning and Preparation................ceiiiiiieeeeieeiiiieeeeeeeee e 4110
1.2 Budget Development and AdOPLION..........cooeiiiiiiiiiiicce e 4120
1.3 Administration Of BUAGEL........coeuiiiiiiiiiiiii it errna e e e e e e e 4130
INCOME FUNDS
2.1 INVESIMENTS ...ttt sttt rr e e e e e e e e e e e e e e e e e eee b e e e eeenes 4210
2.2 Applications for State and Federal FUNS..............uuuiiiiiieemiiiiiiiiiiiiieecceeee e 4220
2.3 Acceptance of Gifts, Grantd Bequests to BOCES...........ccccccoiiiiiiiicceen 4230
2.4 COrporate SPONSOISNIPS ... .uuuuiiiiiiiiiiiiiiiceeee ettt e e e e e e e e e e e e e 4240
PURCHASING
3.1 PUIChasing.....ccoooeeeiiiiiiiiiicee e A3 10
3.1.1 Procurement of Goods and ServiCeS...........ccooriiuriimmmreeeesiicieieeeeee 4311
3.1.2 Westchester County Municipal Purchasing Program......................ee.. 4312
3.2 BOCES Personal Propefyccountability.............cccoiiiiiiiiiieese 4320
3.2.1 Accounting Of FIXed ASSEIS........ccoeiiiiiiiiiiiieee e 4321
3.3 APProval Of CONTIACES..........uuuiiiiiiiiiiiii ettt e e e 4330
3.4 Contracting for Professional Services............cocoovvciieemneeeeiincciiiiiinieeeeeen. . 4340
FISCAL ACCOUNTING
4.1 AUthOrized SIGNATUIES.........coiiiiiiieitire e eeeea bbb eeeeaeaeaeeas 4410
4.1.1 Approval of EXPenditUres........coouiiiiiiiiiiiiiicee e 4411
4.2 Ordering GOOUS........cceeiiiiiiieiieieeee e e e e bbb e e e e e s anerene e 4420
4.3 Inventory
4.3.1 Disposal of BOCES Property.......cccccccceeeiiiiiiiccceeeeeeeeeeeeeeeeeeieen . 4431
4.3.2 Supplies and EquipmeRurchasedor Itinerant Staff Menbers...............4432
4.3.3 Cellular Telephone and Other @munication Equipment Usage........... 4433
4.4 AccoUNING TOr FUNAS .....ooiiiiiiiit et e e e e e e e e e as 4440
4.4.1 ExtradassSroomACHVILY FUNAS........cccuiiiiiiiiiiiiiiieeeiiiiiieeeeeeeeeee e 4441
4.5 Cash in School Buildings and Petty Cash Funds............ccccevvvieeviiiieeieeenennnn. 4450
4.6 Special ProjeCtS CONIACES........uuuuuiiiiiiiiiiiieeeieiiiiee e e e e e e e e rmme e e e e e 4460
4.7 Revenues- Establishment Of FEES...........uuiiiiiiiiiiieeci e 4470
4.7.1 Sale of Supplies and Materials..............ccoccvviimmmrnniiiciiiiiieeeeeeeen 4471
4.8 USe OfCredit Car@..........oouiiiiiiieiiiiee it eeea 4480
4.9 Authorized e of BDCESOwned Materials, Equipmenand Services..............4490
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2016 4000
Non-Instructional/Business
Operations

NON-INSTRUCTIONAL/BUSINESS OPERATIONS (Cont'd.)
(Section 4000)

NON-INSTRUCTIONAL OPERATIONS NUMBER
5.1 FACItIES PlANNing..........uuuuiiiiiiiiiiiiieeeiiiie e nne 4510
5.1.1 Facilities: Inspection, Operation and Maintenance................cccceeee..... 4511
5.1.2 Evaluating Existing Buildings..............uuueviiiiiiiccseiiiiiiiiinieeeeee e . 4512
5.1.3 SiteSelection an@\CqUISItION.............ccccciiiiiiriimemriiiiiiieeeeeeeeeeeeen . 4D 13
5.1.4 Leasing Of FACIlItI@S.......cccuueeiiiiiiiiiiiieeee e 4514
5.1.5 Development and Land USE..........cooouiiiiiiiiiicmre e eeeeeiieeeeiee 4515
5.1.6 Construction and Remodeling of School Facilities.............................4516
5.1.7 Closing Of FACITIES.......ccouiiiieeeiiiiiieiiieeee e 4517
5.1.8 Storm Water Management...........oovvririiiiimiiiiieeeeieiiiie e 4518
5.3 Insurance and Employee Bonds............ccccccvvivimmmnniiiiiiiiiiiiieieeeeeeeeeieeeeennnn . 4530
5.4 SaAfEUY/SECUITY...eiiiie it ree bbb e e e e e e e eeemreee e 4540
5.4.1 Hazarsbus Waste andlandling of Toxic Substances by Employees.....4541
5.4.2 School Safety Plans..........oooioiiiiiiiieee e 4542
5.4.3 CommuNICabIE DISEASES.......ccccuuiiiriiiiiiieeeiiib e e eeerr e eeeeed 4543
5.4.4 Use Of Defibrillators..........cc.uuuiiiiiiiiiiiieeeiiiiiiie e 4544
5.4.5 Use of Surveillance Cameras............cuuuviiiiiiiieemiiiiieieeeeeeee e 4545
5.5 SmMoKIiNG/TODACCO USE.......oooiiiiiiiiiiiie e 4550
5.6 EXxposure Control Program..........coooiiiiiiiiiiieee e e e 4560
5.6.1 Pest Management and PestiCide.lUSe........cccooeviiieiiiceeiciiiiiiee e 4561
5.7 ReCOrdS ManaAgEIMENT.........uuuuiiiiiiiiiiiiieeeitiiiiee et ee e et e e e e e e e e s e e e e e e e e e e e e e e e e s aaaans 4570
5.8 WBIINESS. ... 4580
5.9 Information Security Breach and Notification................cccceveeemeiiniiniiinnnn.... 4590
TRANSPORTATION
6.1 Drug and Alcohol Testingpr SchoolBus Drivers and Other
SafetySenSItiVEEMPIOYEES. ...ttt ieeei e 4610
6.2 Use of Vehicles for School Related TripsS.........uuueeeiiiiiiiiiieeeiiiiiiieieeieeeeee e 4620
6.3 Owned or Leased VENICIES...........c.uuiiiiiiii e 4630
6.3.1 Passenger Vehicles for Administrative US€............ccccvvvvvieeeeieeeeeeeenn. 4631
6.4 Transportation to School Sponsored EVentS..........cccccoviiiieeciiiiiis 4640
6.5 Qualifications Of BUS DIIVEIS.........coeeiiiiiiiieeeieeee et 4650
6.6 Idling School Buses on School Grounds..............ooooiiiiicc e 4660
FISCAL ACCOUNTABILITY
7.0 Financial Accountability..........ccoooriiiiiiiiicce e AT 00
7.1 Allegations Of FIraud..........oooiiiiiiiiiieeee e e e e e e e e ens 4710
7.2 Internal Controls, Responsibility for Internal Controls, and Standards for
INternNalCoNtrolS.........ccoiiiiiiiiieeeeeiiiiiee e eeereeeeeeeee e ee e A 20
7.3 Internal Audit FUNCHON..........uuiiiiiiiiiiiiiiicceeiieeceeeeeeeee e AT 30
7.4 Audit COMMITEE.......ooeiiiiiiiiiiitrree e eseseenevennneeeeeeeee e e e e e e e eeemee . A T A0
7.5 Payroll ProCRUUIES........cooiiii ittt e e e e e e e e e e 4750
7.6 RESEIVE FUNAS.....ooiiiiiiiie e eeer e 4760
OTHER
8.1 School Food Service Prografiounch & Breakfast)............cccccvvvvevviviieeniiinee.... 4810
8.2 Medicaid COMPIIANCE.........uuiiiiiiiiiiiiii et 4820
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2014 4110
Non-Instructional/Business
Operations

SUBJECT: BUDGET PLANNING AND PREPARATION

The budget of the BOCES shall be prepared annually for the Board under the supervision of the
District Superintendent.On or aboutSeptember 3®@f each yeathe District Superintendent shall
develop a timetable and work plan for the use of the component school districts and BOCES
administrators to compile budget data.

The budget calendar shall providatesfor the following:

a)

b)

c)

d)

Budget assumptions anguidelines includingbudget estimates required for €SER
preparation.

Estimates of service costs provided to component districts for their planning purposes.

Tentative budget of expenditures for the program costs, a tentative budget for capital costs,
and a tentative budget for the administrative costs for Board review.

A presentation of the tentative budgets at the Annual Meeting as well as all attachments as
mandated by law and/or regulatimeluding but not limited to the BOCES Report Card.

Final budget for Board review and adoption after the tentative budgets have been reviewed

and the tentative administrative budget has been voted on by the component school boards
in accordance with law.

Education Law Section 1950€) and (4)(b)

Refer also to Policy 4120

Adopted:
Revised:
Revised:
Revised:
Revised:

1/29/04
11/29/05
6/26/07
5/15/12
7/2/14
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2015 4120

1of2
Non-Instructional/Business
Operations

SUBJECT: BUDGET DEVELOPMENT AND ADOPTION

Authorization of the budgetary commitment of a component school district to participate in
programs and services provided by PutNorthern Westchester BOCES rests with the component
school board and is executed by the superintendent of the schoot.distpreliminary service request
is dueon or aboufebruary 1 of each year, with the final request due @boutMay 1, in accordance
with Section 1950 of Education Law.

The PutnarfNorthern Westchester Board of Cooperativauéational Services shall prepare
separate tentative budgets for its administrative, capital and program costs as delineated in accordance
with law and/or regulation. All three tentative budgets will be formally presented to the component
districts at the Anual Meeting held on or before April 15.

The BOCES administrative budget shall include, but is not limited to, central administrative
expenses; traveling expenses; salaries and benefits of supervisors and administrative personnel
necessary to carry oune central administrative duties of the Supervisory District; all expenditures
associated with the Board, the office of the District Superintendent, general administration, central
support servicesll retiree benefiteind all other administrative actigs. The BOCES capital budget
shall include, but is not limited to, facility construction or acquisition; capital projects; and annual rental
and lease payments for all facilities rentedli®yBOCES The capital budget also includes expenditures
resultingfrom court judgments and orders from administrative bodies or officers. The program budgets
shall include all costs related to program delivery in compliance witB&@uidelines.

The Board must attach to the administrative budget a detailed statdrtientotal compensation
to be paid to the District Superintendent, delineating the salary, annualized cost of benefits and any in
kind or other form of remuneration to be paid.

The three tentative budgets and attachments shall be provided to each component school board a
least 10 days prior to the Annual Meeting. The board of each component school district shall adopt a
public resolution approving or disapproving such tentadministrative budget at a regular or special
meeting held on the same date designated for election of members of the|Rattt@mWestchester
Board of Cooperative Educational Services. Each component board is entitled to one vote on the
proposed administrative budget. Approval of the tentative administrative budget requires the approval
of a majority of the total number of componesahool boards actually voting. If a majority of the
components actually voting turns down the administrative budget or if there is a tie vote, the Cooperative
Board will adopt and prepare a contingency administrative budget which may not exceed thesprevio
year 6s budget except for increases to suppl eme
districts actually voting approves the tentative administrative budget, the Cooperative Board may adopt
the administrative budget without modification

(Continued)
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2015 4120

20f2
Non-Instructional/Business
Operations

SUBJECT: BUDGET DEVELOPMENT AND ADOPTI ON (Cont 6d.

While the BOCES capital and program budgets are presented to the component districts for their
review, the adoption of those budgets is the sole responsibility of the ANbrémern Westchester
Board of Cooperative Educational Services. The law requines the Board adopt its final
administrative, capital and program budgets by May 15.

After this date, requests for changes in a district's level of participation, either increases or
decreases, shall be made in writing by the component school supezittenbis/her designe® the
District Superintendent or his/her designee.

Requests from component school districts for services not available from fNdbmidr@rn
Westchester BOCES must be made in writing to the District Superintendent or his/heeelegig
may authorize the issuance of a cross contract with another BOCES.

Education Law Section 1950€), and (4)(b)
8 New York Code of Rules and Regulations
(NYCRR) Section 170.3

Refer also to Policy 4110

Adopted: 1/29/04
Revised: 11/29/05
Revised: 4/25/12
Revised: 1/13/15



2007 4130
Non-Instructional/Business
Operations

SUBJECT: ADMINISTRATION OF BUDGET

The District Superintendent is responsible to the Pufdarthern Westchester Board of
Cooperative Educational Services for the administration of the budget.

a) The District Superintendent/designee shall acquaint BOCES employees with the final
provisions of the program budget and guide them in planning to operate efficiently and
economically within these provision$he Board will adopt a budget for the followifigcal
year by May 15. Function and object appropriations for line nite shall be
determinedyy July 1.

b)  Under the District Superintendent's direction, the Director of Business Affairs shall maintain
such records of accounting control as are required by the New York State Uniform System
of Accounts, the Board of Cooperative Educational Services, and suctpaotbedures as
are deemed necessary, and shall keep the various administrative units informed as to the
status of their individual budgets, on a service and object basis. The Business Office shall
bring to the attention of the administrative units and istrict Superintendent any
deviations from original requests.

c) DepartmenDirectors are responsible to the District Superintendent for the operation of their
units within budgetary limits.

d) The District Superintendent shall require the Director of BagsnAffairs to render a
summary repdrby program or major function beginning in December each year, and then
monthlyfor the remainder of the yedhat speciesby Co-Ser changes to the budget.

Budget Transfers

r

The District Superintendent, in compince wi th the Commissione
unds be

authorized to approve the transfer of f d
annual organizatial meeting.

8 New York Code of Rules and Regulations
(NYCRR) Section 170.2

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
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2012 4210

1of5
Non-Instructional/Business
Operations

SUBJECT: INVESTMENTS

Scope

The PutnariNorthern Westchester BOCES Investment Program as authorized by
PutnaniNorthern Westchester Board of Cooperative Educational Services applies to all monies and
other financial resources available for investment on its own behalf or on behalf of any other entity or
individual.

Objectives
The primary objectives of ttROCESinvestment activities are, in priority order,

a) To conform with all applicable federal, state and other legal requirements (legal);
b) To adequately safeguard principal (safety);

c) To provide sufficient liquidity to meet all operating requirements (liqyidand

d) To obtain a reasonable rate of return (yield).

Delegation of Authority

The Board of Cooperative Educational Ser vi
investment program is delegated to the Treasurer/Deputy Treasurer of the Boartialvlestablish
written procedures for the operation of the investment program consistent with these investment
guidelines. Such procedures shall include an adequate internal control structure to provide a satisfactory
level of accountability based on ataldase or records incorporating description and amounts of
investments, transaction dates, and other relevant informationtcamelgulate the activities of
subordinate employees.

Prudence

All participants in the investment process shall seek to gabneghly as custodians of the public
trust.

Investments shall be made with judgment and care, under circumstances then prevailing, not for
speculation, but for investment, considering the safety of the principal as well as the probable income
to be deried.

Diversification

It is the policy of the Putnajdorthern Westchester BOCES to diversify its deposits and

investments by financial institution, by investment instrument, and by maturity sched&anghe

Workers Compensatioand PNW Health Consdium funds, the Treasurer may utilize an asset
management firm to maximize return on investments

(Continued)
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2012 4210

20of5
Non-Instructional/Business
Operations

SUBJECT: | NVESTMENTS (Contod.)

Designation ofDepositaries

The banks and trust companies authorized for the deposit of monies are reviewed and approved
by the Board at its annual reorganization meeting.

Collateralizing of Deposits

In accordance with the provisions of General Municipal Law, Secli®, all deposits of
PutnaniNorthern Westchester BOCES, including certificates of deposit and special time deposits, in
excess of the amount insured under the provisions of the Federal Deposit Insurance Act shall be secured

a) By a pledge wuorfi tfielsiogiwilten saenc aggr eofjthd e fr
aggregate amount of deposits from the following categories:

1. Obligations issued or fully insured or guaranteed as to the payment of principal and
interest by the United States of America, an agetheyeof or a United States
government sponsored corporation.

2. Obligations partially insured or guaranteed by any agency of the United States of
America, at a proportion of the market value of the obligation that represents the
amount of the insurance oraanty.

3. Obligations issued or fully insured or guaranteed by the State of New York, obligations
issued by a municipal corporation, school district or district corporation of such state
or obligations of any public benefit corporation which under a spestdie statute may
be accepted as security for deposit of public monies.

4.  Such other instruments of securities as may, from time to time, be legally permissible
collateral for deposit of both New York State District and municipal corporation
monies.

(Continued)
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2012 4210

30f5
Non-Instructional/Business
Operations

SUBJECT: | NVESTMENTS (Cont 6d. )

Safekeeping and Collateralization

Eligible securities used for collateralizing deposits shall be held by theptuitg bank or trust
company subject to security and custodial agreements.

The security agreement shall provide that eligible securities are being pledged to secure
PutnaniNorthern Westchester BOCES deposits together with agreed upon interest, iideanyy @nsts
or expenses arising out of the collections of such deposits upon default. It shall also provide the
conditions under which the securities may be sold, presented for payment, substituted or released anc
the events which will enable the Putriiiorthern Westchester BOCES to exercise its rights against the
pledged securities. In the event that the securities are not registered or inscribed in the name of the
PutnaniNorthern Westchester, such securities shall be delivered in a form suitalvenffet or with
an assignment to the Putnfyarthern Westchester BOCES or its custodial bank.

The custodial agreement shall provide that securities held by the bank or trust company, or agent
of and custodian for, tHROCES will be kept separate and apart from the general assets of the custodial
bank or trust company and will not, in any circumstances, be commingled with or become part of the
backing for any other deposit or other liabilities. The agreement should atsibelbewthe 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 secuty may cause ineligibility. Such agreement shall include all provisions necessary to
provide theBOCESa perfected interest in the securities.

Permitted Investments

As authorized by General Municipal Law, Section 11, the Putdarthern Westchester@®CES
authorizes the Treasurer/Deputy Treasurer to invest moneys not required for immediate expenditure for
terms not to exceed its projected cash flow needs in the following types of investments:

a) Special time deposit accounts;

b) Certificates of deposit;

c) Obligations of the United States of America;

d) Obligations guaranteed by agencies of the United States of America where the payment of
principal and interest are guaranteed by the United States of America;

e) Obligations of the State of New York;

f)  Obligations issug pursuant to LFL Section 24.00 or 25.00 (with approval of the State
Comptroller) by any municipality, school district or district operation other than the
PutnanjiNorthern Westchester BOCES;

(Continued)
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SUBJECT: | NVESTMENTS (Cont 6d. )

g) Obligations of thiBOCES but only with any moneys in a reserve fund established pursuant
to General Municipal Law Sections 6-d, 6-e, 69, 6-h. 6|, 6-k, 6-1, 6-m, or6-n.

h) Repurchase transaction (Repos) guaranteed by obligations of the United States or the State
of New York;

i) Such other investments as may, from time to time, be legally permissible investments for
both school districts and municipal corporations in NewkYo

All investment obligations shall be payable or redeemable at the option of the [Ndrthern
Westchester BOCES within such times as the proceeds will be needed to meet expenditures for purpose:
for which the monies were provided and, in the casbligations purchased with the proceeds of bonds
or notes, shall be payable or redeemable at the option of the Anortmarn Westchester BOCES
within two (2) years of the date of purchase.

Authorized Financial Institutions and Dealers

The PutnariNorthern Westchester BOCES shall maintain a list of financial institutions and dealers
approved for investment purposes and establish appropriate limits to the amount of investments which
can be made with each financial institution or dealer. All finamesitutions with which th&8OCES
conducts business must be credit worthy. Banks shall provide their most recent Consolidated Report of
Condition (Call Report) at the request of the PutiNorthern Westchester BOCESecurity dealers
not affiliatedwith a bank shall be required to be classified as reporting dealers affiliated with the New
York Federal Reserve Bank, as primary dealefte Treasurer/Deputy Treasurer is responsible for
evaluating the financial position and maintaining a listing oppsed depositaries, trading partners and
custodians Such listing shabhe evaluated at least annudllytheTreasureand approved by the Board.

Purchase of Investments

The Treasurer/Deputy Treasurer is authorized to contract for the purchagestrinents:

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

b) By participation (including participation as the lead, managing, or agent participant) in a
coopeative investment program witbther authorized governmetentities pursuant to
Opinion No. 8846, (e.g. the Cooperative Liquid Assets Security System or CLASS).

c) By utilizing an ongoing investment program with an authorized trading partner pursuant to
a contract authorized by tiBoard

(Continued)

112



2012 4210

50f5
Non-Instructional/Business
Operations

SUBJECT: | NVESTMENTS (Cont 6d. )

All purchased obligations, unless registered or inscribed in the name BOGE&S shall be
purchased through, delivered to and held in the custody of a bank or trust company. Such obligations
shall be purchased, sold or presented for redemption or payment by such bank or trust company only in
accordance with prior authorization frotne officer authorized to make the investment. All such
transactions shall be confirmed in writing to the Putidorthern Westchester BOCES by the bank or
trust company. Any obligation held in the custody of a bank or trust company shall be heldtgarsuan
a written custodial agreement as described in General Municipal Law, Section 10.

Repurchase Agreements
Repurchase agreements are authorized subject to the following restrictions:

a) All repurchase agreements must be entered into subject to a Reptachase Agreement.

b) Trading partners are limited to banks or trust companies authorized to do business in New
York State and primary reporting dealers.

c) Obligations shall be limited to obligations of the United States of America and obligations
guaranted by agencies of the United States of America.

d) No substitution of securities will be allowed.

e) The custodian shall be a party other than the trading partner.

Adopted: 1/29/04
Revised: 6/26/07
Revised: 6/23/09
Revised: 5/15/12
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SUBJECT: APPLICATIONS FOR STATE AND FEDERAL FUNDS

The District Superintendent or a designee shall seek State and Federal aid and/or other funds to
the greatest extent possible in financing BOCES programs, provided such funds are not to be used for
partisan political purposes such as lobbying activittes production of publications, or the production
of any other materials intended for influencing legislation. Successful program awards shall be reported
to the Boardon a quarterly basis.

Compliance Supplement for Single Audit of State and
Local Govenments (revised September 1990)
supplementing OMB Circular-A28

Adopted: 1/29/04
Revised: 11/29/05
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SUBJECT: ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS TO BOCES

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 BOCES, provided that
such acceptance is in accordance with existing EwsBOCES policy However, the Board is not
required to accept any gift, grant or bequest and does so at its discretion, basing its judgment on the bes
interest of BOCES. 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 BOCES, the staff and students from commercial
exploitation, from special interest groups, and the like.

The Board will not accept any gifts grants which will placeinreasonablencumbrances on
future Boards, or result in unreasonable additional or hidden costs to BOCES.

The Board will not considdormally the acceptance of gifts or grants until and unless it receives
the offer in writing fom the donor/grantoFor any scholarship fund connected to BOCES, a statement
of intent with regard to the specific disposition of the monies should be included as well as detailed
criteria for the award of scholarship fundsny such gifts or grants dated to the Board and accepted
on behalf of BOCES 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 théonor/grantor work first with BOCES 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 District Superintendent to apply suchrgftamt for the benefit of a specific
school program or service.

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

Gifts and/or grants of money to BOCES shall be afipiaccounted for under the trust and
agency account in the bank designated by the Board.

All gifts, grants and/or bequests shall become BOCES property. A letter of appreciation, signed
by the President of the Board and/or the District Superintendegtbmaent to a donor/grantor in
recognition of his/her contribution to BOCES.

Gifts of money not required for immediate expenditure, must be invested pursuant to General
Municipal Law Section 11.

Gifts exceeding fifty dollars ($50) given to BOCE®ployees will be returned or donated to
BOCES.

New York State Constitution 8, Section |
Education Law Sections 1709(12) and-@l)2and 1718(2)
General Municipal Law Section 8Gf1)

Refer also to Policy 4320

Adopted: 1/29/04
Revised: 6/26/07
Revised: 4/25/12

11t



2015 4240
Non-Instructional/Business
Operations 1lof2

SUBJECT: CORPORATE SPONSORSHIPS

ficorporate sponsor.o A ficorporate sponsoro fc
with Commissioner Regul ations as fthe sponsor
premises which does not involve the commercial promoti@gnofp ar t i cul ar product

Corporate sponsorships may be recommended bRittact Superintendenéand, depending on
the dollar value of the corporate contribution, may be subject to approval of theiB@mabrdance
with the BOCES procuremepblicy. Corporate sponsorships are evaluated on a case by case basis in
accordance with the principles established by the Board.

The Board will carefully consider whether the commercial aspects of a corporate sponsorship are
an acceptable influence students. The Board recognizes and understands its fiduciary responsibility
to weigh all considerations and decide whether such arrangements are in the best interest of the childrer
it is obligated to educate, nurture and protect.

Any agreement enteredto by the BOCES and a corporate spamshould be in accordanagh
the following principles:

a) Consistency with academic standards and goals.

b)  Consistency with nofliscrimination policies and aggppropriateness.

c) No corporate support or activityill be permitted in the BOCES that:

1) Promotes gambling, illicit drugs, alcohol, tobacco, or firearms;

2) Promotes hostility, disorder or violence;

3) Attacks or demeans any ethnic, racial, religious group or sexual orientation;

4) Is libelous;

5) Contains adult @ntent, including nudity, sexual terms and/or images of people in
positions or activities that are excessively suggestive or sexual, or provocative iimages
violation of community standards.

6) Promotes a specific religion;

7) Promotes or opposes apglitical candidate or ballot proposition;

8) Inhibits the functioning of any school; or

9) Any other item deemed to be inappropriate for students.

(Continued)
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SUBJECT: CORPORATE SPONSORSHIPS (Contéod.)

d)

f)

Students shall not be required to viewongnercial promotional activity

In accordance witframily Educational Rights and Privacy Act (FERP#E collection of
personal information from students by corporate sponsass prohibited.

Sponsorship permitted pursuant to this policy shall not be considered as an endorsement or
approval by the Board of any particular group, organization or company, nor of any purposes,
programs, activities, products or services of any such group.

8 New York Code of Rules and Regulations
(NYCRR) Section 23

Adopted: 9/12/11
Revised: 5/15/12
Revised: 1/13/15
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SUBJECT: PURCHASING

a)

b)

9)

h)

It is the policy of the Boarthat a purchasing system be developed and maintained which
provides safe, reliable products, materials and services which benefit the educational
program. The Board declares its intention to purchase competitively without prejudice and
to seek maximum eatational value for every dollar expended.

Specifications shall be developed with the involvement of staff who use theapedchoods
and services and atkerefore in a position to effectively recommend acceptable levels of
quality required for eaclprogram. Quality levels shall provide for accomplishment of
program objectives.

The Board shall appoint a Purchasing Agent foB&€ESbased upon the recommendation

of the District Superintendent. The Purchasing Agent shall be responsible for the
devdopment and supervision of the purchasing system f@EES This role is currently

held byMeilisa Arlt.

The acquisition of services, equipment, and supplies is centralized in the purchasing
department, which functions under the supgon of the Purchasing Agent, and through
whose office all purchasing transacti@ne conducted.

Competitive bids or quotations shall be solicited in connection with all purchasing in
accordance with applicable State Laws and Regulations of the CommaissicEducation.
Competitive bids from other municipal and governmental agencies may also be utilized when
such purchases are in the best interest of BOCES. Purchase order contracts shall be awardec
to the lowest responsible bidder complying with speaifons and with other stipulated
bidding conditions. Documented reasons for the low bids not meeting specifications shall
be the sole basis for rejection and submitted with bid tabulations and evaludimBoard

may choose to reject any ok goodand sufficient cause.

The purchasing agent is authorized to issue purchase orders without prior approval of the
Board where formal bidding procedures are not required by law, and when budget
appropriations are adequate to cover such obligations. Infoumgations will be sought
whenever practical.

All purchase contracts for materials, supplies or equipment shall be governed by the
prevailing regulations contained in New York State General Municipal Law, Section 103.
When required, the purchasing agéar the designated person) is authorized to open sealed
bids and record the same pursuant to law.

All purchase contracts which require public advertising and competitive bidding shall be
awarded by resolution of the Board. Recommendations for the aivatidsuch contracts
shall be submitted to the Board by the Purchasing Agent.

(Continued)
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SUBJECT: PURCHASING (Cont'd.)

j)

K)

Residence or place of business of |dudiders may be a consideration only in cases where
identical bids have been submitted.

Purchases shall be made through available State contractgQffiteeof General Services
whenever such purchases are in the best interest of the BOCES.

Itemscommonly used in the various schools or units thereof shall be grouped into standard
specifications whenever consistent with educational goals and in the interest of efficiency or
economy through volume purchasing.

The purchasing procedures employedistamply with all applicable laws and regulations
of the State and Commissioner of Education.

A statement of &halebaiaduded witd allrspkcificatiansssibnitted to
suppliers for their bids. These general conditions shall be bimdialy contracts, where
applicable, which are awarded for the purchase of materials, equipment and supplies. The
conditions shall include items regarding delivery, service and duratitimediid and the
penalties of nortompliance.

Opportunity shall bgrovided to all responsible supplidssdo business with the BOCES

To this end the Purchasing Agent shall develop and maintain lists of potential bidders for the
various types of materials, equipment and supplies. Such bidder lists shall be used in the
development of a mailing list for distribution of specifications and invitations to bid. Any
supplier may be included in the list upon request.

The Board reserves the right to disqualify bidders/vendors whose service is deemed
unsatisfactory or who pride unsatisfactory or inferior material, equipment or products.

The District Superintendent shall be authorized to arrange for emergency service or purchase

in the event of an occurrence which endangers the health and safety of students and staff.
The Bard shall be notified when such action is taken by the District Superintendent.

(Continued)
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p)

a)

Adopted:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

The Purchasing Agent may require lsielcurity on all bids in excess 02000, on all
contracts for service, andn all contracts which allow product delivery over a period of six
months or more.

Upon the adoption of a resolution by a vote of at leastfiftbe (3/5) of all Board members
stating that for reason efficiencyand economy there is a need for standardization, purchase
contracts for a particular type or kind of equipment, matesiagsipplies if more than twenty
thousand ($20,000) dollars may be awarded by the Board to the lowest responsible bidder
furnishing the equestedecurityafter advertisement faealed bids in the manner provided

by law.

The District Superintena is authorized to enter into cooperative bidding for various needs
of the BOCES.

General Municipal Law Article B

Education Law Section 305(14)

8 New York Code of Rules and Regulations (NYCRR)
Section 170.2

1/29/04
11/29/05
6/26/07
9/12/11
5/15/12
5/13/14
1/13/15
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES

The Boardrecognizes its responsibility to ensure the development of procedures for the
procurement of goods and services not required by law to be made pursuant to competitive bidding
requirements. These goods and services must be procured in a manner so as to:

a)

b)

c)

Assure the prudent and economical use of public maaissek maximum education value;

Facilitate the acquisition of goods and services of maximum quality at the lowest possible
cost under the circumstances; and

Guard against favoritism, improviden&xtravagance, fraud and corruption.

These procedures shall contain, at a minimum, provisions which:

a)

b)

Prescribe a process for determining whether a procurement of goods and services is subject
to competitive bidding and if it is not, documenting the begisuch determination;

With certain exceptions (purchases pursuant to General Municipal Law, Section 186; State
Finance Law, Section 17% and 175o; State Correction Law, Section 184; or those
circumstances or types of procurements set forth in (fjhif section), provide that
alternative proposals or quotations for goods and services shall be secured by use of written
request for proposals, written quotations, verbal quotations or any other method of
procurement which furthers the purposes of Sedt¥hb of General Municipal Law;

Set forth when each method of procurement will be utilized;
Require adequate documentation of actions taken with each method of procurement;

Require justification and documentation of any contract awarded to other than the lowest
responsibldidder, stating the reasons; and

Set forth any circumstances when, or the types of procurement for which, the solicitation of
alternative proposals or guations will not be in the best interest of B®@CES

Any unintentional failure to fully comply with these provisions shall not be grounds to void action
taken or give rise to a cause of action againsBIDEESor anyBOCESemployee.

The Boardshals ol i cit comments concerning the Dist.ai
employees involved in the procurement process. All policies and procedures regarding the procurement
of goods and services shall be reviewed annually by the Board.

(Continued)
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES (Cont o

Preference in the purchase of instructional materials will be given to vendors who agree to provide
materials in a usable alternative format (i.e., any medium or format, other than a traditional print
textbook, for presentation of instructional materiat is needed as an accommodation for each student
with a disability, including students requiring Section 504 Accommodation Plans, enrolled in the
BOCES. Alternative formats include, but are not limited to, Braille, large print, open and closed
captonel, audi o, or an electronic file in an appro

The BOCES will ensure that all instructional materials to be used in the BOCES are available in
a usable alternative format for each student with a disghititjuding students requiring Section 504
Accommodation Plans, in accordance with his or her educational needs and course selection, at the sam
time as such instructional materials are available tedigsabled students. Thestablished procedures
shalli ncl ude those provisions mandated by Educati

Environmentally Sensitive Cleaning and Maintenance Products

Il n accordance with Commi ssionero6s Regul ation
with the 20062007 school year, thBOCESshall follow guidelines, specifications and sample lists
when purchasing cleaning and maintenance products for usdagilities. Such facilities include any
building or facility used for instructional purposes and the surrounding grounds or other sites used for
playgrounds, athletics or other instruction.

Environmentally sensitive cleaning and maintenance produetthase which minimize adverse
impacts on health and the environment. Such products reduce as much as possible exposures of childre
and school staff to potentially harmful chemicals and substances used in the cleaning and maintenance
of school facilitis. TheBOCESshall identify and procure environmentally sensitive cleaning and
maintenance products which are available in the form, function and utility generally used. Coordinated
procurement of such products as specified by the Office of Generat&ef@dGS) may be done through
central state purchasing contracts to ensure th&@@&EScan procure these products on a competitive
basis.

General Municipal Law, Sections 103(1)(5) and-b04

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 1/22/08
Revised: 6/23/09
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SUBJECT: WESTCHESTER COUNTY MUNICIPAL PURCHAS ING PROGRAM

The Westchester County Purchasing Agent will act as Purchasing Agent for commodities
requested for the Board of Cooperative Educational Services, Sole Supervisory District of Putnam and
Westchester Counties, under the provisions of the Westchester Coumigipdl Purchasing Program.

The following employees of the PutnfNorthern Westchester Board of Cooperative Educational
Services are authorized to sign appropriate requisitions:

District Superintendent

Assistant Superintendent for Administration
Director of Business Affairs

Purchasing Agent

The following PutnarfNorthern Westchester BOCES officials are authorized to audit and pay
County bills for the cost of County services within thirty (30) days after receipt of said bill:

Claims Auitor
Treasurer
Deputy Treasurer

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
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SUBJECT: BOCES PERSONAL PROPERTY ACCOUNTABILITY

Definition of Personal Property

a) Personal property shall mean all tangible personal property of the Board of Cooperative
Educational Services (BOCES) that is not consumable and has a useful life of one year or more
including, but not limited to equipment, supplies tpavehicles and materials, provided that such
terms shall not include buildings or other real property or equipment which is permanently affixed
to real property, or leases, notes or other written instruments.

b) Valuable personal property shall mgzsrsonal property which has a unit resale value of $500 or
more, &ad equipment, supplies, partswaterials which are disposed of in lots having an aggregate
resale value of $500 or more.

c) Surplus personal property shall mean personal property which did&mawn immediate or
currently foreseeable use to the Board of Cooperative Educational Services.

Purchasing

The Board views purchasing as serving the educational program by providing necessary supplies,
equipment and related services. Purchasing wiltdntralized in the business office under the general
supervision of the Purchasing Agent designated by the Board.

It is the goal of the Board to purchase competitively, without prejudice or favoritism, and to
maximize thevalue for every dollar expende Competitive bids or quotations shall be solicited in
connection with purchases pauant 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 tB&0&0 will be awarded only
after responsible bids have been received in response to a public advertisement soliciting formal bids.
Similar procurements to be made in a fiscal year wiljtouped together for the purpose of determining
whether a particular item must be bid.

Goods and services which are not required by law to be procured by the Board through competitive
bidding will be procured in a manner so as to ensure the prudeatandmical 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, extravagaecfraud and corruption.

Alternative proposals or quotations will be secured by requests for proposals, written or verbal
guotations or any other appropriate method of procurement, except for procurements:

a) under a county contract;

b) under a Stateontract;

c) of articles manufactured in State correctional institutions; or
d) from agencies for the blind and severely disabled.

(Continued)
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SUBJECT: BOCES PERSONALPROPERTY ACCOUNTABI LITY (Cont 0c

The Boardés purchasing activity will strive

a) To effectively supply all administrative units in the school system with needed materials,
supplies, and contracted services;

b) To obtain matrials, 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 ferdraost
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 BOCES;

d) To maintain an appropriate and comprehensivewting and reporting system to record
and document all purchasing transactions; and

e) To ensure, through the use of proper internal controls, that loss or diversion of district

property is prevented.

Opportunities shall be provided to all responsiblepiaps to do business with BOCES. Suppliers
whose place of business is situated witlle 18 component districts within Putnam/Northern
WestchesteBOCES may be given preferential consideration only when bids or quotations on an item
or service are ideitial as to price, quality and 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 BOCES. In addie®OCESwill make purchases from
correctional institutions and severely disabled persons through charitablemnofibomaking agencies,
as provided by law.

BOCES will provide justification and documentation of any contract awarded to a bidder other
than the lowest responsible bidder, setting forth the reasons why such award is in the best interest of
BOCES and otherwise furthers the purposes of sectiotb Id4he General Municipal Law.

The Purchasing Age will not be required to secure alterna&tigroposals of quotations for:

a)
b)
c)

d)

Emergencies where time is a crucial factor;

Procurements for which there is no possibility of competition (sole source items);
Procurements of professional services, which, because of the confidential nature of the
servicesdo not lend themselves to procurement through solicitation; or

Very small procurements when solicitations of competition would not besffestive.

(Continued)
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SUBJECT: BOCES PERSONAL PROPERTY ACCOUNTABI LI TY (

The District Superintendent, with the assistance of the Purchasing Agent, shall be responsible for
the establishment and implementation of the procedures and standard forms for use in alhgurchas
and related activities in BOCES. 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 BOCES shall have an interest in any contract entered
into by the Board, as provided in Article 18 of the General Municipal Law.

The BOCES shall submit its amended policy, within 30 days of its adoption, to the Commissioner
of Education for approval.

Any complaint concerning an alleged violation of this pobktyll be submitted to the District
Superintendent on an appropriate form prescribed by the District Superintendent. The District
Superintendent shall cause an investigation to be conducted and a report shall be filbdrioffise
at the completionfahe investigation. The District Superintendent is responsible for and shall take such
action as is necessary for the enforcement of this policy.

The unintentional failure to fully comply with the provisions of section-A0zf the General
Municipal Lav of BOCES policies regarding procurement will not be grounds to void action taken or
give rise to a cause of action against BOCES or any officer or employee of BOCES.

Prohibition Regarding BOCES Property

New York State Constitution, Article XIIl Section 1, provides that BOCES is prohibited from
giving orlendingany of its property in aid of an individual.

No BOCES employee or official shall use the school premises or property either directly or
indirectly to further such employeebs or offic

No school propertyther than those items necessary for employedgdlfith their professional
responsibilitiege.g. textbooks, cell phoneshall be removed from a school buildima facility without
the written permission of the individual in charge of such building or facility. The written permission
shall describe the item taken, the purpose and when such item is to be returned. A copy of this
permission slip shall be filed ith the District Superintendent and shall be available for public
inspection.

Refer also to Policy 4490

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 4/25/12

(All revisions to this policy must be sent to SEDffice of Ed Management/BCES)

12¢



2015 4321

1of2
Non-Instructional/Business
Operations

SUBJECT: ACCOUNTING OF FIXED ASSETS

The Director of Business Affairs 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.

Fixed assets with a minimum value established by the Bbatdhave a useful life of one (1) year
or more and physical characteristics not appreciably affected by use or consumption shall be inventoried
periodicallyand recorded on an annual basis. Fixed assets shall include land, buildings, equipment and
mateials.

The Board shall establish a dollar threshold as a basis for considering which fixed assets are to be
depreciatedand a threshold for determining which fixed assets shall be insurkd depreciation
threshold shall ensure that at least 80 peroétihe value of all assets is reportaad will be sett
$5,000. A standardized depreciation method and averaging convention shall also be established for
depreciation calculationsThe insurance threshold shall be set at $500.

Fixed assets acquirddaving 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 practice:
and placed on a depreciation schedule according to its asset class and essiefiatételas stipulated
by the NY State Comptroller's Office or the IRS.

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 gptopArty record will be
maintained for each asset and will contain, where possible, the following information:

a) Date of acquisition;

b) Description;
c) Costorvalue;

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

Location;

Asset type;

Estimated useful life;

Replacement cost;

Current value;

Salvage value;

Date and method of disposition; and
Responsible official.

[&Z ST

The Director of Business Affairs shall arrange dofull capital asset inventory and appraisal of
BOCESproperty, equipment and materigl a qualified third party vendor at least once every five years
Any discrepancies between an inventory and the BOCES property records on file should be traced and
explained.

Equipment Acquired Under a Federal Government Grant

The BOCES shall comply with the U.S. Department of Education regulations governing the use,
management requirements and disposition of any and all equipment acquired through a federal
government grant. These federal Educationpddenent General Administrative Regulations
(collectively known or referred to as EDGAR) comprises parts 74 through 99 of Title 34 of the Code of
Federal Regulations (CFR).

Equipment Purchased with Extraclassroom Funds

Title to all equipment acquired thi extraclassroom activity funds shall reside with the BOCES
and be carried as an insurable asset on its list of insurable values. Such equipment shall be tagged a
BOCES property, but is available for exclusive use by the extraclassroom activity clubnacthe
item.

Refer also to Policy 4320

Adopted: 1/29/04
Revised: 6/26/07
Revised: 9/12/11
Revised: 1/13/15
Revised: 2/10/15
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2016 4330
Non-Instructional/Business
Operations

SUBJECT: APPROVAL OF CONTRACTS

The Board authorizethe District Superintendent or his designee to approve all contracts
including contracts with consultantsnder £0,000. The Board will be provided with a listing of all
contracts as part of the monthly check register regoantracts o0,000 ormore must be approved
by the Board as part of a Board agenda.

Adopted: 5/20/08
Revised: 1/21/16



2015 4340
Non-Instructional/Business
Operations

SUBJECT: CONTRACTING FOR PROFESSIONAL SERVICES

The Board will make certain that professional services are secured in a manner that protects the
integrity of the process, ensures the prudent use of taxpayer dollars and provides a high quality standard
of service, in accordance with law and regulatiBrofessional services are defined as services requiring
special skill and/or trainingncluding but not limited tdegal services, medical services, auditing
services, property appraisadschitectural servicesndinsurance.

Purchasing professional rseces does not require competitive bidding. The Board directs the
District Superintendent to take measures to ensure that a highly qualified professional is secured through
the prudent and economical use of public money, which may include:

1. reviewing tra@ journals;

2. checking professional listings; and/or

3. inquiring of other districts or other appropriate sources.

The designated BOCES staff will jp@re a comprehensive written requiestproposal(RFP),
which will contain critical details of the servicesught. The RFP will specify that the proposal include
thestructure of the relationship between the BOCES and the provider, including, if applicable, the terms
of the retainer, the hourly fees and other associated costs.

n reviewing the RFPs, the BA&S will consider at a minimum, the following factors:

the suitability of the individual/firm for
the special knowledge or expertise of the individual/firm;

the credentials and applicable certification of the individual/firm;

the qualityof the service provided by the individual/firm;

cost;

the staffing available from the firm or the time available from the individual,

oukwnhE

The BOCESwill periodically, but not less frequently than every five years, issue professional
service RFPs and may card interviews as part of the RFP process. The written proposals submitted
by applicants shall be maintained for at least six years.

The District Superintendent, after a thorough review of the proposals, will recommend the
professional service providbest suited to the BOCES to the Board for its approval.

Regardless of when during the year the professional service provider was engaged by the Board,
at the annual organizational meeting the Board will appoint the attorney, physician, external @uditor,
other professional, as applicable. Professional service providers selected and appointed in this mannei
will not be considered employees of the district.

The District Superintendent is charged with developing administrative procedures to implement
this policy.

General Municipal Law 804-b
2 NYCRR §8315.2, 315.3
Trane Co. v Broome County, 76 A.D.2d1015
Appeal of Lombardo, 38 Educ. Dept. Rep. 730
Opn. St. Comp. 933

Adopted: 7/2/08

Revised: 3/10/15
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2015 4410
Non-Instructional/Business
Operations

SUBJECT: AUTHORIZED SIGNATURES

The Board authorizes the signature on checks issued against all accounts of the BOCES to be that
of the Treasurer or, in his/her absence, the Deputy Treasurer.

The Boardauthorizes wire transfers between BOCES accounts and from BOCES accounts to
designated depositories (e.g. credit union, tax sheltered plan administrator) to be made by the Treasurer
Deputy Treasurer or Director of Business Affairs.

Extraclassroom actity fund checks shall be signed by tB¢udentTreasurer ofeachextra
classroom activity accouand the Boaréppointed Faculty Advisor

Contracts authorized by Board resolution shall be signed by the Board President or in his/her absence
the Vice Preident, unless a different signatory is identified in Board resolution.

Ref 881720, 1724 Education Law
8-ANYCRR 8172

Adopted: 11/29/05
Revised: 3/10/15
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2015 4411
Non-Instructional/Business
Operations

SUBJECT: APPROVAL OF EXPENDITURES

Funds expended for all budgeted school functexcept payroll and benefighall be subject to
approval by th&€laimsAuditor. Certification of payroll and benefits shall be completed bybtinector
of Human Resources aRrdofessional Developmentho will serve as the Payroll Certificati@ifficer.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 3/10/15
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2012 4420
Non-Instructional/Business
Operations

SUBJECT: ORDERING GOODS

Purchase Orders are required for all goods or services purchased for BOCES. Any employee
purchasing goods or services without a purchase order does so at his/her own BSRC&®Iis not
liable.

Items or services are not to be ordered without prior approval of the Purchasing Agent. Goods
purchased for the Board of Cooperative Educational Services shall not be used for personal purposes.

Purchases of personal items usir@CES purchase order will not be permitted.

The Purchasing Agewntr Deputy Purchasing Agewtll be the onlyemployeesuthorized to enter
into purchase agreements for services, goods, equipment or supplies.

Adopted: 1/29/04
Revised: 6/26/07
Revised: 4/25/12
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Non-Instructional/Business
Operations

SUBJECT: DISPOSAL OF BOCES PROPERTY

Equipment

BOCES equipment that is obsolete, surplus, or unusable by BOCES shall be disposed of in such
a manner that is advantageous to BOCES, with the approval of the Board.

The District Superintendent or his/her designee will be responsible for selling the equipm
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 reasonalattempts to dispose of the equipment have been made and such
attempts have notrpduced an adequate return, the District Superintendent or his/her designee may
dispose of the equipment in any manner which he/she deems appropriate. Such disposition will be
reported to the Board in a timely fashion.

Textbooks

Textbooks and/asupplies 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 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 BOCES; then

b) Donation to charitable organizations; or

c) Disposal as trash.
Disposition of Personal Property

All surplus or obslete equipment, supplies or materials must be sold to only the highest bidder.
All items which may have value shall be accumulated and sold at a public or private bid, as directed by
the Board. The proceeds shall be added to the general fund. Aklsalelse documented, indicating
the item sold, the date, the name of the purchaser, whether the purchas&QiE%employee, and

the sale price. Such information shall be filed in the Office of the District Superintendent and shall be
available for polic inspection.

(Continued)
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20f2
Non-Instructional/Business
Operations

SUBJECT: DI SPOSAL OF BOCES PROPERTY (Contodod.)

Any property whose market value would classify it as valuable personal property, but which is
determined not to be marketable because it is damaged or in poor condition and has not been marketabls
after at least one prior attempt at competitive bidding; beadisposed of by the BOCES. No property
of BOCES shall be declared worthless without the written statement by the District Superintendent
designedhat the property is worthless and can be dispase®uch written statement shall be filed
withtheDi strict Superintendentds office, shall de:
received the property, the name of the individual, if such an individual is an employee, the date of
disposal. Such form shall be available for public ingpac

General Municipal Law Sections 51 and 800 et seq.

Refer also to Policy 4320

Adopted: 1/29/04
Revised: 11/29/05
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2012 4432
Non-Instructional/Business
Operations

SUBJECT: SUPPLIES AND EQUIPMENT PURCHASED FOR ITINERANT STAFF
MEMBERS

All supplies and equipment purchased by BOCES bed¢bmproperty of BOCES. In the event
an employee of BOCES is transferred from a component school district, it is the decision of that
employee'smmediate BOCES administratof a local school building programhether the BOCES
owned items remain at the former location. Generally, the only items that will remain are those that
could be utilized by a replacement BOCES employee. If the BOCES erap®ypet to be replaced,
the BOCESowned items will be relocated at the discretion of the BOCES administrator.

Adopted: 1/29/04
Revised: 6/23/09
Revised: 4/25/12
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2015 4433
Non-Instructional/Business
Operations

SUBJECT: CELLULAR TELEPHONE AND OTHER COMMUNICATION EQUIPMENT
USAGE

PutnaniNorthern Westchester BOCES owned or leased cellular phones may be made available for
official use by the BOCES personnel upompiagyal of the District Superintendent or designee.

Cellular phonesnay be provided by the BOCES fitwe followingreasons
a) Forstaff whoare assigned to multiple sitaad must be immediately accessible.

b) For use by Administrators arsthff for official businesghatcannot be conducted by use of
a standard phone.

c) For employees in the Operations and Maintenance Department and the Information
Technology Department, as identified by the Director of those departments, to ensure
effective communication arefficient operation.

d) For managing emergency situations.

Cellular phones are intended for business related use. If, however, employees use the cellular
phone for personal reasons, the individual will reimburse BOCES for all personal charges.

The Director of Operations & Maintenance will provide a yearly inventory and status of all
BOCES owned and/or leased cellular telephones to the District Superintendesignedor review
and approval.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 3/10/15



2015 4440
Non-Instructional/Business
Operations 1lof2
SUBJECT: ACCOUNTING FOR FUNDS

Accountability for BOCES funds is necessary for the following reasons:

a) To insure that funds are nsdisceptible to loss, theft, waste, or misuse;

b) To provide necessary data for state reports;

c) To show compliance with legal mandates;

d) To provide information that is necessary in policy formulation;

e) To provide information necessary to the public and thedl¢

f)  To promote budgetary control.

Accounting of Funds

Accounting and reporting procedures shall be developed to facilitate analysis and evaluation of the
BOCESOG financi al status and fixed asset sfor Th e
BOCES.

Books and records of the BOCES 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.

Online Banking

The Board hasntered into a written agreement with designated banks and trust companies for online
banking and electronic or wire transfers, which includes the implementation of a security procedure for
all transactions. The BOCES Treasurer, with a separate estdhisétename and password, will have
the authority to process online banking transactions. Oihector of BusinessAffairs or Deputy
Treasurer, with a separate established user name and password, will be responsible toardahge
transactionsn theevent the BOCES Treasurer is not available.

Electronic or Wire Transfers

Procedures will be implemented specifying who is authorized to initiate, approve, transmit, record,
review and reconcile electronic transactions. At least two individuals wilinbalved in each
transaction. Authorization and transmitting functions will be segregated and whenever possible the
recording function will be delegated to a third individual.

(Continued)
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Non-Instructional/Business
Operations 2 0f 2

SUBJECT: ACCOUNTI NG FOR FUNDS (Contdd.)

The BOCES will enter into written wire transfer security agreements for BOCES bank accounts
which will include established procedures for authenticating wire transfer orders.

All wire transfers must be authead by the BOCES Treasuy&eputy Treasurer, or Director of
Business Affairs Dual approval controls will be established for stontine wire transfer orders.

The Internal Auditorand Claims Auditorwill periodically confirm that wire transfers have
appropriate signatures, verifications and authorization of proper personnel.

Federal and State Funds

The BOCES shall acomt for each project separatalyd shall expend such funds only as authorized
by the approved project application.

Trust and AgencyFunds

The BOCES Trust and Agency Account shall account for all monies collected from employees for
taxes and miscellaneous withholdings and BOCES share of taxes.

Unemployment Insurance will be accounted for inltiternal Services Fund.

Education Lav Section 2116(a)

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 9/12/11
Revised: 3/10/15



2015 4441
Non-Instructional/Business
Operations

SUBJECT: EXTRACLASSROOM ACTIVITY FUNDS

The PutnarNorthernWestchester Board of Cooperative Educational Services recognizes the
value of student extracurricular activity programs and is aware of the experience to be gained by student
participants in such organizations.

Extradassroomactivity funds shall be dggnated as those raised other than by charges of the
Board for, by, or in the name of the student body, or anydsusion thereof.

The Building Principal shall maintain an-tgp-date register of all extraclassroom activities that
are approvedr discortinued. Each extraclassroom activity shall have a faculty advisor appointed by
the Building Principal. A Central Treasurer and a Faculty Advisor shall oversee all financial aspects of
extraclassroom activities. The annual BOCES audit will include ah@assroom activity funds.

All extraclassroom activity funds shall be handled in accordance with the financial procedures
illustrated byFinance Pamphlet No. 2, the Safeguarding, Accounting and Auditing of Extraclassroom
Activity Funds 2008, published by the New York State Education Department. All commitments and
contracts shall be the sole responsibility of the extraclassroom activity club giving rise to the transaction,
regardless of a change in advisors, membership or officers.

Student funds shall be deemed to include, but not be limited to, money collected from students
for the purchase of supplies and materials, fees for organizations and social events. Such funds shall be
handled in accordance with procedures set by the Btlateation Department of Audit and Control and
the regulations set forth by the Board of Cooperative Educational Services. In all cases which involve
the student funds, an employee of the Board of Cooperative Educational Services must be assigned the
ultimate responsibility for control of the funds and must use appropriate accounting procedures for the
safeguarding of the funds against loss, misuse or misapplication.

Proper books will be kept and all monies deposited in appropriate accounts as seeldaydh
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. Funds shall be invested i
accordance with the BoaidsiscalManage ment Policy on the fAlnvest

The extraclassroom activities of the BOCES are not included in the exemption granted to the
BOCES from New York State sales tax. Without exception, clubs and activities are prohibited from
usingte school 6s tax exemption.

If an extracurricular activity is discontinued and has remaining funds, those funds shall be
transferred to the General Fund.

Activities of students carried on in part or in full as part of a course curriculum during regular
classroom hours are considered a BOCES activity and do not constitute a student activity. Revenues
generated as a result of these activities are to be BOCES property and are to be given promptly to the
BOCES Treasurer for depositing to the General Fund.

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

Adopted: 1/29/04

Revised: 9/12/11

Revised: 3/10/15
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Non-Instructional/Business
Operations

SUBJECT: CASH IN SCHOOL BUILDINGS AND PETTY CASH FUNDS

Cash in School Buildings

Directorsand building administrators will establish procedures, in cooperation with the Business
Office to safeguard all cash received in the buildings. Building administrators are to make arrangements
which shall minimize the amount of cash retained in the ingi#&d It shall be his/her responsibility to
make sure that any small sums of money retained in a building are securely [bhkeBlOCES is not
responsible for funds left unprotected.

Petty Cash Funds

The Board hereby authorizes the establishment tiff mash funds not to exceed $1@0 be
maintained in the Business Office and each program office

The funds are to be used for the payment of properly itemized bills for materials, supplies or
services under conditions calling for immediate payménthe time of reimbursement, substantiating
receipts shall be submitted.

Petty cash custodians are to be designated ydhel at its annual organizational meeting.

Education Law Section 1709(29)
8 New York Code of Rules and Regulations
(NYCRR) Sectiorl70.4

Adopted: 1/29/04
Revised: 11/29/05
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2015 4460
Non-Instructional/Business
Operations

SUBJECT: SPECIAL PROJECTS CONTRACTS

Special Projects Contracts are agreements between the fNonidn@rn\Westchester BOCES and
persons who can provide services of a specialized, unique or immediate nature which may not otherwise
be provided by regular staff.

Special Projects Contracts shall be used to facilitate the delivery of services to divisions within
BOCES and agencies served by BOCES in cases where temporary assistance is needed.

All Special Projects Contracts must receive approval by the District Superintendent or his/her
designee before they are initiated. Expenses connected with the servideermguded in the total
sum to be specified in the contract.

Types of services must be classified in the following Temporary Support Service categories:

a) Consulting- Provides advice, guidance, planning assistance, etc.;

b) In-Service Workshop Provides instructional services at workshops or courses provided by
PutnanjiNorthern Westchester BOCES;

c) Curriculum Development Provides assistance in providing new curriculum programs and
materials;

d) In the case of a need to obtain other temporaryices which do not fall in the above
categories, a rationale shall be presetdete District Superintendent or desigivegicating
why it is appropriate to temporarily obtain the service.

Adopted: 1/29/04
Revised: 3/10/15
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2004 4470
Non-Instructional/Business
Operations

SUBJECT: REVENUES -- ESTABLISHMENT OF FEES

The District Superintendent shall recommend to the Board tuitions, service charges, and special
fees to adequately provide for all approyedgrams and services. The Board shall approve fees prior
to their collection. The fees shall be established on an equitable basis for all participating districts in
accordance with the | aw and Commissi onsannibgg Reg
the cost of BOCES shared services shall be approved annually by at leasjutintees of the
participating component school districts after consultation by local school officials with their respective
boards of education.

Billings For Services

The District Superintendent, as permitted by
the Board an acceptable plan for billing services to the component districts. The Board shall determine
the time, method of payment, and amount of charge lfseatlices.

Education Law Section 1950(4)(d)

Adopted: 1/29/04
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2004 4471
Non-Instructional/Business
Operations

SUBJECT: SALE OF SUPPLIES AND MATERIALS

Customers

School districts, government agencies, BOCES departments and the general public are encouragec
to subscribe to the services provided through the Career and Technical Education Program and the Adult
and Continuing Education Program where it is to the beagthe student to gain actual experiences.

In these cases, supplies and materials may be purchased to complete fheaskuch purchases
occur, the cost of the purchase will be identified with the project or service performed and charged to
individual customers. Individuals are prohibited from using BOCES credit or accounts to purchase
supplies and materials other than for BOCES projects. No service will be performed by BOCES for
personal gain, for the purpose of competing with privatestrgwr for the purpose of making a profit.

An accurate and timely method of collecting such revenues will be established in accordance with
accepted accounting practices and in accordanc

Students

The Distrct Superintendent may permit the sale of supplies and materials to students at cost. Sale
of supplies and materials shall be permitted only in cases where the supplies and materials are essentis
to the instructional program and/or unique to a specifidestu
Purchasing-- Restrictions For Individuals

Except as permitted by law or regulations, employees of BOCES and other individuals shall be

prohibited from purchasing any equipment, materials, or supplies under the name of BOCES that are to
be used fopersonal purposes.

Adopted: 1/29/04
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2015 4480
Non-Instructional/Business
Operations

SUBJECT: USE OF CREDIT CARDS

The BOCES may issue a credit card or cards in its ndrhe credit card will bén the name of
PutnaniNorthern Westchester BOCES and the Director of Business Affairswiinde kept in the
BOCES safe.The maximum credit limit on the card will $25,00Q The credit card may be used only
for emergency or other compelling situatsomm which a purchase order is not an effective rm@ean
procuring the goods or serviceBxpenses incurred on the credit card shall be paid in such a manner as
to avoid interest charges.

BOCES will issue gasoline credit cards to employees assigned 8Q€lcles inclding the
District Superiterdentand the Diedor of Facilities. A card mape assignedo the Operation &
Maintenance Departmei the control of the Maintenance Forenfan such emergencies as power
outages when the gas pumspinoperable.Additional gasoline cards may be available for employees
who utilize BOCES vehicles faapprovedwork related trave(e.g., a Tech Center teacher bringing
students to a state competitiorfuchcardswill be kept in the Business @dfe sde and will be under
the controlof the Treasurer.

Gasoline credit cards may only be used for the purchase of gasoline; they may not be used for
vehicle repair or other purchases. Any BOGH$ployee authorized to use a gasoline credit card must
submit eceipts to the Business Office.

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 4/13/10
Revised: 3/10/15
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2012 4490
Non-Instructional/Business
Operations

SUBJECT: AUTHORIZED USE OF BOCES-OWNED MATERIALS, EQUIPMENT AND
SERVICES

The PutnariNorthernWestchester BOCES authorizes the use of materials, equipment and services
for school/work related purposes only. Employees are prohibited from using materials, supplies,
equipment or services owned or paid for by BOCES for other than uses which arelata@®, and
meet the legitimate educational and support needs of the agency.

It is prohibited for any employee to use in any manner or for any purpose that is political, personal,
commercial, or otherwise not expressly permitted by law any materipjdjessj equipment, or services
that are owned, leased, rented or otherwise procured or held by BOCES. The use by BOCES employees
of materials, supplies, equipment and services required for satisfactory performance of duties as
educators, administrators support staff is appropriate.

Materials and equipment may leatto staff memberand Board memberwshen the use is related
to their work responsibilities, professional development, and to their work with students. Such use must
have the priorapprova of t he empl oyeeds department al dire

The Board alsanay allow the loan of equipment to local governments and other entities that
benefit the welfare of the surrounding community. The Board supports suckmuntéripal
cooperation as it saves tayer monies and is a more efficient use of scarce or costly equipment and
resources.

NYS Constitution Article 8

Refer also to Policy 4320

Adopted: 1/29/04
Revised: 11/29/05
Revised: 6/26/07
Revised: 7/3/12
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2012 4510
Non-Instructional/Business
Operations

SUBJECT: FACILITIES PLANNING

The Board is responsible for maintaining a quality education at a reasonabkndolsas a
fiduciary duty to conserve assets of the BOCH®r this reason, the Board shall concern itself with
both shorrange and longange planning as it relates to the properties o BMEES The Board shall
rely on a comprehensive lomignge facilities plan developed by the District Superintendent in
accordance with the Commissioneros Regul ations

Such plan shall be reevaluated and made current at least annually, and shall include appraisal of
the following:

a) The educational mission and long range platheBOCES with resulting administrative
organization and program requirements;

b) Present and projected pupil enrollments;
c) Space use argfaterated pupil capacity of existing facilities;

d) Priority of need for maintenance, repair modernization of exigtg facilities, including
consideration of the obsolescence and retirement of certain facilities; and

e) The provision of additional facilities.

The Boardds building/leasing program shall k
possible. Theuilding/leasing program shall be based upon specific Board policies which have been
and will continue to be modified to conform to changes in the curriculum, availability of funds, changes
in student population to be served and changes in enrollmevi{fienever possible, parents/
guardias/persors in parental relatiorand other school district representatives, as well as principals,
teachers, and central office staff members should be involved in the planning process.

8 New YorkCode of Rules and Regulation (NYCRR)
Section 155.1
Education Law Section 1950

Adopted: 1/29/04
Revised: 6/26/07
Revised: 6/23/09
Revised: 4/25/12
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE

Operation and Maintenance

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

The Board of Cooperative Educational Services has the responsibility to provide equipment,
supplies and contractual services of high quality.

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

It is expected that the program shall include periodic preventive maintemaingctes, longrange
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.

Inspections

The administration of the BOCES shall cooperate with officials conducting health, fire, asbestos,
bus, and boiler inspections. The administration shall keep the Board informed of the results of such
inspections in a timely fashion.

In accordance withalw, local school building inspectors may not enter BOCES premises at any
time they wish. Only the Fire Safety Inspector conducting the Annual Fire Safety Inspection may enter
the BOCES premises for inspectiomshout an appointment.

In addition, per th requirements of the Asbestos Hazard Emergency Response Act (AHERA), the
BOCES will at least once each school year inform all employees and building occupants (or their legal
guardians) about all asbestos inspections, response actionsegpusise actioactivities, as well as
triennial reinspection activities and surveillance activities that are either plannegrogress Written
notice will be provided in the BOCES newsletter and will be filed in the BOCES asbestos management
plan.

(Continued)
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE ( Cont 6d. )

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 requires that all occupied school facilities which are owned, operated or
leased by the BOCES comply with the provisions ofGbenprehensive Public School Safety Program
and the Uniform Code of Public School Building Inspections, Safety Rating and Monitoring as
prescribed in Commissi on e rBOGESshalgayvdlop & Comprehensivie o r
Public School Buildnggaf ety Program in accordance with Col

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 a priority listing of currend
proposed construction and renovation projects and major repairs and replacement of building
systems and their costs.

b) A BOCESwide building inventory, which will include information pertaining to each
building including, but not limited to:

1. Type of ilding, age of building, size of building;
2. Rated capacity, current enroliment;
3. List of energy sources and major systems (lighting, plumbing, electrical, heating); and
4.  Summary of triennial Asbestos Inspection reports.

c) An annual visual inspection of eadkecupied building and assignment of a safety rating
score. The inspection committee must include a state certified code enforcement official, the
facility director or designee, and a member of the Health and Safety Committee.

d) A building condition surveytsall 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 BOCESwide monitoring system which includes:
1. Establishing a Health and Safety Committee;
2. Developmenbf 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 Health and Safety Committee for
oversight, and a copy kept permanent file.

(Continued)
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FACILITIES: INSPECTION, OPERATION AND MAINTENANCE ( Cont 6d. )

f)  Procedures to ensure the safety of the building occupants wbdas#ruction/renovation
project is taking place. These procedures will include:

1.

Notification to parentguardiamperson in parental relatipstaff and the community at
least two (2) months in advance of a construction project of $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, suchenstiall be provided as far in
advance of the start of construction as is practicable;

A plan to ensure that all contractors comply with all health and safety issues and
regulations, and wear photo ID badges;

An opportunity for the Health and Safety Camittee to conduct a walthrough
inspection of newly renovated or constructed areas to confirm that the area is ready to
be reopened for use; and

An emergency plan which will address potential concerns with the capital project
including, but not limitedd, evacuation procedures, fire drills, and structural failures.

Fire Inspection: 8 New York Code of

Rules and Regulations (NYCRR) Section 155.4
Health Inspection: Education Law Section 906
Asbestos Inspection: Education Law, Articlé&\9

40 Codeof Federal Register (CFR) Part 763, Subpart E

Adopted: 1/29/04
Revised: 1/22/08
Revised: 4/25/12
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2012 4512
Non-Instructional/Business
Operations

SUBJECT: EVALUATING EXISTING BUILDINGS FOR EDUCATION PURPOSES

All BOCES facilities will be evaluated annually to ensure that school bugdioigonly meet safety
and building code requirements but also operate in such a manner as to achieve the desired educationz
programming and outcomes.

The District Superintenahe or his/her designee will solicit input from building principals regarding
facility changes and remodeling plans. Building principals, in turn, will seek staff input as they develop
their recommendations. The District Superintendent shall preserd Botrd, on an annual basis, an
updated school facilities priority list reflecting major rehabilitation and remodeling requests.

Education Law Section 408, 409 and 1950
8 New York Code of Rules and Regulations (NYCRR)
Section 155.1

Adopted: 1/29/04
Revised: 4/25/12
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2000 4513
Non-Instructional/Business
Operations

SUBJECT: SITE SELECTION AND ACQUISITION

The selection of a site for an educational facility shall be determined largely by the nature and scope
of the contemplated educational program specifications and the special needs of the particular
educational community BOCES serves. The responsibilityidentifying each parcel of land as a
potential school site shall rest with tBestrict Superintendent, or his/her designated representative.
After consultation and inspection of the proposed site or sites with a designated BOCES architect, a
written evduation of each site shall be prepared for consideration by the BOCES Board.

Each parcel of land being considered as a possible site for a BOCES educational facility shall follow
the recommendationsf the New York State Education Department.

The extensive criteria as recommended by the State Education Department for the selection of
adequate school sites shall be adjusted when required tdhaespecific needs of BOCES programs.
Each proposed site for an educational facility shall be evaluated in confidence by the Board and its
representatives with respect to the following criteria. The site should be:

a) Sufficiently large to accommodate thecessary buildings or structures and provide ample
space for outdoor instruction, recreation, parking, and desired future expansion.

b)  Accessible to those students who will attend the school using public transportation.

c) Located so that water, electricityas, sewers, other utilities, and municipal services will be
provided at reasonable cost.

d) Selected with due regard to its proximity to educational, cultural, and recreational facilities.
e) Acquired in time to meet anticipated needs by means of a leasbape, or gift.

f) Centrally located with respect to the population of students to be served.

8 New York Code of Rules and Regulations (NYCRR)
Section 155

Education Law Sections 401, 402, 408, 416, 1709(6),
1910, 1915 and 1950

Adopted: 1/29/04
Revised: 6/23/09
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2004 4514
Non-Instructional/Business
Operations

SUBJECT: LEASING OF FACILITIES

In the leasing of additional instructional, administrative, or other facilities, preferential
consideration shall bgiven to available local school district buildings. Such buildings, if leased, must
be suitable for, or economically adaptable to, BOCES needs.

Adopted: 1/29/04
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2004 4515
Non-Instructional/Business
Operations

SUBJECT: DEVELOPMENT AND LAND USE

Site development is but a part of the overall process of planning, programming, and designing an
educational facility. A BOCES school site should allow for variations inchiaacter of the school
districts to be served, the kind, location, and space requirements of the school facility to be built, and
the learning activities to be housed in the facility.

To the extent possible, theaesfor a BOCES facility shall b#eveloped so as to preserve its natural
ecological resources and to provide a safe, attractive, and healthful environment for students and staff.
Additional criteria for an effective landse plan which should guide BOCES in the development of a
site are:

a) Suitable drainage, adjustment of grades, parking, and horticultural features.

b) Adequate space for safely loading and unloading students transported.

c) Entrances to school grounds which do not require BOCES students to cross main traffic
arteries, railroadights of way, or heavy business and industrial traffic.

Adopted: 1/29/04
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2004 4516
Non-Instructional/Business
Operations

SUBJECT: CONSTRUCTION AND REMODELING OF SCHOOL FACILITIES

Plans andspecifications for the erection, enlargement, repair or remodeling of facilities of the
BOCES shall be submitted to the Commissioner when the contemplated construction costs of such work
are $10,000 or more, and for all projects affecting the health &ty s& 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 shdfiaacertify that the plans and specifications conform to the standards
set forth in the State Uniform Fire Prevention and Building Code (9 NYCRR Parts 600 through 1250)
and the State Energy Conservation Construction Code (9 NYCRR Parts 7810 through 7816).

For remodeling or construction projects costing $5,000 or more, the BOCES shall assure
compliance with the requirements of the State Uniform Fire Prevention and Building Code (9 NCRR
600 through 1250) and Part 15 5habretainttheservicesofmn s s i
architect or engineer licensed to practice in New York State.

For remodeling or construction projects costing less than $5,000, the BOCES shall assure
compliance with the requirements of the State Uniform FirgdPteon andBuilding Code (9 NYCRR
Parts 600 through 1250) and Part 155 of the Co

Adopted: 1/29/04
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2012 4517
Non-Instructional/Business
Operations

SUBJECT: CLOSING OF FACILITIES

TheBoard may find it necessary to consider closure of any school facility. At such time, the Board
will seek professional advice and provide opportunities for staff and component district involvement.

The Board shall appoint an advisory committee congstirBoard members, administrative staff,
component district representatives, an architect(s) and/or other professionals qualified to evaluate
facilities. The committee will provide an analysis as to the effect of the proposed school closure and
will receive component district comment on any issues relating to such closure.

The committeeds summary shal/l be provided t
presentation of such report at a regular Board meeting.

Prior to closing a school buildg, the Board shall give such notice of the proposed closing as
required by law and shall hold a public hearing to evaluate the impact of the proposed closing.

After all essential information has been obtained and evaluated by the Board, the Boatdiwill r
the final decision regarding the school closure.

Education Law Sections 1708805, 402a

Adopted: 1/29/04
Revised: 6/26/07
Revised: 4/25/12
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2007 4518
Non-Instructional/Business
Operations

SUBJECT: STORM WATER MANAGEMENT

Pursuant to provisions &hase Il of the federal Clean Water Act and regulations of the New York
State Department of Environmental Conservation, the Board directs the District Superintendent to
ensure the creation and implementation of a Storm Water Mareag Program that addresses each of
the requiredsix minimal control measures: public education and outreach, public involvement and
participation, elimination of illicit discharge; construction site storm water runoff controls; post
construction storm ater runoff management contrgdéd pollution prevention and good housekeeping.

Adopted: 6/26/07



SUBJECT:

Insurance

2015 4530
Non-Instructional/Business
Operations

INSURANCE AND EMPLOYEE BONDS

The policyof the Board is to provide reasonable insurance protection for property and actions of

the BOCES at the most economical cost.

Bonding

Public Officers Law Section 18

General Municipal Law Sections 6n and 52
Education Law Sections 1709(8) and (26) andi{B4
3023, 3028 and 3811

The BOCES Board shall provide a faithful performance bond to cover all personnel

Adopted:
Revised:
Revised:
Revised:
Revised:

1/29/04
11/29/05
6/26/07
4/25/12
6/16/15

Education Law Section 1709(z0

Public Officers Law Section 11(2)

8 New York Code of Rules and Regulations
(NYCRR) Section 170.2(d)
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2000 4540
Non-Instructional/Business
Operations

SUBJECT: SAFETY/SECURITY

The BOCESWill provide a safe and secure environment to all those persons, students, staff and
visitors, who lawfully enter upon BOCES property.

It shall be the responsibilitgf the District Superintendent to establish and carry out written
regulations which will:

a) ldentify those staff members who will be responsible for the effective administration of the
regulations, required safety drills and inspections;

b) Provide staff time and other necessary resources for the effective administration of the
regulations;

c) Establish periodic (at least annually) written review of the activities of the staff to insure
compliance with applicable laws and regulations;

d) Provide an ongoing mechanism for the effective review of safety and security concerns of
the staff, students and affected public;

e) Provide for periodic reports to the Board (at least annually) regarding the significant aspects
of safety and security of the tham/Northern Westchester BOCES

Labor Law Section 2a

Adopted: 1/29/04
Revised: 6/23/09



2010 4541
Non-Instructional/Business
Operations

SUBJECT: HAZARD OUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY
EMPLOYEES

The Board of Cooperative Educational Services recognizaset to protect human health and
the environment from damage resulting from the improper handling of hazardous wastes.

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

The Board directs the District Superintendent to adopt rules to ensure the implementation of
applicable Federal and Statevlpertaining 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
ARIi-pKKnhowo Ltalwe aHadzard Communication Standard.
the ALabor Law I nformation Relating to Public
informing workers of relevant work hazards and associated rights.

The District Superirgndent/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 developedetiosure implementation of this policy which shall
include awareness information, employee training and record keeping.

Environmental Protection Agency, 40 Code of Federal
RegulationfCFR) parts 261 and 262

Occupational Safety and Health Administration
(OSHA), 29 Codef Federal Regulations (CFR) Section
1910.1200

Labor Law Sections 87883

Public Health Law Sections 43@B08

6 New York Code of Rules and Regulations (NYCRR)
Part 371

9 New York Code of Rules and Regulations (NYCRR)
Part 1174

Adopted: 1/29/04
Revised: 6/26/07
Revised: 4/13/10
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2015 4542

1of2
Non-Instructional/Business
Operations

SUBJECT: SCHOOL SAFETY PLANS

The BOCES has developed, and will update by July 1 of each succeeding year, a comprehensive
BOCESschool safety plan and buildidgvel emergency response plans, as enumerated in Education
Law and Commissioner's Regulations, and in a form as prescriltdeé ommissiner of Education.

These plans amesigned to prevent or minimize the effects of serious violent incidents and emergencies
and to facilitate the coordination of schools andBB¥CESwith local and county resources in the event
of such incidats or emergencies.

Each plan shall be reviewed by the appropriate school safety team on at least an annual basis, update
as needed and recommended to the Board for approval. However, B&@&E3nd buildingevel
plans shall be adopted by the Boamdly after at least one public hearing that provides for the
participation of school personnel, parégtsrdia¥/persorsin parental relationstudents, and any other
interested parties. Further, the Board shall make the BO@&Sand buildingevel plars available for
public comment at least thirty (30) days prior to its adoption, providedtitgta summaryf each
building-level emergency response plan (i.e., buildexgel school safety plan) shall be made available
for public comment.

School Safey Plan

BOCESwide school safety plameans a comprehensive, milizard school safety plan that covers
all school buildings of the BOCES, that addresses prevention and intervention strategies, emergency
response and management atdbetrallevel and has the contents as prescribed in Education Law and
Commissioner's Regulationg\s part of this plan the BOCES will define the chain of command in a
manner consistent with the National Incident Management System (NIMS)/ Incident Command System
(ICS).

The BOCESwide school safety plawasdeveloped bya BOCESwide school safety teamvhich
includedrepresentatives of the Board, student, teacher, administrator, and paasi¢airgns, school
safety personnel and other school personn®h annual review of the school safety plan will be
conducted byppropriatedistrict and building level personnel.

Building-Level School Safety Plans

Building-level school safety plamears a buildingspecific school emergency response plan that
addresses prevention and intervention strategies, emergency response and management at the buildin
level and has the contents as prescribed in Education Law and Commissioner's Regélatpartof
this plan the BOCES will define the chain of command in a manner consistent with the National Incident
Management System (NIMS)/ Incident Command System (ICS).

The buildinglevel planis developedand updatedy the buildinglevel school safety team. The
building-level school safety team means a buildapgcific team appointed by thprogram
administratoyin accordance with regulations or guidelines prescribed byigigct Superintendent.

(Continued)
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2015 4542

20f2
Non-Instructional/Business
Operations

SUBJECT: SCHOOL SAFETY PLANS (Contod.)

Filing/Disclosure Requirements

The BOCES shall file a copy of its comprehenshn®OCESwide school safety plan and any
amendments thereto with the i@missioner of Education no later than thirty (30) days after their
adoption. A copy of each buildidgvel school safety plan and any amendments thereto shall be filed
with the appropriate local law enforcement agency and with the state police withyr(30iy days of
its adoption. Buildingevel emergency response plans shall be confidential andnsitdle subject to
disclosure under the Freedom of Information Law or any other provision of law.

Education Law Section 284

Public Officers Law Artite 6

8 New York Code of Rules and Regulations
(NYCRR) Section 155.17

Adopted: 1/29/04
Revised: 1/22/08
Revised: 6/23/09
Revised: 4/25/12
Revised: 7/1/15
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2000 4543
Non-Instructional/Business
Operations

SUBJECT: COMMUNICABLE DISEASES

Whenever, upon investigation and evaluation by the school nurse, a student in the public schools
shows symptoms of any communicable or infectious disease reportable under the public health law that
imposes a signifia@ risk of infection of others in the school, he/she shall be excluded from the school
and sent home immediately, in a safe and proper conveyance. The school nurse shall immediately notify
a local public health agency of any disease reportable undeulthe pealth law.

Regulations and procedures will be developed for dealing with communicable diseases in ways
that protect the health of both students and staff while minimizing the disruption of the education
process.

Education Law Section 906
8 New York Code of Rules and Regulations (NYCRR)
Section 136.3(h) and 136.3(i)

Adopted: 1/29/04
Revised 6/26/07
Revised: 6/23/09
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2004 4544
Non-Instructional/Business
Operations

SUBJECT: USE OFDEFIBRILLATORS

The New York State Department of Health authorizes the appropriate use of Public Access
Defibrillation (PAD) in community facilities including school districts and BOCES. In an effort to
provide for the appropriate interventidior an individual who has experienced sudden cardiac arrest,
the Board authorizes the appropriate use of automatic external defibrillators.

The BOCES will acquire and maintain the appropriate automatic external defibrillator equipment
and provide appropriateaining for BOCES personnel. Only authorized, appropriately trained personnel
shall use this equipment.

Administrative regulations will be developed to implement this policy.

Public Health LawSection 300¢b

Adopted: 1/29/04
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2008 4545
Non-Instructional/Business
Operations

SUBJECT: USE OF SURVEILLANCE CAMERAS

The Board recognizes its responsibility to maintain and improve discipline, to ensaadetye
and welfare of its sif and students, and to provide secure environments for computeelated
equipment.

After having carailly considered and balanced the rights of privacy with the BOCES duty to
ensure discipline, health, welfare and safety of staff and students, thedBpants the use of video
cameras in various locations within the school.

Surveillancecameras may be used to monitor student behavior in such areas as entryways,
hallways and computer lalbsd may be used as evidence in disciplinary actiSuosveillarce cameras
may not be used in bathroomsd dressing rooms.

The BOCES shall comply with all applicable state and federal laws related to student records
when such recordings are considered for retention as part of the student's record.

Video recordings shall be used primarily for the purpose of evidence for discigirshglents.
However, theBOCESmay use such recordings for any other purpose it deems appropriate.

The District Superintendent will develop regulations governing the usareéillancecameras
in accordance with the provision of law and established Board policies and regulations.

Referalsoto Policy 6270

Adopted: 1/29/04
Revised: 1/22/08
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2013 4550
Non-Instructional/Business
Operations

SUBJECT: SMOKING/TOBACCO USE

Tobacco use shall not be permitted within any facility on school groonfy students at any
school sponsored event or activity off school groumdsithin one hundred (100) feet of the entrance,
exits or outdoor areas of any pubtir private elementary or secondary schools. However, this shall not
apply to smoking in a residence, or within the real property boundary lines of each residential real
property. For purposes of this policy, i secdurooondingg r o u
outdoor groundsincluding entrances or exits amdany BOCES vehicle used to transport children or
school personnetontained within Putnajdorthern WestchesteBOCES legally defined property
boundaries as regi sOficcced in the County Clerk=ad

Tobacco is defined to include lighted or unlighted cigarettes and any other smokatgazot
products. The use of «igarettes and any other products containing nicotine, except for curreat FDA
approved smoking cessation products, are alsbilpited.

Posting/Notification of Policy
In compliance with the New York State Clean Indoor Air Act, Pufhemthern Westchester

BOCES will prominently post itSmoking/Tobacco Usgolicy in all buildings and supply a copy upon
request to any current prospective employee.

Goals 2000: Educate America Act,
(Pro-Children Act of 1994)

Public Health Law Article 1-E
Education Law Sections 409 and 3620

Adopted: 1/29/04
Revised: 6/26/07
Revised: 6/23/09
Revised: 9/12/11
Revised: 6/17/13
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2014 4560
Non-Instructional/Business
Operations

SUBJECT: EXPOSURE CONTROL PROGRAM

The BOCES shall establish an exposure control program designed to prevent and control exposure
to bloodborngathogens. According to the New York State Department of Labor's Division of Safety
and Health and OSHA standards, the program shall consist of:

a)

b)
c)
d)
e)

f)

9)
h)

Guidelines for maintaining a safe, healthy school environment to be followed by staff and
students alike.

Written standard operating procedures for blood/body fluid elgan
Appropriate staff education/training.

Evaluation of training objectives.

Documentation of training and any incident of exposure to blood/body fluids.

A program of medical managementpgrevent or reduce the risk of pathogens, specifically
hepatitis B and HIV.

Written procedures for the disposal of medical waste.

Provision of protective materials and equipment for all employees who perfonralgdéd
tasks involving exposure or potel exposure to blood, body fluids or tissues.

Occupational Safety and Health Administration (OSHA)
29 Code of Federal Regulations (CFR) 1910.1030

Adopted: 1/29/04
Revised: 8/13/14



2012 4561
Non-Instructional/Business
Operations

SUBJECT: PEST MANAGEMENT AND PESTICIDE USE

The Board is committed to maintaining the integrity of school buildings and grounds while
protecting the health and safety of students and staff and maintaining afprediearning environment.

It is therefore the policy of the BOCHS incorporatelntegrated PesManagement (IPM)
procedures for control of weeds, structural and landscape pests. The objective of this program is to
provide necessary pest control whikking the least toxic approach to all pests, weeds and infestations.

An IPM Coordinator will be appointed by the District Superintendent. The Coordinator will be
responsible for implementing the IPM policy and plan.

Recordkeeping
Records of pesticidese will be maintained on site for three (3) years. Records will be completed

on the day of pesticide use. In addition, pest surveillance records will be maintained to help verify the
need for pesticide treatments. Annual reports of any applicatiortdomssnt to DEC.

Adopted: 4/25/12
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2012 4570

1of2
Non-Instructional/Business
Operations

SUBJECT: RECORDS MANAGEMENT

A Records Management Officer shall be designated bisteict Superintendent, subject to the
approval ofand appointment by the Board of Education. The Records Management Officer, who reports
to the Director of Business Affairs, shall coordinate the development of and oversee a program for the
orderly and efficient management of records, including the digpbsition or destruction of obsolete
records, and shall be given the authority and responsibility to work with ottedofficials at all levels
in the development and maintenance of the records management program.

The BOCES shall retain records farch a period and dispose of them in the manner described in
Records Retention and Disposition SchedulelEBstablished pursuant to Part 185, Titlél \6F the
Official Compilation of Codes, Rules and Regulations of the State of New York and Artiél@bthe
Arts and Cultural Affairs Law.

The Records Management Officer shall have all the necessary powers to carry out the efficient
administration, determination of value, use, preservation, storage and disposition of the inactive public
records kept,illed or received by the offices and departments of the BOCES.

a) The Records Management Officer shall continually survey and examine records to
recommend their classification so as to determine the most suitable methods to be used for
the maintaining, stormand servicing of:

1. Obsolete and unnecessary records according to scheduleaB®its amendments.

2. Records containing legal, fiscal, historical or educational value which warrant their
permanent retention; or

3. Records not subject to disposition accordim&tate Law.

b) Establish guidelines for proper records management in all of BOCES various departments
and offices.

c) The Records Management Officer shall oversee the storage, disposition, processing and
destruction of all inactive and archival recordsPotnaniNorthern Westchester BOCES.

The Records Management Officer shall maintain physical custody and official responsibility of all
records in hi#er possession. Department heads shall retain constructive control and authority over all
department reards.

No records shall be destroyed or otherwise disposed of by an office or department of BOCES
unless approval has been obtained from the Records Management Officer or his/her appointee. No
records shall be destroyed or otherwise disposed of by tberd®&eManagement Officer or his/her
appointee without the written consent of the department head having authority.

Records not listed on a records retention and disposition schedule shall not be disposed of without
the approval of the Commissioner of Edtion.

(Continued)
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2012 4570

20f2
Non-Instructional/Business
Operations

SUBJECT: RECORDS MANAGEMENT (Cont dd.)

Records that have beelamaged by natural or manmade disaster and constitute a human health or
safety risk also require tteo mmi s si oner 6s pr i or Repdng appreval, theye f o r
shall be secured in a place that will protect the health and safety of personnel and students.

Replacing Original Records with Microforms or Electronic Images

Digital images of phlic records may be stored on electronic media, and such electronic records may
replace paper originals or micrographic copies of these records. To ensure accessibility and
intelligibility for the life of these records, the BOCES shall follow the procesiprescribed by the
Commissioner of Education.

Retention and Preservation of Electronic Records

The BOCES shall ensure that records retention requirements are incorporated into any plan and
process for design, redesign, or substantial enhancemenindbamation system that stores electronic
records.

8 New York Code of Rules and Regulations
(NYCRR) Part185

Public Officers Law Section 6B

Local Government Records Act of 1987
Arts and Cultural Affairs Law Article 5A

Refer also to Polic{346

Adopted: 1/29/04
Revised: 6/23/09
Revised: 4/25/12
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2012 4580

1of3
Non-Instructional/Business
Operations

SUBJECT: WELLNESS

The Putnam/Northern Westchester BOCES recognizes that all members of the school community
benefit from healthy eating and physical activity. The BOCES is committed to providing access to
healthful foods and physical activities so that students and staff are able to achieve their academic and/or
physical potential, mental growth, and lifelongglth and wetbeing.

The BOCES will establish a wellness committee consisting of representatives from each of the
following groups:

Parent&Guardiaw/Persos in Parental Relation
Students

School Lunch Program

BOCES Board

Administrators

Teachers

Registered Nurses

Office Support Staff

ONokrwNE

The BOCES Wellness Committee will assess current activities, programs, and policies available
in the BOCES; identify specific areas of need within the BOCES; develop the policy; and provide
mechanisms for implemertian, evaluation, revision, and updating the policy.

Goals to Promote Wellness

Nutrition Education

The BOCES will provide nutrition education as an integral part of the curriculum to foster healthy
eating habits and other nutritiwalated behaviorsomducive to health and weleing.

Our programs will ensure that students in gradel2Keceive nutrition education that provides
the knowledge they need to adopt healthy lifestyles. Nutrition education will include instruction
that helps students leamore about the importance of various food groups; caloric, sugar, and fat
intake; the role of media in marketing and advertising food and beverages; and the relationship of a
balanced diet and regular exercise to a healthy lifestyle. Curricula wiltiaatstruction on healthy
body image, weight management, and eating disorders.

Nutrition concepts will be reinforced by all school personnel and integrated into various subject
areas, such as literature, science, social studies, mathematics, andhp#iots as appropriate. This
integration will include developmentally appropriate, culturally relevant, and participatory activities,
such as contests, promotions, taste testing, farm visits, and school gardens. Health and wellness
information will be dsplayed on various bulletin boards in each school building. Family members
will be a critical part of the team responsible for teaching children about health and nutrition.

(Continued)
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2012 4580

2 0of3
Non-Instructional/Business
Operations

SUBJECT: WELLNESS (Contod.)

The BOCES Wellness Committee will provide teacher education materials that can be used to
supplement classroom instruction at the elementary, middle, and high school level. Staff primarily
responsible fonutrition education will participate in professional development activities that will
promote the effective delivery of quality nutrition education.

Physical Activity

The BOCES will provide opportunities for every student to develop the knowledg&ibsdor
specific physical activities, to maintain physical fithess, to regugaiticipatein physical activity,
and to understand the benefits of a physically active and healthy lifestyle.

The purpose of the physical education program is to cohtrdou t 0 each st udent
development in the physical, cognitive, and social domains through a movieasexdt curriculum.
This involves delivery of a planned, sequentiallX instructional program that teaches skills,
behaviors, and knowledge. Tleeare necessary to function at an adequate level of competence
enabling each student to be an active, physically and mentally fit individual throughout life.

The BOCES wellness program will incorporate activities/programs for staff that isggsical
fitness and mental health that are a part of a comprehensive lifestyle and focus on the importance of
preventative health measures.

Other Schocsbased Activities

The BOCES is committed to establishing a school environment that presents consbiess
messages and is conducive to healthy gatimd physical activity for all.

Nutrition Guidelines

TheBOCES Wellness Committee wébktablish and implement the nutrition standards set forth
by the Child Nutrition Act for the entire BOCESmpus. The goal of the guidelines is to encourage
healthy, lifelong eating habits by providing foods that are high in nutrients, low in fat, and of moderate
portion size. This will be accomplished through the use of substitute ingredients, cookinguieshn
portion control, and alternate menu choices.
Assurance

Guidelines for reimbursable school meals shall not be less restrictive than applicable federal

regulations and guidance issued pursuant to the Child Nutrition Act and the Richard B. Ratssedl N
School Lunch Act, as those regulations and guidance apply to schools and BOCES.

(Continued)
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2012 4580

30f3
Non-Instructional/Business
Operations

SUBJECT: WELLNESS (Contod.)

Implementation and Evaluation ofthe Wellness Policy

The Committee will meet at least three times each year to monitor the implementation of the
policy and to evaluate its effectiveness. Informal surveys, periodic checks of the nutritional content of
food prepared for staff and studeaind vending machine offerings, and other measures will be used for
this purpose. The BOCES Wellness Committee will report annually to the Board on the implementation
of this policy.

Adopted: 6/27/06
Revised: 6/26/07
Revised: 4/25/12
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2015 4590

1of3
Non-Instructional/Business
Operations

SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION

The BOCES values the protection of private information of individuals in accordance with
applicable law and regulations. Further, the BOCES is required to notify affected individuals when
there has been or is reasonably believed to have been a compofiset h e | pridatevi d u
informationin compliance with the Information Security Breach and Notification Act and Board policy.

a.nPri vat e shalfmearpersonal ifamneatiom combination with any one or more
of the following data elements, wheither thepersonal information or the dagéement
is not encrypted or encrypted with an encryption key that has also cpeared:

1. Social security number;

2. Driver 6s | i c e-drigeeidentificatiorecard mumbernoo n

3. Account number, creditralebit card number, in combination with any required security
code, access code, or password which
financial account.

APrivat e doed notrindadpublicly available information that is lawfully made
available to the general public from federal, state or local government records.

b.AaPer sonal shall mean angibformatiod concerning a person which, because of
name, number, symbol, mark omet identifier, can be used to identify that person.

c.iBreach of t h ehalsneanwnauthosizedsaggsisitiomor aezquisition without
valid authorization of computerized data which compromises the security, confidentiality, or
integrity of persnal information maintained by the BOCES. Good faith acquisition of
personal information by an employee or agent of the BOCES for the purposes of the BOCES
is not a breach of the security of the system, provided that private information is not used or
sulject to unauthorized disclosure.

Examples of Determining Factors

In determining whether information has been acquired, or is reasonably believed to have been
acquired, by an unauthorized person or persons without valid authorization, the BOCE&sidgr
the following factors, among others:

a. Indications that the information is in the physical possession and control of an unauthorized
person, such as a lost or stolen computer or other device coniaimimgation; or

b. Indications that theaformation has been downloaded or copied; or

(Continued)
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c. Indications that the information was used byuaauthorized person, such as fraudulent
accounts opened or instances of identity theft reported.

Notification Requirements

a. For any computerized datawned or licensedoy the BOCES that includes private
information, the BOCES shall disclose any breach of the security of the system following
discovery or notification of the breach to any New York State resident whose private
information was, or is reasonably believedh&ve been, acquired by a person without valid
authorization. The disclosure to affected individuals shall be made in the most expedient
time possible and without unreasonable delay, consistent with the legitimate needs of law
enforcement, or any measurecessary to determine the scope of the breach and restore the
reasonable integrity of the data system. The BOCES shall consult with the State Office of
Information Technology Serviceto determine thescope of the breach and restoration
measures.

b. For any computerized dataaintainedby the BOCES that includes private information
which the BOCES does not own, the BOCES shall notify the owner or licensee of the
information of any breacbf the security of the system immediately following discovery, if
the private information was, or is reasonably believed to have been, acquired by a person
without valid authorization.

The notification requirement may be delayed if a law enforcementagietermines that such

notification impedes a criminal investigation. The required notification shall be made after the law
enforcement agency determines that such notification does not compromise the investigation.

Methods of Notification

The requied notice shall be directly provided to the affected persons by one of the following
methods:

a. Written notice;

b. Electronic notice, provided that the person to whom notice is required has expressly
consented to receiving the notice in electronic form; alafyaf each such notification is
kept by the BOCES when notifying affected persons in electronic form. However, in no case

shall the BOCES require a person to consent to accepting such notice in eletromias
a condition of establishing any busess relationship or engagiimgany transaction;

c. Telephone natification, provided that a log of each such notification is kept by the BOCES
when notifying affected persons by phone; or

(Continued)
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d. Substitute notice, if the BOCES demonstrates to the State Attorney General that the cost of
providing notice would exceed $250,000, or that thecdfi class of subject persons to be
notified exceeds 500,000, or that the BOCES does not have sufficient contact information.
Substitute notice shall consistalf of the following:

1. E-mail notice when the BOCES has amail address for the subject pens;

2. Conspicuous posting of the noticeonthe®BBS 6 websi te page, i f t
one; and

3. Notification to major statewide media.

Regardless of the method by which notice is provided, the notice shall include contact
information for thenotifying BOCES and a description of the categories of information that were, or
are reasonably believed to have been, acquoyed person without a valid authorization, including
specification of which of the elements of personal information and prindemation were, or are
reasonably believed to have been, so acquired.

In the event that any New York State residents are to be notified, the BOCES shall notify the
State Attorney GeneréhG), theNew York StateDepartment of tate and theNew York State Office
of Information Technology Servicess to the timing, content and distribution of the notices and
approximate number of affected perso8sich notice shall be madéthout delaying notice to affected
New York State residents.

In the event that more than 5,000 New York State residents are to be notified at one time, the
BOCES shall also notify consumer reporting agencies, as defined pursuant to State Technology Law
Section 208, as to the timing, content and distribution of the notices and approximate number of affected
persons. Such notice shall be made without delaying notice to affected New York State residents. A
list of consumer reporting agencies shall be atedy the State Attorney General and furnished upon
request to school districts required to make a notification in accordance with Section 208(2) of the State
Technology Law, regarding notification of breach of security in the system for any computkiaed
owned or licensed by the BOCES that includes private information.

Producing and Maintaining Documents
The BOCES will develop notificationform for complying with this policy and will maintain
a record of alhatifications.
StateTechnology Law Sections 202 and 208

Adopted: 6/26/07
Revised: 4/22/15
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SUBJECT: DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS AND
OTHER SAFETY -SENSITIVE EMPLOYEES

In accordance with federal regulationsll employeeswhose job requires maintaining a
commerciald r i vlieensg §CDL), aresubpct to random testing for alcohol, marijuana, cocaine,
amphetamines, opiates (including heroin), and phencyclidine (PCP). The BOCES shall adhere to federal
law and regulations requiring the implementation of a drug and alcohol testing progremyimyees
requiringa CDL.

The BOCES shall establish and manage its own progedtiner by contract or through a
consortium for the provision of alcohol and drug testing of employees in -sa&fiesjtive positions.
Safetysensitive employees (SSE), including school bus drivers who drive a vehicle which is designed
to transport 16 or more passengers (including the driver), shall be subject to this requirement.

Federal regulations require that the BOCES test schaalifivers and other SSEs for alcohol and
drugs at the following times:

a) Drug testing will be conducted after an offer to hire, but before actually performing-safety
sensitive functions for the first time. Such j@mployment testing will also be required
when employees transfer to a safsénsitive position.

b) Safetysensitive employees are also subject to a random drug and/or alcohol test on an
unannounced basis just before, during or just after performance ofsafestiyive functions.

c) In addition, testing wild/l be ordered i f a
an employee has engaged in prohibited use of drugs and/or alcohol.

d) There will also bepostaccidenttesting conducted after accidents on employees whose
perfaomance could have contributed to the accidents.

e) Finally, returnto-duty and followup testing will be conducted when an individual who has
violated the prohibited alcohol and/or drug conduct standards returns to performing safety
sensitive duties. Faliv-up tests are unannounced and at least 6 tests must be conducted in
the first 12 months after an employee returns to duty. Fallpwesting may be extended
for up to 60 months following retuto-duty.

All employee drug and alcohol testing will be kepnfidential and shall only be revealed without

the driver's consent to the employer, a substance abuse professional, drug testing laboratory, medica
review officer and any other individual designated by law.

(Continued)
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The following alcohol and controlled substanretated activities are prohibited by the Federal
Hi ghway Administrationb6és drug use and al cohol
and other SSEs:

a) Reporting for duty or remaining on duty perform safetysensitive functions while having
an alcohol concentration of 0.04 or greater.

b) Being on duty or operating a commercial motor vehicle (CMV) while the driver possesses
alcohol, unless the alcohol is manifested and transported as part ahashiphis includes
the possession of medicines containing alcohol (prescription oittloereounter), unless the
packaging seal is unbroken.

c) Using alcohol while performing safegensitive functions.
d) Using alcohol 4 hours or less before duty.

e) When requed to take a posiccident alcohol test, using alcohol within eight hours
following the accident or prior to undergoing a pastident alcohol test, whichever comes
first.

f)  Refusing to submit to an alcohol or controlled substance test required bscpiosnt,
random, reasonable suspicion or folloyw testing requirements.

g) Reporting for duty or remaining on duty, requiring the performance of sséeisitive
functions, when the SSE uses any controlled substance. This prohibition does not apply when
instructed by a physician who has advised the SSE that the substance does not adversely
affect the SSE's ability to safely operate a CMV.

h)  Reporting for duty, remaining on duty or performing a sasefysitive function, if the SSE
tests positive for controltesubstances.

Drivers and other SSEs who are known to have engaged in prohibited behavior with regard to
alcohol misuse or use of controlled substances are subject to disciplinary action and penalties pursuant
to BOCES policy and collective bargaining egments, as well as the sanctions provided for in federal
law. SSEs who have engaged in such prohibited behavior shall not be allowed to perform safety
sensitive functions until they are:

a) Evaluated by a substance abuse professional (SAP).

(Continued)
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b) Complete any requirements for rehabilitation as set bB@EESand the SAP.

c) Pass a returto-duty test with the result below 0.02 if the conduct involved alcohol, or a
controlled substance test with a verified negative result if the conduct involved controlled
substance use.

d) The SSE shall also be subjectusannounced follovup alcohol and controlled substance
testing. The number and frequency of such follqvesting shall be as directed by the SAP,
and consist of at least 6 tests in the first 12 monfwdlow-up testing may be extended for
up to60 months following return to duty.

The District Superintendent shall ensure that each SSE receives a copy of BOCES policy,
educational materials that explain the requirements of the alcohol and drug testing regulations, and any
regulations and/or procedures d®ped by the BOCES with respect to meeting those requirements.
The District Superintendent or his/her designee shall ensure that a copy of these materials is distributed
to each SSE, who shall sign for receipt of all of the above documents, as weleaapytopriate
personnel, prior to the start of alcohol and controlled substance testing as well as at the beginning of
each school year or at the time of hire for any sesetysitive employees. Representatives of applicable
collective bargaining unitshall be notified of the availability of this information.

The District Superintendent or his/her designee shall arrange for training of all supervisors who

may be utilized to determine whether fircendsstonab
involving alcohol or controlled substance use/abuse.

Any violation of this policy, administrate regulations and/or procedures, and applicable federal
and state laws by a covered employee shall be grounds for disciplinary action includnuay, liooited
to, fines, suspension, and/or discharge in a manner consistent with BOCES policy, collective bargaining
agreements and applicable law.

Regulations shall be established as necessary to implement this policy.

Omnibus Transportation Employee Testing Act
of 1991 (P.L.102143)

49 United States Code (USC) Section 521(b)
49 Code of Federal Regulations (CFR) Parts
40, 382, 391, 392 and 395

Adopted: 1/29/04
Revised: 6/26/07
Revised 6/16/15
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SUBJECT: USE OF VEHICLES FOR SCHOOL RELATED TRIPS

Whenever possible, BOCES owned vehicles should be used for transportation for school purposes.

The Operatioaand Maintenance Department is responsible for the vehicles owned by the Board
of Cooperative Educational Services. Hence, use of the vehicles should be cleared with the Director of
Operatiors and Maintenance.

Some vehicleare available to staff for bfial use providing such use will not impede the timely
and orderly carrying out of our primary transportation needs: transportation of pupils, deliveries of
educational materials to BOCES locations and component schools, etc. BOCES owned vehimies are n
available for the personal use of staff, nor should they be taken home except for practical reasons such
as early morning departure or late return on official trips.

Vehicles will be gassed up at the BOCES pump and ready for the trip. The pergpoa wesicle
on a trip should procure a gasoline credit card from the Business Office if refueling will be necessary.

Cars and keys should be returned to the Opeaod Maintenance Office unless different
arrangements have been made in advance.

Arrangements for vehicles should be made with the Opersziath Maintenance office as soon as
a need is known, preferably not later than the day preceding the need. Emergency or unanticipated
needs will be met if vehicles are available.

Adopted: 1/29/04
Revised: 6/26/07
Revised: 6/23/09
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SUBJECT: OWNED OR LEASED VEHICLES
PutnaniiNorthern Westchester BOCES owned or leased vehicles may be made available for official
travel by BOCES personnel upon approval of the District Superintendent or designee.

The District Superintendent or designe®y approve reimbursement for travel for professional
purposes in a private vehicle at a rate approved by the BOCES or through negotiated contract.

In no case is a BOCES owned vehicle to be approved for personal use unless authorized by the
Board of Cooprative Educational Services.

Maintenance of a Vehicle Inventory

The Director oBusiness Affairaill maintainan inventory of all BOCES owned vehicles.

Adopted: 1/29/04
Revised: 6/26/07
Revised: 6/23/09

181



2012 4631
Non-Instructional/Business
Operations

SUBJECT: PASSENGER VEHICLES FOR ADMINISTRATIVE USE

To insure the accessibility of transportation for members of the administrative staff whose duties
require that they be available at all times to service the needs of the component districts as well as of
BOCES, passenger vehicles may be purchased, oa staitract or otherwise, foull use by
administrative staff to include the District Superintendeatd the Director of Operations and
Maintenance Such vehicles will be owned, insured and servineBOCES.

Education Law Sectioh950

Adopted: 6/26/07
Revised: 4/25/12
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SUBJECT: TRANSPORTATION TO SCHOOL SPONSORED EVENTS

Where the BOCES has provided transportation to students enrolled in the BOCES to a school
sponsored field trip, extracurricular activity or any other similar event, it shall provide transportation
back to either the point of departure or to the appropiatation at the BOCES unless the
parentguardian/person in parental relatioha student participating in such event has provided the
BOCES with written notice, consistent with BOCES policy, authorizing an alternative form of return
transportation for sth student or unless intervening circumstances make such transportation
impractical. In cases where intervening circumstances make transportation of a student back to the point
of departure or to the appropriate school in the BOCES impractical, a rapteseof the BOCES shall
remain with the st ude guardiahpetsonlin parantahrelasichas beent 6 s
contacted and informed of the intervening circumstances which make such transportation impractical;
and the student has been deleceto higher parernguardiarperson in parental relation

Education Law Sections 1604, 1709, 1804, 1903, 1950,
2503, 2554, and 2599

Adopted: 1/29/04
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SUBJECT: QUALIFICATIONS OF BUS DRIVERS

A person shall be qualified to operate a bus only if such person:

a)

b)

c)

d)

f)

9)

h)

Is at least twentpne (21) years of age;

Has been issued a currently valid opeforat or ¢
the operation of a bus in New York State;

Has passed the annual bus driver physical examination administered pursuant to Regulations of
the Commissioner of Education and the Commissioner of Motor Vehicles. In no case shall the
interval between physat examinations»eeed a thirteemonth (13) period;

Is not disqualified to drive a motor vehicle under Vehicle and Traffic Law Sections &06
509-cc and any other provisions of Article-29

Has on file at least three (3) statements from thrediff&rent persons who are not related to
the driver/applicant pertaining to moral character and to the reliability of such driver/applicant;

Has completed, or is scheduled to complete, State Education Department safety programs as
required bylaw;

Is in compliance with federal law and regulations, as waB@EESpolicy and/or regulations,
as it pertains to meeting the standards governing alcohol and controlled substance testing of bus
drivers if and when applicable;

Has taken and passedplysical performance test at least omeery two (2) years and/or
following an absence from service of sixty (60) or more consecutive days from his/her scheduled
work duties; and

Is in compliance with all other laws and regulations for operating a sd¢husolincluding
licensing and training requirements.

Special Requirements for New Bus Drivers

Before employing a new bus driver, the District Superintendehis/her designesghall:

a)

Require such person to pass a physical examination within fowe@Ks prior to the beginning
of service;

(Continued)
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b) Obtain a driving record from the appropriate agency in every state in which the pE=isieal,
wor ked, and/ or held a driverdés |icense or |

c)l nvestigate the personés employment record

d) Require such person to submit tothe mandatedfingerprinting procedures/criminal history
background check:

e) Request the Department of Motor Vehicles to initiate a driving record abstract check; and

f) Require that the newly hired bus drivake and pass the physical performance test, as mandated
by Commi ssioneré6és Regul ations, before they

Occasional Drivers

Under Commi ssionerds Regul ations, an occasi ol
by a school disict or Board of Cooperative Educational Services (BOCES) who is not primarily
employed as a school bus driver or substitute bus driver on either-tamiellbor parttime basis.
Occasional drivers used for other than regular routes are not requirdfditth&itraining required for
regular school bus drivers.

Omnibus Transportation Employee

Testing Act of 1991, (Public Lad02-143)

49 United States Code (USC) Section 521(b)
49 Code of Federal Regulations (CHRjrts 40
391,392 and 395

Education LawSection 3624

Vehicle and Traffic Law Sections 5@9509-cc
and Article 19A

8 New York Code of Rules arRlegulations
(NYCRR) Section 156.3

15 New York Code of Rules arikgulations
(NYCRR) Section 6

Adopted: 1/22/08
Revised: 6/23/09
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SUBJECT: IDLING SCHOOL BUSES ON SCHOOL GROUNDS

The Board recognizes the need to promote the health and safety of BOCES students and staff and
to protect the environment from harmful emissiémsnd in bus and vehicle exhaust. In accordance
with Educati on Law and Commi ssioner 6s Regul at
practicable, the idling of all school buses and other vehicles owned or leased by the BOCES while such
bus or vehicles parked or standing on school grounds or in front of any school. This policy also applies
to contractor owned and operated school buses under contract with the BOCES.

The BOCES shall ensure that each driver of a school bus or other vehicle owsed, dea
contracted for by the BOCES turn off the engine of the bus or vehicle while waiting for passengers to
load or off load on school grounds, or while such vehicle is parked or standing on school grounds or in
front of or adjacent to any school.

Exceptions

Unless otherwise required by State or local law, the idling of a school bus or vehicle engine may
be permitted to the extent necessary to achieve the following purposes:

a) For mechanical work; or
b) To maintain an appropriate temperature for passerggefort; or
c) In emergency evacuations where necessary to operate wheelchair lifts.
Private Vendor Transportation Contracts
All contracts for pupil transportation services between the BOCES and a private vendor that are
entered into on or after Augudtl, 2008 shall include a provisio
with the provisions of reducing idling in acco
Education Law Section 3637
Vehicle and Traffic Law Section 142

8 New York Code of Rules and Regulations
(NYCRR) Section 156.3(h)

Adopted: 6/23/09
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SUBJECT: FINANCIAL ACCOUNTABILITY

BOCES must have internal controls in place to ensure that:

The goals and objectives of the BOCES are accomplished;

Laws, regulations, policies, and good business practices are complied with;
Audit recommendations are evaluated;

Operations arefficient and effective;

Assets are safeguarded; and

Accurate, timely and reliable data are maintained.

The Putnam/Northern Westchester BOCES governance and control environment will include the
following:

a)

b)

d)

g)
h)

)

The BOCES code of ethics addresses conflieghtefrest transactions with Board members and
employees. Transactions thataredtsstar mods | engt h athamampmdhilben g
is a relationship between the BOCES and employees or vendors who are related to BOCES
officials or Board members.

The Board requires corrective action for i
(CPAG6s) management |l etter, audit reports, t
The Board has established the required policies and procedures conB&AIES operations.

The Board routinely receives and discusses the necessary fiscal reports including the:

1) Treasurerds cash reports

2) Profit & Loss report

3) Quarterly extreclassroom activity fund repart

4) Shat-termfund balance projections (usually starting in January).

5) Accounts Receivable Aging Report

The BOCES has a loAgrm (three to five years) financial plan f@pitalprojects.

The BOCES requires attendancetraining 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.

The Board has an audit committee to assist in carrying out it§ dseesight responsibilities.

The BOCES6 information systems -tadake. economic
All computer files are secured with passwords or other controls, backed up on a regular basis,
and stored at an offite or in a secure firepoblocation.

(Continued)
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SUBJECT: FI NANCI AL ACCOUNTABILITY (Contdd.)

n) The BOCES periodicallyerifies that its controls are working efficiently
0) The BOCES shall require all staff to take leave time during the fiscal year, during which time
another staff member performs the duties of the staff member on leave.

Audit Response

Periodically, the BOCES receives audit reports from the External (Independent) Auditor and/or the
Office of New York State Comptroller. The Board will review all audit recommendations in consultation
with the Audit Committee, and respond appropriatelydependent and Comptroller audit reports and
the accompanying management letters will be made available for public inspection. Notice of the
availability of independent and Comptroller audit reports will be published in the BOCES official
newspaper or onlkeaving general circulation in the BOCES. If there is no newspaper, notice must be
placed in ten (10) public places within the BOCES. Additionally, final audit reports from the Office of
the NYS Comptroller should be posted on the BO@ESsite fora perod of five (5) years.

8NYCRR Section 170.12

General Municipal Law Section 33(2)(e)
and 35(1)(2)

NY Education Law Section 2116

Adopted: 8/13/14
Revised: 6/16/15
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SUBJECT: ALLEGATIONS OF FRAUD

Reporting and Investigations of Allegations of Fraud

All Board members and officers, BOCES employees and third party consultants are required to
abide by the BOCESO6 policies, administrative r
Further, all applicable federal and/or state laws and a#gns must be adhered to in the course of
BOCES operations and practices. Any individual who has reason to believe that financial improprieties
or wrongful conduct is occurring within the BOCES is to disclose such information according to the
reporting pocedures established by the BOCEBae reporting procedures will follow the chain of
command as established within the department
Organizational Chart. In the event that the allegations of financiabpripties/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, allegatins 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 BOCES
Attorney, or the Board. The B Odudrgdraugh wid bea b i t i
publicized within the BOCES 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 allegatiori bnancial 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 BOCES has knowledgeasgportoeknow
of, any occurrence of financial improprieties/fraud and/or wrongful conduct, the BOCES will investigate
such conduct promptly and thoroughly. To the extent possible, within legal constraints, all reports will
be treated as confidentially apdvately 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
di sclosure will be provided on aalle@atianedd resutingk n o w
investigation and outcome will be maintained in accordance with law.

Based upon the results of this investigation, if the BOCES determines that an empO¢EeS
official, or BOCES officer has engaged in finanaraproprieties/fraudulent and/or wrongful actions,
appropriate disciplinary measures will be applied. Third parties who are found to have engaged in
financial improprieties/fraud and/or wrongful conduct will be subjecappropriatesanctions as
warranted and in comigihce with law. The application of such disciplinary measures by the BOCES
does nopreclude the filing of civil and/or criminal charges as may be warranted. Rather, when BOCES
officials receive a complaint or report of alleged financial improprietesdfand/or wrongful conduct
that may be criminal in nature, law authorities should be immediately notified.

An appeal procedure will also be provided, as applicable, to address any unresolved complaints
and/or unsatisfactory prior determinations by thpli@able investigating officer(s).

(Continued)
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SUBJECT: ALLEGATI ONS OF FRAUD (Contod.)

Protection of BOCES Employees who Report Information Regarding lllegal or Inappropriate
Financial Practices

Education Lawspecifically provdes that any employee of the BOCES who has reasonable cause
to believe that the fiscal practices or actions of an employe#icer of the BOCES violates lacal,
state, federal law or rudend regulations relating to the financial practices of the BOCES, and who in
good faith reports such information to an official of the BOCES, or to the Office of the State
Comptroller, the Commissner 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 BOCES, nor
employee or officer thereof, shall take, request, or cause a retaliatany agéinst 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 partigate in the investigation of an allegation of illegal or inappropriate fisaatipes
or actions. Followup 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 BES.

Knowingly Makes False Accusations

Any individual whoknowinglymakes false accusations against another individual as to allegations
of financial improprieties/fraud may also face appropriate disciplinary action.

EducationLaw Section3028d

Adopted: 11/29/05
Revised: 6/26/07
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SUBJECT: INTERNAL CONTROLS, RESPONSIBILITY FOR INTERNAL CONTROLS,

AND STANDARDS FOR INTERNAL CONTROLS

An i mportant pacoountability fortthe safeBsecare, dirad fficient management of

BOCES resources is the establishment, implementadioth monitoring of adequate internal controls.
Internal control is a broadly defined process designed to provide reasonable assusdasyréte
achievement of the following objectives:

ASafeguarding of BOCES assets against loss and unauthorized use or disposition;

AEnsuring the validity, accuracy and reliabi
reports;

APromoting adherare to prescribed Policies, Administrative Regulations (regulations), procedures,
and state and federal regulatory requirements; and

AEnsuring the effectiveness and efficiency of BOCES operations.

Responsibility for Internal Control

1. BOCE SO a d manamasdgersaate oespsnsible for establishing and maintaining a system
of internal controls, and for promoting a positive and supportive attitude toward them at all times

by:

A Conducting or assigning to a designee required periodic review of departmental operating
procedures to ensure that the principles and guidelines of internal control are being followed.

A Establishing controls where new types of transactions occur;

A Improving upon existing controls if control weaknesses are detected. See 2 below for
responding to audit results and recommendations.

Because not all administrative units and departments have sufficient resources to provide optimal
control at all times, estiates and judgments must be exercised to assess the costs, benefits, and risks
involved. The costs associated with internal control should not exceed the benefits derived.

A The BOCESnternal auditor and external auditme responsible for reviewing thdezjuacy

of internal controls and for reporting their findings to the Board and appropriate administrative
levels within the BOCES.

A Administrators and managers are required to take prompt and responsive action on all findings
and recommendations madelimth internal and external auditors.

(Continued)
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SUBJECT: INTERNAL CONTROLS, RESPONSIBILITY FOR INTERNAL CONTROLS,
AND STANDARDS FOR |I NTERNAL CONTROLS (Con

A The audit procesis completed only after administrators and managers receive the result of
the audit, and action has been taken to (1) correct identified weaknesses, (2) produce
improvements, or (3) demonstrate that management action is not warranted.

STANDARDS FOR INTERNAL CONTROLS

Board policy can define minimum levels of quality acceptable for internal control and provide the
basis against which internal control is to be evaluated. These standards can be supplemented and applie
to all aspects of BOCES operationsiogrammatic, financial and compliance. However, they are not
intended to limit or interfere with duly granted authority related to developing policy, administrative
regulation or other discretionary procedures in the BOCES. These standards provideah gene
framework. In implementing these standards, the administration is responsible for developing the
detailed administrative regulations, procedures, and practices to fit the BOCES operations and to ensure
that policies, administrative regulations, andgadures are built into an integral part of operations.
Each of the standards is presented below in a short, concise statement. Additional infdeamation
available to administrators and managers to help them incorporate the standards into their daily
opeaations.

Control Environment

The control environment, as established by the District Superintendent, and senior
administrators and managers, sets the tone and influences the control consciousness of employees
Control environment factors include igry and ethical values, employee competence,
leadership philosophy and style, and assignment of authority and responsibility. An administrator
can help promote a good control environment by:

AHolding regular team and ome+-one meetings to review polas, regulations, and procedures,
and enlist support;

APeriodically evaluating staff training needs and providing for staff development:

AClearly communicating performance expectations to staff and providing periodic constructive
feedback; and

AClearlyarticulating positions on ethical issues relating to business so that staff receive a clear,
unambiguous message to act in an ethical manner.

(Continued)
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SUBJECT: INTERNAL CONTROLS, RESPONSIBILITY FOR INTERNAL CONTROLS,
AND STANDARDS FOR |I NTERNAL CONTROLS (Con

Risk Assessment

A Risk assessment is the identification and analysis of relevant risks to the achievement of the
organi zati on 0 s s tbebhase ot determising how Irigks shoald Ime managed.
Every administrator faces risk from external and internal sources that must be assessed. A
precondition to risk assessment is the establishment of clear business objectives at all levels
that are onsistent and relate directly to those of the total organization. This should be a
disciplined, documented and-going process that is communicated to staff members as well
as management.

Control Activities

A Control activities are the policies, adminaive regulations, and procedures that help ensure
management directives are carried out. They help ensure that necessary actions are taken tc
address the risks to achievement of the or
specific forinformation systems, including security program, data center and-séergr
operations controls, system software controls, access security, and application system
development and maintenance controls.

The control activities are the implementing toofanternal control policy. They include a

range of activities as diverse as approvals, authorizations, verifications, reconciliations,
reviews of operating procedures, security of assets and segregation of duties. The general
guidelines for control actities are outlined below.

Separation of Duties

|l ndi vi dual duties are separated so that on
check on another persondés work. No one p
Akey o pr oc earactvitygsudh asaathorizing, approving, certifying, disbursing,
receiving or reconciling.

Authorization and Approval

Proposed transactions are authorized when they are proper and consistent with BOCES policy
and the organi z aonsara aprovedl by thesperson delegateds appraval
authority. Approvalauthority is usually conferredon the basis of some specidnowledge

or competency.

(Continued)
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SUBJECT: INTERNAL CONTROLS, RESPONSIBILITY FOR INTERNAL CONTROLS,

AND STANDARDS FOR |I NTERNAL CONTROLS (Con

Custodial and Security Arrangements

The responsibility for the physical security (custody) of assets is separated from the related
recordkeeping(accounting) for those assets. Unauthorized access to assets and accounting
records is prevented.

Review and Reconciliation

Departmental accounting records and documardgd) examined by employees who possess
sufficient understanding of the BOCHi®ancial system to verify that recorded transactions
actually took place and were made in accordance with prescribed procedurescamgaed

with uniform financial system reports and financial statements to verify their reasonableness,
accuracy att completeness.

Information and Communication

A

Il nformati on and communication systems enab
and employees to capture and exchange the information needed to conduct, manage and
control its operations. Pertineinformation must be identified, captured and communicated

in a form and timeframe that enables a manager and staff to carry out their responsibilities
efficiently. Information systems produce reports containing operational, financial and
compliancerelated information that make it possible to run and control a business or academic
unit. Effective communication must also occur in a broader sense, flowing down, across and
up the unit. All staff must understand their own role in the internal control syatewell as

how individual activities relate to the work of others.

Monitoring

A

Internal control systems need to be monitoiea process that assesses the quality of the
systemdés performance over ti me. Ongoing
operations and includes regular management and supervisory activities. In addition, separate
operational evaluations are conducted based upon the assessment of risks and the effectivenes:
of ongoing monitoring procedures. Adequate supervision of pers@mue monitoring
activities are required to ensure the reliability of accounting and/or operational controls by
pointing out errors, omissions, exceptions and inconsistencies in the application of procedures.

Adopted: 6/26/07
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SUBJECT: INTERNAL AUDIT FUNCTION

The Board recognizes its responsibility to ensure sound fiscal management of the BOCES. To
this end, the Board establishes an internaltdudiction, to be performed by an individual or entity
appointed as the Ainternal auditor .o The inte
the pleasure of the Board. The internal auditor shall report directly to the Board andislealtiyathe
policies and regulations regarding conduct of business on the BOCES campus.

The internal auditor shall perform the following tasks as the internal audit function in accordance
with generally accepted accounting standards:

1. Developan annualrisk assessmemf district fiscal operations which shall include but not
be limited to

a. review of financial policies and procedures, and
b. testing and evaluation of the District ¢
control weaknesses, size and complexity of operations.

2. Review and update such risk assessment annually;
3. Prepare reports, at least annually or more frequently as the Board may direct, which

a. Analyze significant risk assessment findings
b. Recommend changes for strengthening controls and reducing identified risks, and
c. Specify time frames for implementation of such recommendations.

To fulfill this function, the BOCES may use imngmnicipal cooperative agreements or
independent cordictors as long as such pamsel or entities performinthe internal audit function
comply with the Commi ssioner6s Regul ations. T
this function but only if such persons do not have any responsibilitiegter business operations of
the BOCES while performing such function. The individual or entity engaged as the internal auditor
must meet the test of independence as describe

Education Law 211®; SNYCRR 170.12

Adopted: 6/27/06
Revised: 6/26/07
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SUBJECT: AUDIT COMMITTEE

No later than January 1, 2006, an Audit Committee shall be established by Board resolution.
The Audit Committeenay consist of:

a) The Board as a whole;

b) A subcommittee of the Board; 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 servéhenadvisory committee shall be
independent and shall not:

1. Be employed by the BOCES;

2. Be anindividual who within the last two years provided, or currently prodes,
services to the BOCES;

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

4. Be a close or immediate family member of an employee, officer, or contractor

providing services tohte B OCES. A ficlose family
parent/guardian/person in parental relatjosibling or nondependent child; and
Ai mmedi ate family membero is a spouse,

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 BOCES finances. They shall serve without
compensation, but shall be reimbursed for any actual ecglssary expenditure incurred in relation to
attendance at meetings. Employees of the BOCES are prohibited from serving on the Audit Committee.
Members of the Audit Committee shall be deemed BOCES Officers, but shall not be required to be
residents of ta BOCES.

The role of the Audit Committee shall be advisory unless the Audit Committee consists of at least a
guorum of Board members, and any recommendations it provides to the Board shall not substitute for
any required review and acceptance by the @&oar

The Audit Committee shall develop and submit to the Board for approval a formal, written charter
which includes, but i's not i mited to, provi s
responsibilities and membership requirements.

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:

(Continued)
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SUBJECT: AUDI T COMMI TTEE (Cont 6d.)

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 suspectdchud, 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 (Indapefdditor
for the BOCES;

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
BOCES fiscal operations d e vrespoosibitities uader p at
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, workdirectly with the External (Independent) Auditimrassist the Board 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 BOCES and assist the Board in its
implementation.

Corrective Action Plan

Within ninety days of receipt of the report or management letteDistact Superintendent shall
prepare a corrective action plan approved by the Board in response to any findings contained in:

a. The annual exteal audit report or management letter;
b. A final audit report issued by the BOCES internal auditor;

c. Afinal report issued by the State Comptroller;

(Continued)
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SUBJECT: AUDITCOMMITTEE ( Cont 6d. )
d. A final audit report issued by the State Education Department; or
e. A final audit report issued by the United Statesn office, agency or department thereof.

The corrective action plan must be filed with the State Education Departmentapptbipriate,
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 Committéeclude: assisting in the oversight of the
Internal Auit Function including, but not limited to, providing recommendations regarding the
appointment of the Internal Auditor; reviewing significant findings and recommendations of the Internal
Auditor; montoring the BOCES 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 pursudPaliic Officers Law
Section 10%ertaining tahe 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
BOCES fiscal operations d e vrespoosibitities uader p at
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 diregtl with the External (Independent) Auditor, assist the Board 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 authorize@&bara resolution. However,
i f such Board member ds attendance results in a
by formal vote may constitute official Board action.

Education Law Sections 2146and 38143813
Public Officas Law Sections 105(b), 105(c) and
105(d)

8 New York Code of Rules and Regulations
(NYCRR) Section 170.12(d)

Adopted: 6/8/07
Adopted: 6/23/09

19¢



2012 4750
Non-Instructional/Business
Operations

SUBJECT: PAYROLL PROCEDURES

The Board recognizes the importance of the payroll function to the effective administration of the
BOCES The Board is also aware that this is an area at risk of fraud and abuse. The Board directs the
District Superintendent to establiginocedures to reasonably ensure the accuracy and integrity of the
payroll system.

A duly certified payroll is oathat has been examined and approved bynitheidual authorized
by the Board at its annual Organization meeting to certify payrtlshall be the responsibility of the
Director of Businesaffairs, and his/her staff to prepare all payrolls.

The District Superintendent will initiate a periodic test tafyeghe accuracy and appropriateness
of the BOCES payroll. This test shall tenducted by the Director of Business Affairs. The test shall
confirm that individuals listed on the payroll are currently employed by the BOCES, and that the title,
hours worked, and wages listed are correct. The test shall also confirm that indiligtadlsas
employees are employees and not independent contractors. The District Superintendent will evaluate
the results of the test and determine if improvements need to be made.

Payroll procedures will also be reviewed periodically by the interrtatau The internal auditor
will report findings and recommendations to the Board. It is the intention of the Board tedatrable
andnecessary steps tmpayrdlaf eguard the BOCESO

Education Law Article 11; 881604; 1719/20; 2116a
Retirement and Social Security law 834
2 NYCRR §8315.2; 315.3

Adopted: 7/2/08
Revised: 4/25/12
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SUBJECT: RESERVE FUNDS

Reserve funds (essentially a legally authorized savings account designated for a specific purpose)

are an i mportant component in the BOCESO6 finan
other lawful puposes. To this end, the BOCES may establish and maintain reserve funds in
accordance with New York State Laws, Commi ssi o

issued by the Office of the New York State Comptroller, as applicable. The BOCE&oshglly

with the reporting requirements of Article 3 of the General Municipal Law of the State of New York
and the Governmental Accounting Standards Board (GASB) issued GASB Statement Number 54,
Fund Balance Reporting and Governmental Fund Type Defisition

Any and all BOCES reserve funds shall be properly established and maintained to promote the
goals of creating an open, transparent and accountable use of public funds. The BOCES may engage
independent experts and professionals, including but naetind, auditors, accountants and other
financial and legal counsel, as necessary, to monitor all reserve fund activity and prepare any and all
reports that the Board may require.

Periodic Review and Annual Report

The Board will periodically review atkeserve funds. The BOCES will also prepare and submit an
annual report of all reserve funds to the Board. The annual report shall include the following
information for each reserve fund for the current fiscal year:

a) The type and description of theserve fund;

b) The date the reserve fund was established and the amount of each sum paid into the fund;

c) The interest earned by the reserve fund,;

d) Capital gains or losses resulting from the sale of investments of the reserve fund;

e) The total amount and date @ich withdrawal from the reserve fund;

f) The total assets of the reserve fund showing cash balance and a schedule of investments;
and

g) An analysis of the projected needs for the reserve fund in the upcoming fiscal year and a
recommendation regarding thosejected needs.

(Continued)
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SUBJECT: RESERVE FUNDS (Contdd.)

The Board will utilize thenformation in the annual report to make necessary decisions to adequately
mai ntain and manage the BOCESO6 reserve fund ba
a fiduciary of the funds.

The District Superintendent shall develop any necgssal/or appropriate regulations to implement
the terms of the Boardoés policy.

Adopted: 8/13/14
Revised: 6/16/15
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND BREAKFAST)

School Food Program (Lunch and Breakfast)

The Board has entered into an agreement with the New York State Education Department to
participate in the National School Lunch Program, School Breakfast Programr &pe@al Milk
Program to receive commodities donated by the Department of Agriculture and to accept responsibility
for providing free and reduced price meals to elementary and secondary students in the schools of the
BOCES

The District Superintendentrodesigneeshall have the responsibility to carry out the rules of the
School Lunch and Breakfast Programs. The determination of which students are eligible is the
responsibility of theDistrict Superintendent or designe® the Office of Temporary and &ability
Assistance of the Department of Social ServicAppeals regarding eligibility should be submitted to
the Hearing Official of th&OCES

Free or reduced price meals may be allowed for qualifying students att&W@iPE§Sschools upon

receiptoa wr i tten appl i cat i/goandiafipersomn gaterdal reldtiand eat @B p «
Certificationo | etter from the New York State

Applications will be provided by thBOCESto all families.

BOCES officials must also determine eligibility for free/reduced meals and milk by using the Direct
Certification Matching Process, a dataset supplied by the Office of Temporary and Disability Assistance,
and made available by the State Education Dept. Any student receiving federal assistance
through Supplemental Nutrition Assistance Program (SNAP) or Temporary Assistance to Needy
Families (TANF) is automatically eligible for free meals and milk. There is no need for families to
complete furthe applications. BOCES shall notify parents/guardiaersors in parental relation of
such eligibility, giving them the opportunity to decline free meals and milk if they so choose.

Procedures for the administration of the free and reduced price mgediprof thisBOCESwill
be the same as those prescribed in current state and federal laws and regulations.

Child Nutrition Program/Charging Meals

Although not required by law, because f BB ®@ CESO6 parti ci pation in thi
the Board approves the establishment of a system to allow a student to charge a meal. The Board
authorizes the District Superintendent to develop rules which address:

a) What can be charged;

b) The limit onthe number of charges per student;

c) The system used for identifying and recording charged meals
d) The system used for collection of repayments; and

e) Ongoing communication of the policy to parents and students.

(Continued)
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SUBJECT: SCHOOL FOOD SERVICE PROGRAM (LUNCH AND B

Prohibition Against Adults Charging Meals

Adults should pay for their meals at the time of service or set upgieaccounts.

Child Nutrition Act 1966

42 United State€ode (USC) Section 1771 et seq
Richard B. Russell National School Lunch Act 1946
42 United State€ode (USC) Section 1751 et seq
Section 504 of the Rehabilitation Act of 1973

29 United States Code (USC) Section 794 et seq
Individuals with Disabilities Education Act (IDEA)

20 United States Code (USC) Sections 14@85

7 Code of Federal Regulations (CFR) Part 15B and Part 210
Education Law Sections 2(b), 915, 918, 1604(28),
1709(22), 1709(23) and 2503(9)(a)

8 New York Code of Rules and Regulations (NYCRR)
Sections 200.2(b)(1) and 200.2(b)(2)

Adopted: 6/26/07
Revised: 6/17/13
Revised: 7/2/14
Revised: 7/1/15
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Non Instructional/
Business Operations

SUBJECT: MEDICAID COMPLIANCE

It is the policy of the PutnajdorthernWestchester BOCES that all claims for reimbursement
by the New York Medicaid Program for services, supplies or equipment provided through school
supportive health services programs (SSHSPs) meet all requirements for federal financial participation
establshed by federal statutes and regulations. Failure to comply with such federal requirements may
result in the loss of federal Medicaid financial participation for these services.

All employees, contractors and agents of the BOCES involved in the prowfsionclaiming
federal Medicaid financial participation f&@SHSPs shall conform their conduct to the standards and
requirements established by applicable federal and state statutes and regulations designed to preven
fraud, abuse and waste in fedeantl statéealthcare programs.

The BOCESO6 Medicaid Compliance Officer shal
detect and correct payment and billing mistakes; (2) advise employees, contractors and agents of the
BOCES when and how to report susgelchoncompliance; and (3) advise employees, contractors and
agents of the BOCES of their protection against reprisal for reporting.

New York Social Services Law §3@B
New York Compilation of Codes Rules &
Regulations title 18, 8521

Adopted: 12/15/09
Revised: 6/16/15
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Personnel

SUBJECT: DEFINITIONS

Non-RepresenteEmployee

A nonrepresenteémployee is one whose salary is not determined by a salary schedule adopted
as a result of negotiations between the Boardsanorganization representing any of its employees.

Certificated Employee

The term certificated employee shall mean any individual employed by BOCES in a position for
which certification by the New York State Education Department is required.

Full-Time Certificated Employee

A full-time certificated employee is one who is assigned to work five full days per week on a
regular 10or 12month basis.

PartTime Certificated Employee

A parttime certificated employee is one who is assigned to work lesditlesfull days per week
on a 10or 12month basis.

Classified Employee

The term classified employee shall mean any individual employed by the Board in a position for
which certification by the New York State Education Department is not required andwalifies
through the Westchester Cougpartment of Human Resources

Full-Time Classified Employee

A full-time classified employee is one who regularly works 30 hours or more per week on a 10
12 month basis.

Adopted: 1/29/04
Revised: 4/25/12
Revised: 11/12/14
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SUBJECT: CODE OF ETHICS FOR ALL BOCES PERSONNEL
Definitions

ag ABOCESO shall mean the Board of Cooperati v
District of Putnam an#lorthernWestchester counties.

b) AMunicipal Of ficer or Employee0O means a Bo:
unpaid, including membsrof any administrative board, commission, agency, or committee
thereof.

c) Al nteresto means a direct or indired®badpecu

member or employee as the result of a contract with the BOCES.
Purpose

a) Pursuant to thauthority of Section 806 of the General Municipal Law, the BOCES adopts this
code of ethics setting forth for the guidance of its officers and employees, the standards of
conduct reasonably expected of them.

b) This code of ethics is in addition to the sutegarding prohibited conflicts of interest contained
in Article 18 of the General Municipal Law and the provisions of any other general or special
law governing conflicts of interest and/or ethical conduct of municipal officers and employees.

Standardsof Conduct
Every officer and employee of the BOCES shall be subject to the following standards of conduct:

a) Gifts- No officer or employee shall directly or indirectly solicit any gift or accept or receive
any gift having a value of seventiye dollars ($75) or more, whether in the form of money,
services, loan, travel, entertainment, hospitality, thing or promisay other form, under
circumstances in which it could reasonably be inferred that the gift was intended to
influence the officer or employee, or could reasonably be expected to influence the officer
or employee in the performance of his/her officialiesior was intended as a reward for
any official action on his/her part.

b) Confidential Information No officer or employee shall disclose confidential information
acquired in the course of official duties, except when permitted or required by law, or use
such information to further personal interest. Within the framework of collective
bargaining, individuals designated as confidential shall not disclose information which
would influence the negotiating process.

(Continued)
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