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SUBJECT: ABSENTEE, MILITARY, AND EARLY MAIL BALLOTS

Absentee Ballots

The Board authorizes the District Clerk or a Board designee to provide absentee ballots to qualified
District voters. Absentee ballots will be used for the election of Board members and District public
library trustees, the adoption of the annual budget, and District public library budget and referenda.

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

An absentee ballot will also be mailed to every qualified District voter otherwise eligible for an
absentee ballot who sends a signed letter requesting an absentee ballot which states the address of the
voter to the District Clerk or Board designee. The signed letter must be received by the District Clerk or
Board designee not earlier than the thirtieth day before the election/vote and at least seven days before
the election/vote. Enclosed with the absentee ballot will be an application form for the absentee ballot.
The absentee ballot will not be counted unless a valid application form is enclosed with the ballot.

A qualified District voter is eligible to vote by absentee ballot if they are unable to appear to vote
in person on the day of the District election/vote because they:

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

b) Have duties, occupation or business responsibilities, or studies which require being outside
of the county or city of residence on the day of the District election/vote;

¢) Will be on vacation outside of the county or city of residence on the day of the District
election/vote;

d) Will be absent from their voting residence due to detention in jail awaiting action by a grand
jury or awaiting trial or is confined in prison after conviction for an offense other than a
felony; or
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e) Will be absent from the District on the day of the District election/vote by reason of
accompanying spouse, parent, or child who is or would be, if they were a qualified voter,
entitled to apply for the right to vote by absentee ballot.

Statements on the application for an absentee ballot must be signed and dated by the voter.

A voter's absentee ballot must reach the Office of the District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that their vote may be canvassed.

Qualified District voters who are unable to personally appear at the polling place because of a
permanent illness or physical disability and whose registration record has been marked "permanently
disabled" pursuant to law are entitled to receive an absentee ballot without application if they have
previously applied for an absentee ballot.

A list of all persons to whom absentee ballots have been issued will be maintained in the Office
of the District Clerk or Board designee and made available for public inspection during regular office
hours until the day of the election/vote. Any qualified voter may, upon examination of this list, file a
written challenge of the qualifications as a voter of any person whose name appears on this list, stating
the reason for the challenge. A challenge to an absentee ballot may not be made on the basis that the
voter should have applied for an early mail ballot. The written challenge will be transmitted by the
District Clerk or Board designee to the election inspectors on the day of the District election/vote.

Military Ballots

The Board authorizes the District Clerk or a Board designee to provide military ballots to military
voters to be used for the election of Board members and District public library trustees, the adoption of
the annual budget, and District public library budget and referenda.

A military voter is:

a) A qualified voter of New York State who:

1. Isin actual military service and, by reason of that military service, is absent from the
District on the day of registration or election; or

2. Is discharged from that military service within 30 days of an election; or

b) A spouse, parent, child, or dependent of the previously described voter, accompanying or
being with that voter, if a qualified voter of New York State and a resident of the District.

(Continued)
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A military voter may designate a preference to receive a military ballot application or a military
ballot by mail, fax, or email. This designation will remain in effect until revoked or changed by the
military voter. If a military voter does not designate a preference, a military ballot application or a
military ballot will be provided to the military voter by mail.

Military ballots will be distributed as soon as practicable, but no later than 25 days before the
election/vote.

Three days before the first day for distribution of military ballots, the names of all candidates duly
nominated for public office and the amendments, referenda, propositions, and questions to be voted for
on the ballots will be determined. If, at a later date, the nomination of any candidate named on a military
ballot is found invalid, the ballot will still be valid, but no vote for the invalid candidate will be counted
in the election/vote.

A voter's military ballot must be received by the Office of the District Clerk or Board designee not
later than 5 p.m. on the day of the election/vote in order that their vote may be canvassed at which point
the military ballot will be processed in the same manner as absentee ballots.

All military ballot applications and military ballots must be returned by mail or in person.

Early Mail Ballots

The Board authorizes the District Clerk or a Board designee to provide early mail ballots to
qualified District voters. Early mail ballots will be used for the election of Board members and District
public library trustees, the adoption of the annual budget, and District public library budget and
referenda.

A District voter must request in advance an application for an early mail ballot. The voter must
complete the application. The application must be received by the District Clerk or Board designee at
least seven days before the election vote if the ballot is to be mailed to the voter, or the day before the
election/vote, if the ballot is to be delivered personally to the voter.

An early mail ballot will also be mailed to every qualified District voter otherwise eligible for an
early mail ballot who sends a signed letter requesting an early mail ballot which states the address of the
voter to the District Clerk or Board designee. The signed letter must be received by the District Clerk or
Board designee not earlier than the thirtieth day before the election/vote and at least seven days before
the election/vote. Enclosed with the early mail ballot will be an application form for the early mail ballot.
The early mail ballot will not be counted unless a valid application form is enclosed with the ballot.

(Continued)
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Any qualified District voter is eligible to vote by early mail ballot.
Statements on the application for an early mail ballot must be signed and dated by the voter.

A voter's early mail ballot must reach the Office of the District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that their vote may be canvassed.

A list of all persons to whom early mail have been issued will be maintained in the Office of the
District Clerk or Board designee and made available for public inspection during regular office hours
until the day of the election/vote. Any qualified voter may, upon examination of this list, file a written
challenge of the qualifications as a voter of any person whose name appears on this list, stating the
reason for the challenge. A challenge to an early mail ballot may not be made on the basis that the voter
should have applied for an absentee ballot. The written challenge will be transmitted by the District
Clerk or Board designee to the election inspectors on the day of the District election/vote.

Education Law Sections 2014, 2018-a, 2018-b, 2018-d, 2018-¢, 2018-f, and 2613
8 NYCRR Part 122

Adoption Date
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Absentee Ballots

* Option 1 - If the District utilizes poll lists (i.e., does not provide for personal registration of voters),
retain all language in option 1. Delete all language in option 2 which is for districts that provide for the
personal registration of voters. Retain the section on military ballots.

The Board authorizes the District Clerk or a Board designee toprovide absentee ballots to qualified
District voters. Absentee ballots will be used for the election of Board members and District public
library trustees, the adoption of the annual budget, and District public library budget and referenda.

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

An absentee ballot will also be mailed to every qualified District voter otherwise eligible for an
absentee ballot who sends a signed letter requesting an absentee ballot which states the address of the
voter to the District Clerk or Board designee. The signed letter must be received by the District Clerk or
Board designee not earlier than the thirtieth day before the election/vote and at least seven days before
the election/vote. Enclosed with the absentee ballot will be an application form for the absentee ballot.
The absentee ballot will not be counted unless a valid application form is enclosed with the ballot.

A qualified District voter is eligible to vote by absentee ballot if they are unable to
appear to vote in person on the day of the District election/vote because they:
a) Are or will be a patient in a hospital, or isare unable to appear personally at the polling

place on the day of the election/vote because of illness or physical disability;

b) Have duties, occupation or business responsibilities, or studies which require being
outside of the county or city of residence on the day of the District election/vote;

c) Wil be on vacation outside of the county or city of residence on the day of the District
election/vote;

d)  Will be absent from their voting residence due to detention in jail awaiting action by a grand
jury or awaiting trial; or is confined in prison after conviction for an offense other than a
felony; or

*Customize to District
(Continued)
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e) Will be absent from the District on the day of the District election/vote by reason of
accompanying spouse, parent, or child who is or would be, if he-or-she-they were a qualified
voter, entitled to apply for the right to vote by absentee ballot.

Statements on the application for an absentee ballot must be signed and dated by the voter.

A voter's absentee ballot must reach the Office of the District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that their vote may be canvassed.

Qualified District voters who are unable to personally appear at the polling place because of a
permanent illness or physical disability and whose registration record has been marked "permanently
disabled" pursuant to law are entitled to receive an absentee ballot without application if they have
previously applied for an absentee ballot.

A list of all persons to whom absentee ballots have been issued will be maintained in the Office
of the District Clerk or Board designee and made available for public inspection during regular office
hours until the day of the election/vote. Any qualified voter may, upon examination of this list, file a
written challenge of the qualifications as a voter of any person whose name appears on this list, stating
the reason for the challenge. A challenge to an absentee ballot may not be made on the basis that the
voter should have applied for an early mail ballot. The written challenge will be transmitted by the
District Clerk or Board designee to the election inspectors on the day of the District election/vote.

*Option 2 - If the District provides for the personal registration of voters. retain all language in option
2. Delete all language in option 1 which is for districts that utilize poll lists. Retain the section on
military ballots.

The Board authorizes the District Clerk to provide absentee ballots to qualified District voters.
Absentee ballots will be used for the election of Board members and District public library trustees, the
adoption of the annual budget, and District public library budget and referenda.

A District voter must request in advance an application for an absentee ballot. The voter must
complete the application and state the reason they will not be able to appear in person on the
day of the District election/vote for which the absentee ballot is requested. The application must be
received by the District Clerk no earlier than the thirtieth day before the election/vote. The application
must be received by the District Clerk at least seven days before the election/vote if the ballot is to be
mailed to the voter or the day before the election/vote if the applicant or +their agent delivers
the application to the District Clerk in person.

*Customize to District
(Continued)
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A qualified District voter is eligible to vote by absentee ballot if they will be:
a)  Absent from the county of their residence;
b)  Unable to appear at the polling place because of illness or physical disability, or dutiesrelated
to the primary care of one or more individuals who are ill or physically disabled, or because

they will be or is a patient in a hospital;
¢) An inmate or patient of a veteran's administration hospital; or

d) Absent from their voting residence because they are detained in jail
awaiting action by a grand jury or awaiting trial, or confined in jail or prison after a
conviction for an offense other than a felony, provided that they are qualified to
vote in the election district of their residence.

Statements on the application for an absentee ballot must be signed and dated by the voter.

A voter's absentee ballot must reach the Office of the District Clerk not later than 5 p.m. on the
day of the election/vote in order that their vote may be canvassed.

Qualified District voters who are unable to personally appear at the polling place because of a
permanent illness or physical disability and whose registration record has been marked "permanently
disabled" pursuant to law are entitled to receive an absentee ballot without application.

A list of all persons to whom absentee ballots have been issued will be maintained in the Office
of the District Clerk and made available for public inspection during regular office hours until the day
of the election/vote. Any qualified voter may, upon examination of this list, file a written challenge of
the qualifications as a voter of any person whose name appears on this list, stating the reason for the
challenge. A challenge to an absentee ballot may not be made on the basis that the voter should have
applied for an early mail ballot. The written challenge will be transmitted by the District Clerk to the
election inspectors on the day of the District election/vote.

Military Ballots

The Board authorizes the District Clerk* or a Board designee to provide military ballots to military
voters to be used for the election of Board members and District public library trustees, the adoption of
the annual budget, and District public library budget and referenda.

*Customize to District - Retain phrase "or Board designee” only if District utilizes poll lists vs. personal
registration of voters.
(Continued)
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A military voter is:
a) A qualified voter of New York State who:

1. Isin actual military service and, by reason of that military service, is absent from the
District on the day of registration or election; or

2. Isdischarged from that military service within 30 days of an election; or

b) A spouse, parent, child, or dependent of the previously described voter, accompanying or
being with that voter, if a qualified voter of New York State and a resident of the District.

A military voter may designate a preference to receive a military ballot application or a military
ballot by mail, fax, or email. This designation will remain in effect until revoked or changed by the
military voter. If a military voter does not designate a preference, a military ballot application or a
military ballot will be provided to the military voter by mail.

Military ballots will be distributed as soon as practicable, but no later than *25 days before the
election/vote.

Three days before the first day for distribution of military ballots, the names of all candidates duly
nominated for public office and the amendments, referenda, propositions, and questions to be voted for
on the ballots will be determined. If, at a later date, the nomination of any candidate named on a military
ballot is found invalid, the ballot will still be valid, but no vote for the invalid candidate will be counted
in the election/vote.

A voter's military ballot must be received by the Office of the District Clerk** or Board designee
not later than 5 p.m. on the day of the election/vote in order that vote may be canvassed
at which point the military ballot will be processed in the same manner as absentee ballots.

All military ballot applications and military ballots must be returned by mail or in person.

*Customize to District — For small city school districts, military ballots need to be sent no later than 14
days before the election.
**Customize to District — Retain phrase "or Board designee” only if District utilizes poll lists vs.
personal registration of voters.

(Continued)
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Early Mail Ballots

* Option 1 - If the District utilizes poll lists (i.e., does not provide for personal registration of voters),

retain all language in option 1. Delete all language in option 2 which is for districts that provide for the
guag P P

personal registration of voters.

The Board authorizes the District Clerk or a Board designee to provide early mail ballots to
qualified District voters. Early mail ballots will be used for the election of Board members and District
public library trustees, the adoption of the annual budget, and District public library budget and
referenda.

A District voter must request in advance an application for an early mail ballot. The voter must
complete the application. The application must be received by the District Clerk or Board designee at
least seven days before the election vote if the ballot is to be mailed to the voter, or the day before the
election/vote, if the ballot is to be delivered personally to the voter.

An early mail ballot will also be mailed to every qualified District voter otherwise eligible for an
early mail ballot who sends a signed letter requesting an early mail ballot which states the address of the
voter to the District Clerk or Board designee. The signed letter must be received by the District Clerk or
Board designee not earlier than the thirtieth day before the election/vote and at least seven days before
the election/vote. Enclosed with the early mail ballot will be an application form for the early mail ballot.
The early mail ballot will not be counted unless a valid application form is enclosed with the ballot.

Any qualified District voter is eligible to vote by early mail ballot.
Statements on the application for an early mail ballot must be signed and dated by the voter.

A voter's early mail ballot must reach the Office of the District Clerk or Board designee not later
than 5 p.m. on the day of the election/vote in order that their vote may be canvassed.

A list of all persons to whom early mail have been issued will be maintained in the Office of the
District Clerk or Board designee and made available for public inspection during regular office hours
until the day of the election/vote. Any qualified voter may, upon examination of this list, file a written
challenge of the qualifications as a voter of any person whose name appears on this list, stating the
reason forthe challenge. A challenge to an early mail ballot may not be made on the basis that the voter
should have applied for an absentee ballot. The written challenge will be transmitted by the District
Clerk or Board designee to the election inspectors on the day of the District election/vote.

*Customize fo District
(Continued)



2024 1640
60f6

Bylaws

SUBJECT: ABSENTEE, MILITARY, AND EARLY MAIL BALLOTS (Cont'd.)

*Option 2 - If the District provides for the personal registration of voters, retain all language in option
2. Delete all language in option I which is for districts that utilize poll lists.

The Board authorizes the District Clerk to provide early mail ballots to qualified District voters.
Early mail ballots will be used for the election of Board members and District public library trustees,
the adoption of the annual budget, and District public library budget and referenda.

A District voter must request in advance an application for an early mail ballot. The voter must
complete the application. The application must be received by the District Clerk no earlier than the
thirtieth day before the election/vote. The application must be received by the District Clerk at least
seven days before the election/vote if the ballot is to be mailed to the voter or the day before the
election/vote if the applicant or their agent delivers the application to the District Clerk in person.

Any qualified District voter is eligible to vote by early mail ballot.
Statements on the application for an early mail ballot must be signed and dated by the voter.

A voter's early mail ballot must reach the Office of the District Clerk not later than 5 p.m. on the
day of the election/vote in order that their vote may be canvassed.

A list of all persons to whom early mail ballots have been issued will be maintamed in the Office
of the District Clerk and made available for public inspection during regular office hours until the day
of the election/vote. Any qualified voter may, upon examination of this list, file a written challenge of
the qualifications as a voter of any person whose name appears on this list, stating the reason for the
challenge. A challenge to an early mail ballot may not be made on the basis that the voter should have
applied for an absentee ballot. The written challenge will be transmitted by the District Clerk to the
election inspectors on the day of the District election/vote.

Education Law Sections 2014, 2018-a, 2018-b, 2018-d, 2018-¢, 2018-, and 2613
8 NYCRR Part 122

*Customize to District
Adoption Date
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SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE DISTRICT

Overview

The District is committed to creating and maintaining an environment which is free from
discrimination and harassment. This policy addresses complaints of discrimination and/or harassment
made under applicable federal and state laws and regulations, as well as any applicable District policy,
regulation, procedure, or other document such as the District's Code of Conduct. 1t is just one component
of the District's overall commitment to maintaining a discrimination and harassment-free educational
and work environment.

In accordance with applicable federal and state laws and regulations, the District does not
discriminate on the basis of any legally protected class or category in its education programs and
activities or when making employment decisions. Further, the District prohibits discrimination and
harassment on school property and at school functions on the basis of any legally protected class or
category including, but not limited to:

a) Age;
b) Race;
¢) Creed,;

d) Religion;

e) Color;

f)  National origin;

g) Citizenship or immigration status;
h)  Sexual orientation;

i)  Gender identity or expression;

j)  Military status;

k) Sex;

1)  Disability;

m) Predisposing genetic characteristics;

(Continued)
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n) Familial status;

0) Marital status; and

p)  Status as a victim of domestic violence.

The District adopts this policy as part of its effort to provide for the prompt and equitable resolution
of complaints of discrimination and/or harassment. The District will promptly respond to reports of
discrimination and/or harassment, ensure that all investigations are conducted within a reasonably
prompt time frame and under a predictable fair grievance process that provides due process protections,

and impose disciplinary measures and implement remedies when warranted.

Inquiries about this policy may be directed to the District's Civil Rights Compliance Officer(s)
(CRCO(s)).

Scope and Application

This policy outlines the District's general approach to addressing complaints of discrimination
and/or harassment. This policy applies to the dealings between or among the following parties on school
property and at school functions:

a) Students;

b) Employees;

¢) Applicants for employment;
d) Paid or unpaid interns;

e) Anyone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or other
person providing services pursuant to a contract in the workplace;

f)  Volunteers; and
g)  Visitors or other third parties.

Further, discrimination and/or harassment that occurs off school property and somewhere other
than a school function can disrupt the District's educational and work environment. This conduct can
occur in-person or through phone calls, texts, emails, or social media. Accordingly, conduct or incidents
of discrimination and/or harassment that create or foreseeably create a disruption within the District may
be subject to this policy in certain circumstances.

(Continued)
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Other District policies and documents such as regulations, procedures, collective bargaining
agreements, and the District's Code of Conduct may address misconduct related to discrimination and/or
harassment and may provide for additional, different, or more specific grievance procedures depending
on a number of factors including, but not limited to, who is involved, where the alleged discrimination
and/or harassment occurred, and the basis of the alleged discrimination and/or harassment. These
documents must be read in conjunction with this policy.

The dismissal of a complaint under one policy or document does not preclude action under another
related District policy or document.

Definitions
For purposes of this policy, the following definitions apply:

a) "School property” means in or within any building, structure, athletic playing field,
playground, parking lot, or land contained within the real property boundary line of any
District elementary or secondary school, or in or on a school bus or District vehicle.

b)  "School function" means a school-sponsored or school-authorized extracurricular event or
activity regardless of where the event or activity takes place, including any event or activity
that may take place virtually or in another state.

What Constitutes Discrimination and Harassment

Determinations as to whether conduct or an incident constitutes discrimination and/or harassment
will be made consistent with applicable federal and state laws and regulations, as well as any applicable
District policy, regulation, procedure, or other document such as the District's Code of Conduct. These
determinations may depend upon a number of factors, including, but not limited to: the particular
conduct or incident at issue; the ages of the parties involved; the context in which the conduct or incident
took place; the relationship of the parties to one another; the relationship of the parties to the District;
and the protected class or characteristic that is alleged to have been the basis for the conduct or incident.
The examples below are intended to serve as a general guide for individuals in determining what may
constitute discrimination and/or harassment. These examples should not be construed to add or limit the
rights that individuals and entities possess as a matter of law.

Generally stated, discrimination consists of the differential treatment of a person or group of
people on the basis of their membership in a legally protected class. Discriminatory actions may include,
but are not limited to: refusing to promote or hire an individual on the basis of their membership in a
protected class; denying an individual access to facilities or educational benefits on the basis of their
membership in a protected class; or impermissibly instituting policies or practices that
disproportionately and adversely impact members of a protected class.

(Continued)
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Generally stated, harassment consists of subjecting an individual, on the basis of their membership
in a legally protected class, to unwelcome verbal, written, or physical conduct which may include, but
is not limited to: derogatory remarks, signs, jokes, or pranks; demeaning comments or behavior; slurs;
mimicking; name calling; graffiti; innuendo; gestures; physical contact; stalking; threatening; bullying;
extorting; or the display or circulation of written materials or pictures.

This conduct may, among other things, have the purpose or effect of: subjecting the individual to
inferior terms, conditions, or privileges of employment; creating an intimidating, hostile, or offensive
environment; substantially or unreasonably interfering with an individual's work or a student's
educational performance, opportunities, benefits, or well-being; or otherwise adversely affecting an
individual's employment or educational opportunities.

Under New York State Human Rights Law (NYSHRL), discrimination or harassment does not
need to be severe or pervasive to be illegal. It can be any discriminatory or harassing behavior that rises
above petty slights or trivial inconveniences. Every instance of discrimination or harassment is unique
to those experiencing it, and there is no single boundary between petty slights and harassing behavior.
However, NYSHRL specifies that whether discriminatory or harassing conduct is considered petty or
trivial is to be viewed from the standpoint of a reasonable victim of discrimination with the same
protected characteristics.

Civil Rights Compliance Officer
The District has designated the following District employee(s) to serve as its CRCO(s):

- Robert Finster, Superintendent
Harrisville Central School, 14371 Pirate Lane, Harrisville, New York 13648
315-543-2707, ext. 7
rfinster(chcsk12.org

- Eric Luther, MS/HS Principal
Harrisville Central School, 14371 Pirate Lane, Harrisville, New York 13648

315-543-2707, ext. 6
eluther(@hcsk12.org

The CRCO(s) will coordinate the District's efforts to comply with its responsibilities under
applicable non-discrimination and anti-harassment laws and regulations including, but not limited to:
the Americans with Disabilities Act of 1990, Section 504 of the Rehabilitation Act of 1973, Title VI of
the Civil Rights Act of 1964, and the Age Discrimination Act of 1975.

Where appropriate, the CRCO(s) may seek the assistance of other District employees, such as the
District's Title IX Coordinator(s) or Dignity Act Coordinator(s) (DAC(s)), or third parties in
investigating, responding to, and remedying complaints of discrimination and/or harassment.

(Continued)
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Reporting Allegations of Discrimination and/or Harassment

Anyone who experiences, witnesses, or becomes aware of potential instances of discrimination or
harassment is encouraged to report the behavior to a supervisor, building principal, other administrator,
or the CRCO. Individuals should not feel discouraged from reporting discrimination or harassment
because they do not believe it is bad enough or conversely because they do not want to see someone
punished for less severe behavior.

Reports of discrimination and/or harassment may be made verbally or in writing. A written
complaint form is posted on the District's website if an individual would like to use it, but the complaint
form is not required. Individuals who are reporting discrimination and/or harassment on behalf of
another individual may use the complaint form and note that it is being submitted on another individual's
behalf. A verbal or otherwise written complaint (such as an email) on behalf of oneself or another
individual is also acceptable.

Reports may be made to a CRCO in person, by using the contact information for a CRCO, or by
any other means that results in a CRCO receiving the person's verbal or written report. This report may
be made at any time (including during non-business hours) by using the telephone number or email
address, or by mail to the office address, listed for a CRCO.

Reports of discrimination and/or harassment may also be made to any other District employee
including a supervisor or building principal. All reports of discrimination and/or harassment must be
immediately forwarded to the CRCO. Reports may also be forwarded to other District employees
depending on the allegations.

Failure to immediately inform the CRCO may subject the employee to discipline up to and
including termination.

If the CRCO is unavailable, including due to a conflict of interest or other disqualifying reason,
the report will be directed to another CRCO, if the District has designated another individual to serve in
that capacity. If the District has not designated another CRCO, the Superintendent will ensure that
another person with the appropriate training and qualifications is appointed to act as the CRCO.

In addition to complying with the reporting requirements in this policy, District employees must
comply with any other applicable reporting requirements contained in District policy, regulation,
procedure, collective bargaining agreement, or other document such as the District's Code of Conduct.
Applicable documents include, but are not limited to, the District's policies, regulations, and procedures
related to Title IX, sexual harassment in the Workplace, and the Dignity for All Students Act (DASA).

(Continued)
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Supervisory Responsibilities

Supervisors, building principals, other administrators, and the CRCOs are responsible for helping
to maintain a discrimination and harassment-free educational and work environment.

All supervisors, building principals, and other administrators who receive a complaint or
information about suspected discrimination or harassment, observe what may be discriminatory or
harassing behavior, or for any reason suspect that discrimination or harassment is occurring, are required
to report the suspected discrimination or harassment to the CRCO. If the CRCO is unavailable, including
due to a conflict of interest or other disqualifying reason, the report will be directed to another CRCO,
if the District has designated another individual to serve in that capacity. If the District has not designated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
qualifications is appointed to act as the CRCO.

Supervisors, building principals, and other administrators should not be passive and wait for an
individual to make a claim of discrimination or harassment. If they observe such behavior, they must
act.

Supervisors, building principals, and other administrators can be disciplined if they engage in
discriminatory or harassing behavior themselves. Supervisors, building principals, and other
administrators, can also be disciplined for failing to report suspected discrimination or harassment or
allowing discrimination or harassment to continue after they know about it.

While supervisors, building principals, and other administrators have a responsibility to report
discrimination and harassment, they must be mindful of the impact that discrimination and/or
harassment and a subsequent investigation has on victims. Being identified as a possible victim of
discrimination or harassment and questioned about discrimination or harassment can be intimidating,
uncomfortable and re-traumatizing for individuals. Supervisors, building principals, and other
administrators must accommodate the needs of individuals who have experienced discrimination or
harassment to ensure the workplace is safe, supportive, and free from retaliation for them during and
after any investigation.

Grievance Process for Complaints of Discrimination and/or Harassment

All complaints or information about discrimination or harassment will be investigated, whether
that information was reported in verbal or written form. An investigation of any complaint, information,
or knowledge of suspected discrimination or harassment will be prompt, thorough, equitable, and started
and completed as soon as possible. Investigations will be kept confidential to the extent possible.
Disclosure may, however, be necessary to complete a thorough investigation of the charges and/or notify
law enforcement officials. All individuals involved, including those making a discrimination or
harassment claim, witnesses, and alleged harassers deserve a fair and impartial investigation.

(Continued)
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The CRCO will generally oversee the District's investigation of all complaints of discrimination
and/or harassment. In the event an anonymous complaint is filed, the District will respond to the extent

possible.

District employees may be required to cooperate as needed in an investigation of suspected
discrimination or harassment. The District recognizes that participating in a discrimination or
harassment investigation can be uncomfortable and has the potential to retraumatize an individual.
Individuals receiving claims and leading investigations will handle complaints and questions with
sensitivity toward participants.

Various District policies and documents address discrimination and harassment. All complaints
will be handled in accordance with the applicable District policies and/or documents.

The determination as to which District policies and/or documents are applicable is fact specific,
and the CRCO may work with other District staff such as the District's Dignity Act Coordinators (DACs)
or Title IX Coordinator(s) to determine which District policies and/or documents are applicable to the
specific facts of the complaint.

If an investigation reveals that discrimination and/or harassment based on a legally protected class
has occurred, the District will take immediate corrective action as warranted. This action will be taken
in accordance with applicable law and regulation, as well as any applicable District policy, regulation,
procedure, collective bargaining agreement, third-party contract, or other document such as the District's
Code of Conduct.

Knowingly Makes False Accusations

Any employee or student who knowingly makes false accusations against another individual as to
allegations of discrimination and/or harassment will face appropriate disciplinary action.

Prohibition of Retaliatory Behavior (Commonly Known as "Whistle-Blower" Protection)

The District prohibits all retaliation. Any individual that reports an incident of discrimination or
harassment, provides information, or otherwise assists in any investigation of a discrimination or
harassment complaint is protected from retaliation. No one should fear reporting discrimination or
harassment if they believe it has occurred. Even if the alleged discrimination or harassment does not
turn out to rise to the level of a violation of law, the individual is protected from retaliation if the person
had a good faith belief that the practices were unlawful. However, the retaliation provision is not
intended to protect persons making intentionally false charges of discrimination or harassment.

(Continued)
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Any District employee who retaliates against anyone involved in a discrimination or harassment
investigation will face disciplinary action, up to and including termination.

Complaints of retaliation may be directed to the CRCO. If the CRCO is unavailable, including due
to a conflict of interest or other disqualifying reason, the report will be directed to another CRCO, if the
District has designated another individual to serve in that capacity. If the District has not designated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
qualifications is appointed to act as the CRCO.

Where appropriate, follow-up inquiries will be made to ensure that the discrimination and/or
harassment has not resumed and that those involved in the investigation have not suffered retaliation.

Confidentiality

To the extent possible, all complaints will be treated as confidential. Disclosure may be necessary
in certain circumstances such as to complete a thorough investigation and/or notify law enforcement
officials. All disclosures will be in accordance with law and regulation.

Training

In order to promote familiarity with issues pertaining to discrimination and harassment in the
District, and to help reduce incidents of prohibited conduct, the District will provide appropriate
information and/or training to employees and students. As may be necessary, special training will be
provided for individuals involved in the handling of discrimination and/or harassment complaints.

Notification

Prior to the beginning of each school year, the District will issue an appropriate public
announcement or publication which advises students, parents or legal guardians, employees, and other
relevant individuals of the District's established grievance process for resolving complaints of
discrimination and/or harassment. This announcement or publication will include the name, office
address, telephone number, and email address of the CRCO(s). The District's website will reflect current
and complete contact information for the CRCO(s).

A copy of this policy and its corresponding regulations and/or procedures will be available upon
request and will be posted and/or published in appropriate locations and/or District publications.

(Continued)
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Additional Provisions

Regulations and/or procedures will be developed for reporting, investigating, and remedying
allegations of discrimination and/or harassment.

8 USC Section 1324b

29 USC Section 206

42 USC Section 1981

Age Discrimination Act of 1975, 42 USC Section 6101 et seq.

Age Discrimination in Employment Act of 1967 (ADEA), 29 USC Section 621 et seq.
Americans with Disabilities Act (ADA), 42 USC Section 12101 et seq.

Equal Educational Opportunities Act of 1974, 20 USC Section 1701 et seq.

Genetic Information Non-Discrimination Act (GINA), 42 USC Section 2000ff et seq.
Section 504 of the Rehabilitation Act of 1973, 29 USC Section 790 et seq.

Title IV of the Civil Rights Act of 1964, 42 USC Section 2000c et seq.

Title VI of the Civil Rights Act of 1964, 42 USC Section 2000d et seq.

Title VII of the Civil Rights Act of 1964, 42 USC Section 2000e et seq.

Title IX of the Education Amendments Act of 1972, 20 USC Section 1681 et seq.
Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 USC Section 4301 et seq.
28 CFR Part 35

29 CFR Chapter I - National Labor Relations Board

29 CFR Chapter XIV — Equal Employment Opportunity Commission

34 CFR Parts 100, 104, 106, 110, and 270

45 CFR Part 86

Civil Rights Law Sections 40, 40-a, 40-c, 47-a, 47-b, and 48-a

Civil Service Law Sections 75-b and 115

Correction Law Section 752

Education Law Sections 10-18, 313, 313-a, 2801, 3201, and 3201-a

Labor Law Sections 194-a, 201-d, 201-g, 203-¢, 206-c, 215, and 740

New York State Human Rights Law, Executive Law Section 290 et seq.

Military Law Sections 242, 243, and 318

8§ NYCRR Section 100.2

9 NYCRR Section 466 et seq.

(Continued)
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NOTE:  Refer also to Policies #3421 -- Title IX and Sex Discrimination
#6120 -- Equal Employment Opportunity
#6121 -- Sexual Harassment in the Workplace
#6122 -- Emplovyee Grievances
#7550 -- Dignity for All Students
#7551 -- Sexual Harassment of Students
#8130 -- Equal Educational Opportunities
#8220 -- Career and Technical (Occupational) Education
District Code of Conduct

Adoption Date
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Overview

The District is committed to creating and maintaining an environment which is free from
discrimination and harassment. This policy addresses complaints of discrimination and/or harassment
made under applicable federal and state laws and regulations, as well as any applicable District policy,
regulation, procedure, or other document such as the District's Code of Conduct. It is just one component
of the District's overall commitment to maintaining a discrimination and harassment-free educational
and work environment.

In accordance with applicable federal and state laws and regulations, the District does not
discriminate on the basis of any legally protected class or category in its education programs and
activities or when making employment decisions. Further, the District prohibits discrimination and
harassment on school property and at school functions on the basis of any legally protected class or
category including, but not limited to:

a)

ab) Race;
c) Creed;
ed)

be) Color;

ef)  National origin;

g) Citizenship or immigration status;
) Sexual orientation;
) Gender identity or expression;
) Military status;

ik)  Sex;

m) Predisposing genetic characteristics;

(Continued)



2023 3420
20f10

Community Relations

SUBJECT: NON-DISCRIMINATION AND ANTI-HARASSMENT IN THE DISTRICT
(Cont'd.)

n) Familial status;

) Marital status-; and

p)  Status as a victim of domestic violence.

The District adopts this policy as part of its effort to provide for the prompt and equitable resolution
of complaints of discrimination and/or harassment. The District will promptly respond to reports of
discrimination and/or harassment, ensure that all investigations are conducted within a reasonably
prompt time frame and under a predictable fair grievance process that provides due process protections,

and impose disciplinary measures and implement remedies when warranted.

Inquiries about this policy may be directed to the District's Civil Rights Compliance Officer(s)
(CRCO(s)).

Scope and Application

This policy outlines the District's general approach to addressing complaints of discrimination
and/or harassment. This policy applies to the dealings between or among the following parties on school
property and at school functions:

a)  Students;

b) Employees;

c¢) Applicants for employment;

d) Paid or unpaid interns;

€) Anyone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or other
person providing services pursuant to a contract in the workplace;

f)  Volunteers; and
g)  Visitors or other third parties.

Further, discrimination and/or harassment that occurs off school property and somewhere other
than a school function can disrupt the District's educational and work environment. This conduct can
occur in-person or through phone calls, texts, emails, or social media. Accordingly, conduct or incidents
of discrimination and/or harassment that create or foreseeably create a disruption within the District may
be subject to this policy in certain circumstances.

(Continued)
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Other District policies and documents such as regulations, procedures, collective bargaining
agreements, and the District's Code of Conduct may address misconduct related to discrimination and/or
harassment and may provide for additional, different, or more specific grievance procedures depending
on a number of factors including, but not limited to, who is involved, where the alleged discrimination
and/or harassment occurred, and the basis of the alleged discrimination and/or harassment. These
documents must be read in conjunction with this policy.

The dismissal of a complaint under one policy or document does not preclude action under another
related District policy or document.

Definitions
For purposes of this policy, the following definitions apply:

a) "School property" means in or within any building, structure, athletic playing field,
playground, parking lot, or land contained within the real property boundary line of any
District elementary or secondary school, or in or on a school bus or District vehicle.

b)  "School function" means a school-sponsored or school-authorized extracurricular event or
activity regardless of where the event or activity takes place, including any event or activity
that may take place virtually or in another state.

What Constitutes Discrimination and Harassment

Determinations as to whether conduct or an incident constitutes discrimination and/or harassment
will be made consistent with applicable federal and state laws and regulations, as well as any applicable
District policy, regulation, procedure, or other document such as the District's Code of Conduct. These
determinations may depend upon a number of factors, including, but not limited to: the particular
conduct or incident at issue; the ages of the parties involved; the context in which the conduct or incident
took place; the relationship of the parties to one another; the relationship of the parties to the District;
and the protected class or characteristic that is alleged to have been the basis for the conduct or incident.
The examples below are intended to serve as a general guide for individuals in determining what may
constitute discrimination and/or harassment. These examples should not be construed to add or limit the
rights that individuals and entities possess as a matter of law.

Generally stated, discrimination consists of the differential treatment of a person or group of
people on the basis of their membership in a legally protected class. Discriminatory actions may include,
but are not limited to: refusing to promote or hire an individual on the basis of ; their
membership in a protected class; denying an individual access to facilities or educational benefits on the
basis of & their membership in a protected class; or impermissibly instituting policies or practices
that disproportionately and adversely impact members of a protected class.

(Continued)
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Generally stated, harassment consists of subjecting an individual, on the basis of his-orhertheir
membership in a legally protected class, to unwelcome verbal, written, or physical conduct which may
include, but is not limited to: derogatory remarks, signs, jokes, or pranks; demeaning comments or
behavior; slurs; mimicking; name calling; graffiti; innuendo; gestures; physical contact; stalking;
threatening; bullying; extorting; or the display or circulation of written materials or pictures.

This conduct may, among other things, have the purpose or effect of: subjecting the individual to
inferior terms, conditions, or privileges of employment; creating an intimidating, hostile, or offensive
environment; substantially or unreasonably interfering with an individual's work or a student's
educational performance, opportunities, benefits, or well-being; or otherwise adversely affecting an
individual's employment or educational opportunities.

Under New York State Human Rights Law (NYSHRL), discrimination or harassment does not
need to be severe or pervasive to be illegal. It can be any discriminatory or harassing behavior that rises
above petty slights or trivial inconveniences. Every instance of discrimination or harassment is unique
to those experiencing it, and there is no single boundary between petty slights and harassing behavior.
However, NYSHRL specifies that whether discriminatory or harassing conduct is considered petty or
trivial is to be viewed from the standpoint of a reasonable victim of discrimination with the same
protected characteristics.

Civil Rights Compliance Officer
*The District has designated the following District employee(s) to serve as its CRCO(s):

[For each CRCO, the District should list the following: name or title, office address, telephone
number, and email address.)

The CRCO(s) will coordinate the District's efforts to comply with its responsibilities under
applicable non-discrimination and anti-harassment laws and regulations including, but not limited to:
the Americans with Disabilities Act of 1990, Section 504 of the Rehabilitation Act of 1973, Title VI of
the Civil Rights Act of 1964, and the Age Discrimination Act of 1975.

Where appropriate, the CRCO(s) may seek the assistance of other District employees, such as the
District's Title IX Coordinator(s) or Dignity Act Coordinator(s) (DAC(s)), or third parties in
investigating, responding to, and remedying complaints of discrimination and/or harassment.

*Customize to District -- Policy Services recommends that districts appoint at least two CRCOs in case
there is an issue of conflict of interest, bias, or continuity of coverage.
(Continued)
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Reporting Allegations of Discrimination and/or Harassment

—Anyone who experiences, witnesses, or becomes aware of potential instances of
discrimination or harassment is encouraged to report the behavior to a supervisor, building principal,
other administrator, or the CRCO. Individuals should not feel discouraged from reporting discrimination
or harassment because they do not believe it is bad enough or conversely because they do not want to
see someone punished for less severe behavior.

Reports of discrimination and/or harassment may be made verbally or in writing. A written
complaint form is posted on the District's website if an individual would like to use it, but the complaint
form is not required. Individuals who are reporting discrimination and/or harassment on behalf of
another individual may use the complaint form and note that it is being submitted on another individual's
behalf. A verbal or otherwise written complaint (such as an email) on behalf of oneself or another
individual is also acceptable.

Reports may be made to a CRCO in person, by using the contact information for the-a CRCO, or
by any other means that results in the-a CRCO receiving the person's oral-verbal or written report. This
report may be made at any time (including during non-business hours) by using the telephone number
or email address, or by mail to the office address, listed for tke-a CRCO.

Reports of discrimination and/or harassment may also be made to any other District employee
including a supervisor or building principal. All reports of discrimination and/or harassment wi-must
be immediately forwarded to the CRCO. Reports may also be forwarded to other District employees
depending on the allegations.

~Failure to immediately inform the CRCO may subject
the employee to discipline up to and including termination.

If the CRCO is unavailable, including due to a conflict of interest or other disqualifying reason,
the report will be directed to another CRCO, if the District has designated another individual to serve in
that capacity. If the District has not designated another CRCO, the Superintendent will ensure that
another person with the appropriate training and qualifications is appointed to act as the CRCO.

(Continued)
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In addition to complying with the reporting requirements in this policy, District employees must
comply with any other applicable reporting requirements contained in District policy, regulation,
procedure, collective bargaining agreement, or other document such as the District's Code of Conduct.
Applicable documents include, but are not limited to, the District's policies, regulations, and procedures
related to Title IX, sexual harassment in the workplace, and the Dignity for All Students Act (DASA).

Supervisory Responsibilities

Supervisors, building principals, other administrators, and the CRCOs are responsible for helping
to maintain a discrimination and harassment-free educational and work environment.

All supervisors, building principals, and other administrators who receive a complaint or
information about suspected discrimination or harassment, observe what may be discriminatory or
harassing behavior, or for any reason suspect that discrimination or harassment is occurring, are required
to report the suspected discrimination or harassment to the CRCO. If the CRCO is unavailable, including
due to a conflict of interest or other disqualifying reason, the report will be directed to another CRCO,
if the District has designated another individual to serve in that capacity. If the District has not designated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
qualifications is appointed to act as the CRCO.

Supervisors, building principals, and other administrators should not be passive and wait for an
individual to make a claim of discrimination or harassment. If they observe such behavior, they must
act.

Supervisors, building principals, and other administrators can be disciplined if they engage in
discriminatory or harassing behavior themselves. Supervisors, building principals, and other
administrators, can also be disciplined for failing to report suspected discrimination or harassment or
allowing discrimination or harassment to continue after they know about it.

While supervisors, building principals, and other administrators have a responsibility to report
discrimination and harassment, they must be mindful of the impact that discrimination and/or
harassment and a subsequent investigation has on victims. Being identified as a possible victim of
discrimination or harassment and questioned about discrimination or harassment can be intimidating,
uncomfortable and re-traumatizing for individuals. Supervisors, building principals, and other
administrators must accommodate the needs of individuals who have experienced discrimination or
harassment to ensure the workplace is safe, supportive, and free from retaliation for them during and
after any investigation.

(Continued)
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Grievance Process for Complaints of Discrimination and/or Harassment

All complaints or information about discrimination or harassment will be investigated, whether
that information was reported in verbal or written form. An investigation of any complaint, information,
or knowledge of suspected discrimination or harassment will be prompt, thorough, equitable, and started
and completed as soon as possible. Investigations will be kept confidential to the extent possible.
Disclosure may, however, be necessary to complete a thorough investigation of the charges and/or notify
law enforcement officials. All individuals involved, including those making a discrimination or
harassment claim, witnesses, and alleged harassers deserve a fair and impartial investigation.

The CRCO will generally oversee the District's investigation of all complaints of discrimination
and/or harassment. In the event an anonymous complaint is filed, the District will respond to the extent

possible.

District employees may be required to cooperate as needed in an investigation of suspected
discrimination or harassment. The District recognizes that participating in a discrimination or
harassment investigation can be uncomfortable and has the potential to retraumatize an individual.
Individuals receiving claims and leading investigations will handle complaints and questions with
sensitivity toward participants.

Various District policies and documents address discrimination and harassment. All complaints
will be handled in accordance with the applicable District policies and/or documents.

The determination as to which District policies and/or documents are applicable is fact specific,
and the CRCO may work with other District staff such as the District's Dignity Act Coordinators (DACs)
or Title IX Coordinator(s) to determine which District policies and/or documents are applicable to the
specific facts of the complaint.

If an investigation reveals that discrimination and/or harassment based on a legally protected class
has occurred, the District will take immediate corrective action as warranted. This action will be taken
in accordance with applicable federal-and state-laws and regulations, as well as any applicable District
policy, regulation, procedure, collective bargaining agreement, third-party contract, or other document
such as the District's Code of Conduct.

(Continued)
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Knowingly Makes False Accusations

Any employee or student who knowingly makes false accusations against another individual as to
allegations of discrimination and/or harassment will face appropriate disciplinary action.

Prohibition of Retaliatory Behavior (Commonly Known as "Whistle-Blower'" Protection)

The District prohibits all retaliation. Any individual that reports an incident of discrimination or
harassment, provides information, or otherwise assists in any investigation of a discrimination or
harassment complaint is protected from retaliation. No one should fear reporting discrimination or
harassment if they believe it has occurred. Even if the alleged discrimination or harassment does not
turn out to rise to the level of a violation of law, the individual is protected from retaliation if the person
had a good faith belief that the practices were unlawful. However, the retaliation provision is not
intended to protect persons making intentionally false charges of discrimination or harassment.

Any District employee who retaliates against anyone involved in a discrimination or harassment
investigation will face disciplinary action, up to and including termination.

Complaints of retaliation may be directed to the CRCO. If the CRCO is unavailable, including due
to a conflict of interest or other disqualifying reason, the report will be directed to another CRCO, if the
District has designated another individual to serve in that capacity. If the District has not designated
another CRCO, the Superintendent will ensure that another person with the appropriate training and
qualifications is appointed to act as the CRCO.

Where appropriate, follow-up inquiries will be made to ensure that the discrimination and/or
harassment has not resumed and that those involved in the investigation have not suffered retaliation.

Confidentiality
To the extent possible, all complaints will be treated as confidential. Disclosure may be necessary

in certain circumstances such as to complete a thorough investigation and/or notify law enforcement
officials. All disclosures will be in accordance with law and regulation.

(Continued)
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Training

In order to promote familiarity with issues pertaining to discrimination and harassment in the
District, and to help reduce incidents of prohibited conduct, the District will provide appropriate
information and/or training to employees and students. As may be necessary, special training will be
provided for individuals involved in the handling of discrimination and/or harassment complaints.

Notification

Prior to the beginning of each school year, the District will issue an appropriate public
announcement or publication which advises students, parents or legal guardians, employees, and other
relevant individuals of the District's established grievance process for resolving complaints of
discrimination and/or harassment. This announcement or publication will include the name, office
address, telephone number, and email address of the CRCO(s). The District's website will reflect current
and complete contact information for the CRCO(s).

A copy of this policy and its corresponding regulations and/or procedures will be available upon
request and will be posted and/or published in appropriate locations and/or District publications.

Additional Provisions

Regulations and/or procedures will be developed for reporting, investigating, and remedying
allegations of discrimination and/or harassment.

8 USC Section 1324b

29 USC Section 206

42 USC Section 1981

Age Discrimination Act of 1975, 42 USC Section 6101 et seq.

Age Discrimination in Employment Act of 1967 (ADEA), 29 USC Section 621 et seq.
Americans with Disabilities Act (ADA), 42 USC Section 12101 et seq.

Equal Educational Opportunities Act of 1974, 20 USC Section 1701 et seq.

Genetic Information Non-Discrimination Act (GINA), 42 USC Section 20001f et seq.

Section 504 of the Rehabilitation Act of 1973, 29 USC Section 790 et seq.

Title IV of the Civil Rights Act of 1964, 42 USC Section 2000c et seq.

Title VI of the Civil Rights Act of 1964, 42 USC Section 2000d et seq.

Title VII of the Civil Rights Act of 1964, 42 USC Section 2000¢ et seq.

Title IX of the Education Amendments Act of 1972, 20 USC Section 1681 et seq.

Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 USC Section 4301 et seq.

(Continued)
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28 CFR Part 35

29 CFR Chapter I — National Labor Relations Board

29 CFR Chapter XIV — Equal Employment Opportunity Commission
34 CFR Parts 100, 104, 106, 110, and 270

45 CFR Part 86

Civil Rights Law Sections 40, 40-a, 40-c, 47-a, 47-b, and 48-a

Civil Service Law Sections 75-b and 115

Correction Law Section 752

Education Law Sections 10-18, 313, 313-a, 2801, 3201, and 3201-a
Labor Law Sections 194-a, 201-d, 201-g, 203-¢, 206-c, 215, and 740
New York State Human Rights Law, Executive Law Section 290 et seq.
Military Law Sections 242, 243, and 318

8 NYCRR Section 100.2

9 NYCRR Section 466 et seq.

NOTE: Refer also to Policies #3421 -- Title IX and Sex Discrimination
#6120 -- Equal Employment Opportunity
#6121 -- Sexual Harassment in the Workplace
#6122 -- Emplovee Grievances
#7550 -- Dignity for All Students
#7551 -- Sexual Harassment of Students
#8130 -- Equal Educational Opportunities
#8220 -- Career and Technical (Occupational) Education
District Code of Conduct

Adoption Date
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Non-Instructional/Business
Operations

SUBJECT: ADMINISTRATION OF THE BUDGET

The Superintendent, working in conjunction with the administrative staff, is responsible to the
Board for the administration of the budget. This includes, but is not limited to:

a)  Acquainting District employees with the final provisions of the program budget and guiding
them in planning to operate efficiently and economically within these provisions.

b) Providing direction to the District in maintaining those records of accounting control as are
required by the New York State Uniform System of Accounts for School Districts, the Board,
and other procedures, as are deemed necessary.

¢) Keeping the various operational units informed through periodic reports as to the status of
their individual budgets.

Unless otherwise provided by law, no claim against the District will be paid unless such claims
have been audited and approved by the Board/Claims Auditor.

Budget Transfers
Within monetary limits as established by the Board, the Superintendent is authorized to transfer
funds between and within functional unit appropriations for teachers' salaries and ordinary contingent

expenses. Whenever changes are made, they are to be incorporated in the next Board agenda for
informational purposes only.

Education Law Sections 1604(35), 1709(20-a), 1711, 1718, 1724, 1950(4)(k), 2508, 2523-2526, and 2554(2-a)
8 NYCRR Sections 170.12(c) and 170.2(1)

Adoption Date
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Non-Instructional/Business
Operations

SUBJECT: ADMINISTRATION OF THE BUDGET

The Superintendent, working in conjunction with the administrative staff, is responsible to the
Board for the administration of the budget. This includes, but is not limited to:

a)  Acquainting District employees with the final provisions of the program budget and guiding
them in planning to operate efficiently and economically within these provisions.

b)  Providing direction to the District in maintaining those records of accounting control as are
required by the New York State Uniform System of Accounts for School Districts, the Board,
and other procedures, as are deemed necessary.

c) Keeping the various operational units informed through periodic reports as to the status of
their individual budgets.

Unless otherwise provided by law, no claim against the District will be paid unless such claims
have been audited and approved by the *Board/Claims Auditor.

Budget Transfers

Within monetary limits as established by the Board, the Superintendent is authorized to transfer
funds between and within functional unit appropriations for teachers' salaries and ordinary contingent
expenses. Whenever changes are made, they are to be incorporated in the next Board agenda for
informational purposes only.

Education Law Sections 1604(35), 1709(20-a), 1711, 1718, 1724, 1950(4)(k), 2508, 2523-2526, and 2554(2-a)

8 NYCRR Sections 170.12(c) and 170.2(1)

*Customize to District -- Board approval is required in districts that have not adopted a resolution
establishing the Office of Claims Auditor and appointed a Claims Auditor.
Adoption Date
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SUBJECT: FACILITIES: INSPECTION, OPERATION, AND MAINTENANCE

Overview

The District is committed to providing a healthy and safe environment for all individuals on school
grounds. As part of this commitment, the District will comply with all applicable laws, regulations, and
codes related to the construction, inspection, operation, and maintenance of District facilities.

Construction and Remodeling of School Facilities

The District will ensure all capital projects and maintenance comply with the requirements of the
New York State Uniform Fire Prevention and Building Code, the State Energy Conservation
Construction Code, the Manual of Planning Standards, and the Commissioner's regulations. The New
York State Education Department (NYSED) Office of Facilities Planning has provided an Instruction
Guide on its official website.

Plans and specifications for the erection, enlargement, repair, or remodeling of District facilities
will be submitted to the Commissioner consistent with applicable law and regulation.

Plans and specifications submitted to the Commissioner will 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 must also certify that the plans and specifications conform to the standards
set forth in the State Uniform Fire Prevention and Building Code and the State Energy Conservation
Construction Code.

For remodeling or construction projects, the District will ensure compliance with the requirements
of the State Uniform Fire Prevention and Building Code, the State Energy Conservation Construction
Code, and applicable law and regulation. The District will also retain the services of an architect or
engineer licensed to practice in New York State as required by law or regulation, or as necessary given
the scope and cost of the project.

Carbon Monoxide Detection

All District facilities will have carbon monoxide alarms or detection systems installed in
accordance with all applicable laws, regulations, and/or codes.

Asbestos Inspections

In accordance with the Asbestos Hazard Emergency Response Act (AHERA), the District will
inform all employees and building occupants (or their legal guardians) at least once each school year
about all asbestos inspections, response actions, post-response action activities, as well as triennial re-
inspection activities and surveillance activities that are either planned or in progress. The District will
provide yearly written notification to parent, teacher, and employee organizations on the availability of
the District's asbestos management plan and any asbestos-related actions taken or planned in the school.

(Continued)
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Lead Testing

The District will triennially test potable water for lead contamination from all outlets as required
by law and regulation. If an outlet exceeds the action level for lead content, the District will prohibit use
of the outlet and it will remediate the lead level of the outlet before allowing its use. The District will
make all required notifications and issue all mandated reports to the public, local health department, and
NYSED. For ten years following creation, the District will retain all records of test results, lead
remediation plans, lead-free building determinations, and waiver requests. The District may seek a
waiver from testing requirements from the local health department by demonstrating prior substantial
compliance with testing requirements.

Comprehensive Long-Range Plan
The District will develop and keep on file a comprehensive long-range plan pertaining to

educational facilities in accordance with the Commissioner's regulations. This plan will be reevaluated
and updated at least annually and will include, at a minimum, an appraisal of the following:

a) The educational philosophy of the District, with resulting administrative organization
and program requirements;

b) Present and projected student enrollments;

c) Space use and state-rated student capacity of existing facilities;

d) The allocation of instructional space to meet the current and future special education

program and service needs, and to serve students with disabilities in settings with
nondisabled peers;

(Continued)
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e) Priority of need of maintenance, repair, or modernization of existing facilities, including
consideration of the obsolescence and retirement of certain facilities; and

f) The provision of additional facilities.
Comprehensive Public School Building Safety Program

To ensure that all District 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 District comply with the provisions of the Comprehensive Public School Building Safety
Program, the Uniform Code of Public School Building Inspections, and the Safety Rating and
Monitoring as prescribed in Commissioner's regulations.

The Comprehensive Public School Safety Program will consist of the following components:
a) Building Condition Surveys

Building condition surveys will be conducted on a schedule as assigned by the Commissioner
of Education in calendar years 2020-2024 and at least every five years thereafter. Building
condition surveys will be conducted on all occupied school buildings in accordance with law
and regulation, including being conducted by a licensed architect or a licensed professional
engineer who will assess the condition of all major building systems of a school building.

b)  Visual Inspections

Visual inspections will be conducted when deemed necessary by the Commissioner to
maintain the safety of public school buildings and the welfare of their occupants. When
visual inspections occur, they will be conducted in accordance with law and regulation.

¢) Five-Year Capital Facilities Plan

The District will develop a five-year capital facilities plan and update the plan annually. In
developing and amending the plan, the District will use the safety rating of each occupied
school building. The plan must be consistent with all District planning requirements and
identify critical maintenance needs. The plan will be prepared in a manner and format
prescribed by the Commissioner and submitted to the Commissioner upon request. The plan
will include, but not be limited to:

1. A breakdown for each of the five years of the plan of the estimated expenses for the
following:

(a) Current or proposed new construction ranked in priority order;

(Continued)
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d)

(b)
©

(d)
(e

(H

Current or proposed additions to school facilities ranked in priority order;

Current or proposed alterations or reconstruction of school facilities ranked in
priority order;

Major repairs ranked in priority order;

Major system replacement and repairs, and maintenance ranked in priority order;
and

Energy consumption.

2. A District-wide building inventory that includes, but is not limited to:

(a)
(b)

©
(d)
(e)
®

(&

The number and type of facilities owned, operated, or leased by the District;

The age, enrollment, rated capacity, use, size, and the safety rating of the
buildings as determined pursuant to Commissioner's regulations;

The energy sources for the buildings;
Probable useful life of each building and its major subsystems;
Need for major system replacement and repairs, and maintenance;

Summary of the triennial asbestos reports required pursuant to AHERA
regulations; and

Any other information which may be deemed necessary by the Commissioner to
evaluate safety and health conditions in school facilities.

Monitoring System

The District will establish a process to monitor the condition of all occupied school buildings
in order to assure that they are safe and maintained in a state of good repair. The process will
include, but not be limited to:

1.  The establishment of a health and safety committee comprised of representation from
District officials, staff, bargaining units, and parents.

(Continued)
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2.

The establishment of a comprehensive maintenance plan for all major building systems
to ensure the building is maintained in a state of good repair. This plan will include
provisions for a least toxic approach to integrated pest management and establish
maintenance procedures and guidelines which will contribute to acceptable indoor air
quality. The comprehensive maintenance plan will be available for public inspection.

The annual review and approval by the Board of the annual building inspection reports
and the five-year building condition surveys.

Procedures for assuring that an annual fire safety inspection of each building is
conducted in accordance with all applicable laws, regulations, and/or codes.

Procedures for assuring that a current and valid certificate of occupancy is maintained
for each building and posted in a conspicuous place.

Procedures for the investigation and disposition of complaints related to health and
safety. These procedures will involve the health and safety committee and, at a
minimum, will conform to the following requirements:

(a) Provide for a written response to all written complaints. The written response will
describe:

1) The investigations, inspections, or tests made to verify the substance of the
complaint, or a statement explaining why further investigations,
inspections, or tests are not necessary;

2) The results of any investigations, inspections, or tests which address the
complaint;

3) The actions, if any, taken to solve the problem; and

4) The action, if any, taken if the complaint involved a violation of law or of a
contract provision.

(b) A copy of the response will be forwarded to the health and safety committee.
(c) Copies of all correspondence will be kept in a permanent project file.
(d) These records will be made available to the public upon request.

The Board will take actions to immediately remedy serious conditions affecting health
and safety in school buildings, and will report the actions to the Commissioner.

(Continued)
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8.  All construction and maintenance activities will comply with the Uniform Safety
Standards for School Construction and Maintenance Projects.

15 USC Sections 2641-2656

40 CFR Part 763, Subpart E

Education Law Sections 408, 409, 409-d, 3602, and 3641
Executive Law Section 378

Public Health Law Section 1110

8 NYCRR Sections 155.1, 155.2, 155.3, and 155.4

10 NYCRR Sections 4-1.1 et seq. and 67-4.1 et seq.

19 NYCRR Sections 1219-1240

Adoption Date
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Overview

The District is committed to providing a healthy and safe environment for all individuals on school
grounds. As part of this commitment, the District will comply with all applicable laws, regulations, and
codes related to the construction, inspection, operation, and maintenance of District facilities.

Construction and Remodeling of School Facilities
The District will ensure all capital projects and maintenance comply with the requirements of the

New York State Uniform Fire Prevention and Building Code, the State Energy Conservation
Constructlon Code the Manual of Plannmg Standards and the Commlsswners regulatlons Relevaﬂ%

The NeW York State Educatlon Department (NYSED)
Office of Facilities Planning has provided an Instruction Guide on its official website.

Plans and specifications for the erection, enlargement, repair, or remodeling of District facilities
of the District-will be submitted to the Commissioner consistent with applicable law and regulation.

Plans and specifications submitted to the Commissioner will 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 must also certify that the plans and specifications conform to the standards
set forth in the State Uniform Fire Prevention and Building Code and the State Energy Conservation
Construction Code.

For remodeling or construction projects, the District will ensure compliance with the requirements
of the State Uniform Fire Prevention and Building Code, the State Energy Conservation Construction
Code, and applicable law and Gemss&eﬂer—s-regulatlons The District will also retain the services of
an architect or engineer licensed to practice in New York State as required by law or regulation, or as
necessary given the scope and cost of the project.

Carbon Monoxide Detection-Fequirements

(Continued)
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All District facilities will have carbon monoxide alarms or detection systems installed in
accordance with all applicable laws, regulations, and/or codes.

Asbestos Inspections

In accordance with the Asbestos Hazard Emergency Response Act (AHERA), the District will
inform all employees and building occupants (or their legal guardians) at least once each school year
about all asbestos inspections, response actions, post-response action activities, as well as triennial re-
inspection activities and surveillance activities that are either planned or in progress. The District will
provide yearly written notification to parent, teacher, and employee organizations on the availability of
the District's asbestos management plan and any asbestos-related actions taken or planned in the school.

Lead Testing

The District will triennially test potable water for lead contamination from all outlets as required
by law and regulation. If an outlet exceeds the action level for lead content, the District will prohibit use
of the outlet fordrnkingand-cocking purpeses; and it will remediate the lead level of the outlet before
allowing these-its uses. The District will make all required notifications and issue all mandated reports
to the public, local health department, er-and the-NYSED. For ten years following creation, the District
will retain all records of test results, lead remediation plans, lead-free building determinations, and
waiver requests. The District may seek a waiver from testing requirements from the local health
department by demonstrating prior substantial compliance with testing requirements.

(Continued)
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*Legionella Testing

*To help protect staff, students, and visitors from contracting Legionnaires' disease from
Legionella bacteria, the District will register any cooling towers it owns with the New York State
Department of Health (NY SDOH), providing the information in any form that the-NY SDOH requires.
The District will also adhere to the inspection, annual certification, and maintenance program and
planning requirements mandated by theN'Y SDOH. Further, the District will maintain records regarding
all inspection results, corrective action, cleaning and disinfection, tests, and certifications for at least
three years. The District will keep a copy of its required maintenance program and plan on the premises
where the cooling tower is located.

Comprehensive Long-Range Plan
The District will develop and keep on file a comprehensive long-range plan pertaining to

educational facilities in accordance with the Commissioner's regulations. This plan will be reevaluated
and updated at least annually and will include, at a minimum, an appraisal of the following:

a) The educational philosophy of the District, with resulting administrative organization
and program requirements;

b) Present and projected student enrollments;

c) Space use and state-rated student capacity of existing facilities;

d) The allocation of instructional space to meet the current and future special education

program and service needs, and to serve students with disabilities in settings with
nondisabled peers;

e) Priority of need of maintenance, repair, or modemization of existing facilities, including
consideration of the obsolescence and retirement of certain facilities; and

f) The provision of additional facilities.

*Customize to District - Add if the District owns any cooling towers, evaporative condensers, or fluid
coolers, or other wet cooling devices that are capable of aerosolizing water and that are part of, or
contain, a recirculated water system and are incorporated into a building's cooling, industrial process,
refrigeration or energy production system.

(Continued)
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Comprehensive Public School Building Safety Program-(RESCULE)

To ensure that all District 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 District comply with the provisions of the Comprehensive Public School Building Safety
Program, the Uniform Code of Public School Building Inspections, and the Safety Rating and
Monitoring as prescribed in Commissioner's regulations. i : i i

(Continued)
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The Comprehensive Public School Safety Program will consist of the following components:

a)

b)

Building Condition Surveys

Building condition surveys will be conducted ona schedule as assigned by the Commissioner
of Education in calendar years 2020-2024 and at least every five years thereafter. Building
condition surveys will be conducted on all occupied school buildings in accordance with law
and regulation, including being conducted by a licensed architect or a licensed professional
engineer who will assess the condition of all major building systems of a school building.

Visual Inspections

Visual inspections will be conducted when deemed necessary by the Commissioner to
maintain the safety of public school buildings and the welfare of their occupants. When
visual inspections occur, they will be conducted in accordance with law and regulation.

(Continued)
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c)

Five-Year Capital Facilities Plan

The District will develop a five-year capital facilities plan and update the plan annually. In
developing and amending the plan, the District will use the safety rating of each occupied
school building. The plan must be consistent with all District planning requirements and
identify critical maintenance needs. The plan will be prepared in a manner and format
prescribed by the Commissioner and submitted to the Commissioner upon request. The plan
will include, but not be limited to:

1.

A breakdown for each of the five years of the plan of the estimated expenses for the
following:

@
(b)
(©

d
(e)

®)

Current or proposed new construction ranked in priority order;
Current or proposed additions to school facilities ranked in priority order;

Current or proposed alterations or reconstruction of school facilities ranked in
priority order;

Major repairs ranked in priority order;

Major system replacement and repairs, and maintenance ranked in priority order;
and

Energy consumption.

A District-wide building inventory that includes, but is not limited to:

(@)
(b)

©
(d)
(€
()

The number and type of facilities owned, operated, or leased by the District;

The age, enrollment, rated capacity, use, size, and the safety rating of the
buildings as determined pursuant to Commissioner's regulations;

The energy sources for the buildings;

Probable useful life of each building and its major subsystems;

Need for major system replacement and repairs, and maintenance;

Summary of the triennial asbestos reports required pursuant to AHERA

regulations; and

(Continued)
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d)

(g) Any other information which may be deemed necessary by the Commissioner to
evaluate safety and health conditions in school facilities.

Monitoring System

The District will establish a process to monitor the condition of all occupied school buildings
in order to assure that they are safe and maintained in a state of good repair. The process will
include, but not be limited to:

1.

The establishment of a health and safety committee comprised of representation from
District officials, staff, bargaining units, and parents.

The establishment of a comprehensive maintenance plan for all major building systems
to ensure the building is maintained in a state of good repair. This plan will include
provisions for a least toxic approach to integrated pest management and establish
maintenance procedures and guidelines which will contribute to acceptable indoor air
quality. The comprehensive maintenance plan will be available for public inspection.

The annual review and approval by the Board of the annual building inspection reports
and the five-year building condition surveys.

Procedures for assuring that an annual fire safety inspection of each building is
conducted in accordance with all applicable laws, regulations, and/or codes.

Procedures for assuring that a current and valid certificate of occupancy is maintained
for each building and posted in a conspicuous place.

Procedures for the investigation and disposition of complaints related to health and
safety. These procedures will involve the health and safety committee and, at a
minimum, will conform to the following requirements:

(a) Provide for a written response to all written complaints. The written response will
describe:

1)  The investigations, inspections, or tests made to verify the substance of the
complaint, or a statement explaining why further investigations,
inspections, or tests are not necessary;

2) The results of any investigations, inspections, or tests which address the
complaint;

3)  The actions, if any, taken to solve the problem; and

(Continued)
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4)  The action, if any, taken if the complaint involved a violation of law or of a
contract provision.

(b) A copy of the response will be forwarded to the health and safety committee.
(c) Copies of all correspondence will be kept in a permanent project file.
(d) These records will be made available to the public upon request.

7.  The Board will take actions to immediately remedy serious conditions affecting health
and safety in school buildings, and will report the actions to the Commissioner.

8.  All construction and maintenance activities will comply with the Uniform Safety
Standards for School Construction and Maintenance Projects.

15 USC Sections 2641-2656

40 CFR Part 763, Subpart E

Education Law Sections 408, 409, 409-d, 3602, and 3641
Executive Law Section 378

Public Health Law Section 1110

8 NYCRR Sections 155.1, 155.2, 155.3, and 1554

10 NYCRR Sections 4-1.1 et seq. and 67-4.1 et seq.

19 NYCRR Sections 1219-1240

Adoption Date
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SUBJECT: WORKPLACE VIOLENCE PREVENTION POLICY STATEMENT
Overview

The District is committed to the safety and security of its employees. Workplace violence presents
a serious threat to the safety of employees, students, parents, and visitors. The goal of this policy is to
promote the safety and well-being of all people in the workplace.

Acts of violence against District employees where any work-related duty is performed will be
thoroughly investigated and appropriate action will be taken. All employees are responsible for: creating
an environment of mutual respect for each other, as well as students, parents, and visitors; following all
applicable documents; and for assisting in maintaining a safe and secure work environment.

This workplace violence prevention policy was developed in consultation with all authorized
employee representatives and is designed to meet the requirements of New York State Labor Law and
highlights some of the elements that are found within the District's Workplace Violence Prevention

Program (WVPP).
Definitions
For purposes of this policy, the following definitions apply:

a) "Authorized employee representative” means an employee authorized by the employees or
the designated representative of an employee organization recognized or certified to
represent the employees pursuant to Article 14 of the Civil Service Law, the Public
Employees' Fair Employment Act.

b) "Imminent danger" means any conditions or practices in any place of employment which are
such that a danger exists which could reasonably be expected to cause death or serious
physical harm immediately or before the imminence of the danger can be eliminated through
the enforcement procedures.

c) "Retaliatory action" means the discharge, suspension, demotion, penalization, or
discrimination against any employee, or other adverse employment action taken against an
employee in the terms and conditions of employment.

d) "Serious physical harm" means physical injury which creates a substantial risk of death, or
which causes death or serious and protracted disfigurement, protracted impairment of health,
or protracted loss or impairment of the function of any bodily organ or a sexual offense as
defined in Penal Law.

e) "Serious violation" means the failure to:

1. Develop and implement a workplace violence prevention program;

(Continued)
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2. Address situations which could result in serious physical harm.

f)  "Supervisor" means any person within the District who has the authority to direct and control
the work performance of an employee or who has the authority to take corrective action
regarding the violation of a law, rule, or regulation to which an employee submits written
notice.

g) "Workplace" means any location away from an employee's domicile, permanent or
temporary, where an employee performs any work-related duty in the course of their
employment by the District.

What is Workplace Violence

Workplace violence is any physical assault or act of aggressive behavior occurring where an
employee performs any work-related duty in the course of their employment including, but not limited
to:

a)  Anattempt or threat, whether verbal or physical, to inflict physical injury upon an employee;

b) Any intentional display of force which would give an employee reason to fear or expect
bodily harm;

¢) Intentional and wrongful physical contact with an employee without their consent that entails
some injury;

d) Stalking an employee with the intent of causing fear of material harm to the physical safety
and health of the employee when the stalking has arisen through and in the course of
employment.

Workplace violence may be committed against a District employee by anyone, including, but not
limited to:

a)  Other employees;
b) Former employees;
¢) Students;

d) Parents;

€)  Visitors;

(Continued)
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f)  Individuals who have no connection to the workplace, but enter to commit a robbery or other
crime; or

g) Anindividual who has a personal relationship with an employee.
Prohibited Conduct

The District prohibits workplace violence and will not tolerate violence, threats of violence, or
intimidating conduct in the workplace.

Workplace Violence Prevention Advisory Committee

The District will establish a Workplace Violence Prevention Advisory Committee that will meet
periodically throughout the year. The purpose of the Workplace Violence Prevention Advisory
Committee is to assist the District in coordinating its efforts to comply with its responsibilities related
to workplace violence prevention, including overseeing the development and maintenance of the
District's WVPP.

The Workplace Violence Prevention Advisory Committee will include:

a) The Workplace Violence Prevention Coordinator;

b)  All authorized employee representatives;

c) The Chief Emergency Officer.

It may also include one or more representatives from the following groups:

a) District-wide school safety team;

b) The building level emergency response team(s);

¢) District/building administrators;

d) Teachers, including at least one special education teacher; and

e)  Other District staff.

(Continued)



2024 6190
40f 8

Personnel

SUBJECT: WORKPLACE VIOLENCE PREVENTION POLICY STATEMENT (Cont'd.)

Workplace Violence Prevention Coordinator

The District has designated the following District employee to serve as its Workplace Violence
Prevention Coordinator:

Robert Finster, Superintendent
315-543-2707, ext. 7 or ext. 27901
rfinster@hcsk12.org

The Workplace Violence Prevention Coordinator convenes and coordinates the activities and plans
of the Workplace Violence Prevention Advisory Committee. The Workplace Violence Prevention
Coordinator is also responsible for answering employee questions about this policy and related
materials, as well as receiving workplace violence incident reports.

Authorized Employee Representatives

The District must provide for employee participation in the WVPP through an authorized
employee representative. Authorized employee representatives will participate on the Workplace
Violence Prevention Advisory Committee. Authorized employee representatives have a right to, at a
minimum, be involved in:

a) Participating in the development and implementation of this policy.

b) Evaluating the physical workplace environment to determine workplace violence risk
factors.

¢) Developing the WVPP.

d) Reviewing workplace violence incident reports at least once a year to identify trends in the
types of incidents reported, if any.

e) Evaluating the effectiveness of safeguards and actions taken to reduce the risk of workplace
violence.

f)  Reporting violations of the District's WVPP.
Reporting Workplace Violence

The District has established and implemented a reporting system for incidents of workplace
violence.

(Continued)
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Any employee or authorized employee representative who becomes aware of a physical assault,
threatening behavior, or verbal abuse in the workplace must immediately provide written notice of the
facts and circumstances of the violent incident to a supervisor or the Workplace Violence Prevention
Coordinator. If the report was provided to a supervisor, the supervisor must immediately forward to the
report the Workplace Violence Prevention Coordinator.

If an employee witnesses or is involved in an incident of violence in which there is an immediate
threat to the employee's safety, or the safety of others, or where a serious injury has occurred, the
employee should immediately call 911 to obtain law enforcement and/or medical assistance. The
employee should also immediately notify their immediate supervisor.

If an employee believes that either they or another employee are in imminent danger of workplace
violence and reasonably believes, in good faith, that reporting to a supervisor or the Workplace
Prevention Coordinator would not result in corrective action, then the employee may report the violation
directly to the Public Employee Safety and Health Bureau (PESH).

The District will immediately respond to all incidents of violence or threatening behavior upon
notification. After the District receives notice, the District will be afforded a reasonable opportunity to
correct the activity, policy, or practice.

If there is a developing pattern of workplace violence incidents which may involve criminal
conduct or serious injury, the District will attempt to develop a protocol with the District Attorney or
law enforcement to ensure that violent crimes committed against employees in the workplace are
promptly investigated and appropriately prosecuted. The District will provide information on these
protocols and contact information to employees who choose to file a criminal complaint after a
workplace violence incident.

In addition to complying with the reporting requirements in this policy, District employees must
comply with all other applicable reporting requirements contained in any District policy, regulation,
procedure, collective bargaining agreement, or other document such as the District's Code of Conduct.

Inspections by the Commissioner of Labor

At the Request of an Emplovee or Authorized Employvee Representative

If, after being given notice and a reasonable opportunity to resolve the activity, policy, or practice,
the matter has not been resolved and the employee or authorized employee representative still believes
that a serious violation of the WVPP remains, or that an imminent danger exists, the employee or
authorized employee representative may request an inspection by notifying the Commissioner of Labor
of the alleged violation or danger. The notice and request will be in writing, describing with reasonable
particularity the grounds for the notice, and be signed by the employee or authorized employee

(Continued)
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representative. A copy of the written notice will be provided by the Commissioner of Labor to the
District or the person in charge no later than the time of inspection, except that on the request of the
person giving the notice, the person's name and the names of individual employees or authorized
employee representative will be withheld.

A District representative and an authorized employee representative will be given the opportunity
to accompany the Commissioner of Labor during an inspection for the purpose of aiding the inspection.
Where there is no authorized employee representative, the Commissioner of Labor will consult with a
reasonable number of employees concerning matters of safety in the workplace.

The authority of the Commissioner of Labor to inspect a premises pursuant to an employee
complaint will not be limited to the alleged violation contained in the complaint. The Commissioner of
Labor may inspect any other area of the premises in which they have reason to believe that a serious
violation of the workplace violence prevention law exists.

Initiated by the Commissioner of Labor

The Commissioner of Labor may inspect any premises occupied by the District if they have reason
to believe that a violation of the workplace violence prevention law has occurred. The current PESH
administrative plan will be used for the enforcement of the workplace violence prevention law, including
a general schedule of inspection, which provides a rational administrative basis for the inspection.

Workplace Risk Evaluation and Developing a Workplace Violence Prevention Program (WVPP)

The District will engage in a process of workplace risk evaluation designed to identify the risks of
workplace violence to which employees could be exposed.

The District will then develop and implement a written WVPP to prevent, minimize, and respond
to any workplace violence. The Workplace Violence Advisory Committee, which includes all
authorized employee representatives, will oversee the development and maintenance of the WVPP.
During the development process, the authorized employee representative(s) will provide input on those
situations in the workplace that pose a threat of workplace violence.

The WVPP will include the following:

a) A list of the risk factors identified in the workplace risk evaluation.

b) The methods the District will use to prevent incidents of workplace violence. Examples
include, but are not limited to:

1.  Making high-risk areas more visible to more people;

(Continued)
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2. Installing good external lighting;
3. Using drop safes or other methods to minimize cash on hand;
4.  Posting signs stating that limited cash is on hand;
5. Providing training in conflict resolution and nonviolent self-defense responses; and
6.  Establishing and implementing reporting systems for incidents of aggressive behavior.

¢) A hierarchy of controls to which the program will adhere as follows: engineering controls,
work practice controls, and personal protective equipment (PPE).

d) The methods and means by which the District will address each specific hazard identified in
the workplace risk evaluation.

e) A system designed and implemented by the District to report any workplace violence
incidents that occur in the workplace. The reports must be in writing and maintained for the
annual program review.

f) A written outline or lesson plan for employee program training.

g) A plan for program review and update on at least an annual basis. This review and update
will detail any mitigating steps taken in response to any incident of workplace violence.

Prohibition of Retaliatory Behavior (Commonly Known as "Whistle-Blower'" Protection)

The District will not take retaliatory action against any employee because the employee exercises
any right accorded to them under this policy.

Training

At the time of hire and annually thereafter, all employees will participate in the District's workplace
violence prevention training program. Additionally, retraining is required for all employees any time
there is a significant change to the WVPP, a newly identified risk factor, or a control measure addition.

Notification

This policy will be posted where notices to employees are typically posted. A copy of the District's
WVPP may be obtained by contacting the District's Workplace Violence Prevention Coordinator. The
District will also make the WVPP available for reference to employees, authorized employee
representatives, and the Commissioner of Labor in the work area.

(Continued)



2024 6190
8 of 8

Personnel

SUBJECT: WORKPLACE VIOLENCE PREVENTION POLICY STATEMENT (Cont'd.)

Labor Law Section 27-b
12 NYCRR Section 800.6

NOTE: Refer also to Policies #3410 -- Code of Conduct
#3411 -- Prohibition of Weapons on School Grounds
#3412 -- Threats of Violence in School
#3420 -- Non-Discrimination and Anti-Harassment in the District
#3421 -- Title IX and Sex Discrimination
#5681 -- School Safety Plans
#5684 -- Use of Surveillance Cameras in the District and on School
Buses
#5690 -- Exposure Control Program
#6121 -- Sexual Harassment in the Workplace
#6122 -- Emplovee Grievances
#7350 -- Timeout and Physical Restraint
#7360 -- Weapons in School and the Gun-Free Schools Act

Adoption Date
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Overview

The District is committed to the safety and security of its employees. Workplace violence presents
a serious : threat to the safety of employees, students, parents, and visitors. The

goal of this policy is to promote the safety and well-being of all people in the workplace.

Acts of violence against District employees where any work-related duty is performed will be

thoroughly investigated and appropriate action will be taken
. All employees are responsible for: createing an environment of

mutual respect for each other, as well as students, parents, and visitors; following all applicable
documents; and for assisting in maintaining a safe and secure work environment.

This workplace violence prevention policy was developed in consultation with theall authorized
employee representative(s) and is designed to meet the requirements of New York State Labor Law and
highlights some of the elements that are found within the District's Workplace Violence Prevention

Program (WVPP).
Definitions
For purposes of this policy, the following definitions apply:

a) "Authorized employee representative” means an employee authorized by the employees or
the designated representative of an employee organization recognized or certified to
represent the employees pursuant to Article 14 of the Civil Service Law, the Public

Employees' Fair Employment Act.

b) "Imminent danger" means any conditions or practices in any place of employment which are
such that a danger exists which could reasonably be expected to cause death or serious
physical harm immediately or before the imminence of the danger can be eliminated through

the enforcement procedures.

¢) "Retaliatory action" means the discharge, suspension, demotion, penalization, or
discrimination against any employee, or other adverse employment action taken against an
employee in the terms and conditions of employment.

d) "Serious physical harm" means physical injury which creates a substantial risk of death, or
which causes death or serious and protracted disfigurement, protracted impairment of health,
or protracted loss or impairment of the function of any bodily organ or a sexual offense as
defined in Penal Law.

(Continued)
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©)

g)

"Serious violation" means
the failure to:

1.  Develop and implement a program;
2. Address situations which could result in serious physical harm.

"Supervisor" means any person within the District who has the authority to direct and control
the work performance of an employee or who has the authority to take corrective action
regarding the violation of a law, rule, or regulation to which an employee submits written
notice.

"Workplace" means any location away from an employee's domicile, permanent or
temporary, where an employee performs any work-related duty in the course of their
employment by the District.

What is Workplace Violence

Workplace violence is any physical assault or acts of aggressive behavior occurring where an
employee performs any work-related duty in the course of their employment including, but not limited

to:

a)  Anattempt or threat, whether verbal or physical, to inflict physical injury upon an employee;

b) Any intentional display of force which would give an employee reason to fear or expect
bodily harm;

¢) Intentional and wrongful physical contact withan employee without their consent that entails
some injury;

d) Stalking an employee with the intent of causing fear of material harm to the physical safety
and health of the employee when the stalking has arisen through and in the course of
employment.

Workplace violence may be committed by

a)  Other employees;

b) Former employees;

c) Students;

(Continued)
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d) Parents;
e) Visitors;

f)  Individuals who have no connection to the workplace, but enter to commit a robbery or other
crime; or

g)  An individual who has a personal relationship with an employee.
Prohibited Conduct

The District prohibits workplace violence and will not tolerate violence, threats of violence, or
intimidating conduct in the workplace.

Workplace Violence Prevention Advisory Committee

The District will establish a Workplace Violence Prevention Advisory Committee that will meet
periodically throughout the year. The purpose of the Workplace Violence Prevention Advisory
Committee is to assist the District in coordinating its efforts to comply with its responsibilities related
to workplace violence prevention, including overseeing the development and maintenance of the
District's

The Workplace Violence Prevention Advisory Committee will include:

a) The Workplace Violence Prevention Coordinator;

b)  All authorized employee representatives;

¢) The Chief Emergency Officer.

It may also include one or more representatives from the following groups:

a)  District-wide school safety team;

b) The building level emergency response team(s);

¢) District/building administrators;

d) Teachers, including at least one special education teacher; and

(Continued)
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€)  Other District staff.

Workplace Violence Prevention Coordinator

The District has designated the following District employee to serve as its Workplace Violence
Prevention Coordinator:

*[The District should list the following: name. title, departineni, telephone number, and email
address.]

The Workplace Violence Prevention Coordinator convenes and coordinates the activities and plans
of the Workplace Violence Prevention Advisory Committee. The Workplace Violence Prevention
Coordinator is also responsible for answering employee questions about this policy and related
materials, as well as receiving workplace violence incident reports.

Authorized Emplovee Representatives

The District must provide for employee participation in the WVPP through an authorized
employee representative. Authorized employee representatives will participate on the Workplace
Violence Prevention Advisory Committee. Authorized employee
representatives have a right to, at a mintimum, be involved 1n-:

a)  Participating in the development and implementation of this policy.

b) Evaluating the physical workplace environment to determine workplace violence risk
factors.

¢) Developing the WVPP.

d) Reviewing workplace violence incident reports at least once a year to identify trends
in the types of incidents reported, if any.

e) Evaluating theeffectiveness of safeguards and
taken to reduce the risk of workplace violence.

f)  Reporting violations of the District's WVPP.

*Customize to District
(Continued)
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Reporting Workplace Violence

The District has established and implemented a reporting system for incidents of workplace

Any employee or authorized employee representative who becomes aware of a physical assault,
threatening behavior, or verbal abuse in the workplace must immediately provide written notice of the
facts and circumstances of the violent incident to a supervisor or the Workplace Violence Prevention
Coordinator. If the report was provided to a supervisor, the supervisor must immediately forward to the
report the Workplace Violence Prevention Coordinator.

If an employee witnesses or is involved in an incident of violence in which there is an immediate
threat to the employee's safety, or the safety of others, or where a serious mjury has occurred, the
employee should immediately call 911 to obtain law enforcement and/or medical assistance. The
employee should also immediately notify their inmediate SUpervisor.

If an employee believes that either they or another employee are in imminent danger of workplace
violence and reasonably believes, in good faith, that reporting to a supervisor or the Workplace
Prevention Coordinatorwould not result in corrective action, then the employee may report the violation
directly to the Public Employee Safety and Health Bureau (PESH).

the—aetivibe—poliey—or= practices istrict will immediately respond to all repested-incidents o
violence or threatening behavior upon notification. A fter the District receives notice, the District will be
afforded a rcasonable opportunity to correct the activity. policy. or practice.

(Continued)
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law enforcement

In addition to complying with the reporting requirements in this policy, District employees must
comply with all other applicable reporting requirements contained in any District policy, regulation,
procedure, collective bargaining agreement, or other document such as the District's Code of Conduct.

Inspections by the Commissioner of Labor

At the Request of an Emplovyee or Authorized Emplovee Representative

If being given notice and a reasonable opportunity to resolve the
activity, policy, or practice, the matter has not been resolved and the employee or authorized employee
representative still believes that a serious violation of the WVPP remains, or that an imminent danger
exists, the employee or authorized employee representative may request an inspection by notifying the
Commissioner of Labor of the alleged violation or danger. The notice and request will be in writing,
describing with reasonable particularity the grounds for the notice, and be signed by the employee or
authorized employee representative. A copy of the written notice will be provided by the Commissioner
of Labor to the District or the person in charge no later than the time of inspection, except that on the
request of the person giving the notice, the person's name and the names of individual employees or
authorized employee representative will be withheld.

A District representative and an authorized employee representative will be given the opportunity
to accompany the Commissioner of Labor during an inspection for the purpose of aiding the inspection.
Where there is no authorized employee representative, the Commissioner of Labor will consult with a
reasonable number of employees concerning matters of safety in the workplace.

The authority of the Commissioner of Labor to inspect a premises pursuant to an employee
complaint will not be limited to the alleged violation contained in the complaint. The Commissioner of
Labor may inspect any other area of the premises in which they have reason to believe that a serious
violation of the workplace violence prevention law exists.

Initiated by the Commissioner of Labor

The Commissioner of Labor may inspect any premises occupied by the District if they have reason
to believe that a violation of the workplace violence prevention law has occurred. The current
PESH) administrative plan will be used for the enforcement of the
workplace violence prevention law, including a general schedule of inspection, which provides a rational
administrative basis for the inspection.

(Continued)
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Workplace Risk Evaluation and Developing a Workplace Violence Prevention Program (WV PP)

The District will engage in a process of workplace evaluation designed to identify the risks of
wortkplace violence to which employees could be exposed.

The District will then develop and implement a written WVPP to prevent, minimize, and respond
to any workplace violence. The Workplace Violence Advisory Committee, which includes all
authorized employee representatives, will oversee the development
of the WVPP. During the development process, the authorized employee representative(s) will provide
input on those situations in the workplace that pose a threat of workplace violence.

The WVPP will include the following:

a) A list of the risk factors identified in the workplace evaluation.

b) The methods the District will use to prevent incidents of workplace violence. Examples
include, but are not limited to:

1. Making high-risk areas more visible to more people;

2. Installing good external lighting;

3.  Using drop safes or other methods to minimize cash on hand;

4.  Posting signs stating that limited cash is on hand;

5. Providing training in conflict resolution and nonviolent self-defense responses; and
6. Establishing and implementing reporting systems for incidents of aggressive behavior.

¢) A hierarchy of controls to which the program will adhere as follows: engineering controls,
work practice controls, and personal protective equipment (PPE).

d) The methods and means by which the District will address each specific hazard identified in
the workplace evaluation.

€) A system designed and implemented by the District to report any workplace violence
incidents that occur in the workplace. The reports must be in writing and maintained for the
annual program review.

f) A written outline or lesson plan for employee program training.

(Continued)
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g) A plan for program review and update on at least an annual basis. This review and update
will detail any mitigating steps taken in response to any incident of workplace violence.

Prohibition of Retaliatory Behavior (Commonly Known as "Whistle-Blower' Protection)

The District will not take retaliatory action against any employee because the employee exercises
any right accorded to them under this policy.

Training
At the time ofhire and annually thereafter, all employees will participate in the District's workplace

violence prevention training program. Additionally, retraining is required for all employees any time
there is a significant change to the WVPP, a newly identified risk factor, or a control measure addition.

Notification

ThlS pohcy w111 be posted where notlces to employees are typlcally posted

’ A copy of the District's WVPP may be obtamed by contactmg the
District's Workplace Violence Prevention Coordinator. The District will also make the WVPP available
for reference to employees, authorized employee representatives, and the Commissioner of L abor in the
work area.

Labor Law Section 27-b
12 NYCRR Section 800.6

NOTE: Refer also to Policies #3410 -- Code of Conduct
#3411 -- Prohibition of Weapons on School Grounds
#3412 -- Threats of Violence in School
#3420 -- Non-Discrimination and Anti-Harassment in the District
#3421 -- Title IX and Sex Discrimination
#5681 -- School Safety Plans
#5684 -- Use of Surveillance Cameras in the District and on School
Buses
#5690 -- Exposure Control Program
#6121 -- Sexual Harassment in the Workplace
#6122 -- Employee Grievances
#7350 — Timeout and Physical Restraint
#7360 -- Weapons in School and the Gun-Free Schools Act

Adoption Date
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Workplace violence is any physical assault or act of aggressive behavior occurring where an
employee performs any work-related duty in the course of their employment including, but not limited
to:

1)  Anattemptor threat, whether verbal or physical, to inflict physical injury upon an employee;

2)  Any intentional display of force which would give an employee reason to fear or expect
bodily harm;

3) Intentional and wrongful physical contact withan employee without their consent that entails
some injury;

4) Stalking an employee with the intent of causing fear of material harm to the physical safety
and health of the employee when the stalking has arisen through and in the course of
employment.

New York State requires every public employer, including school districts, to evaluate the risk of
workplace assaults and homicides at its workplace(s) and to develop and implement programs to prevent
and minimize the hazard of workplace violence to public employees. This written document serves as
the District's Workplace Violence Prevention Program (WVPP). It should be read in conjunction with
the District's corresponding workplace violence prevention policy statement which can be found in the
District's Policy Manual.

The Workplace Violence Prevention Advisory Committee, which includes all authorized
employee representatives, oversaw the development of this WVPP and is responsible for overseeing its
maintenance.

Purpose of the WVPP

The purpose of this WVPP is to provide information to employees, authorized employee
representatives, and supervisors about preventing and responding to incidents of workplace violence or
threats of violence. The goals of this WVPP are to:

1)  Reduce the risk of workplace violence to employees; and

*Customize to District - This regulation provides an example of wording that a district could use to
create a Workplace Violence Prevention Program. It should be reviewed by District administrators and
revised to reflect the District's specific circumstances and practices. It should be consistent with any
other applicable documents such as the corresponding policy or the District-Wide School Safety Plan.
If other documents address information related to the WVPP, it may be necessary to reference those
documents in the WVPP or append those documents to the WVPP.

(Continued)
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2)  Ensure that any incident, complaint, or report of violence is taken seriously and dealt with
appropriately and as expeditiously as possible.

This WVPP outlines the major components of the District's effort to meet these goals. At the core
of this WVPP is the District's commitment to work with its employees to maintain a work environment
free from violence and other threatening behavior to the greatest degree possible.

Workplace Risk Evaluation

The District has conducted a workplace risk evaluation consisting of:

1) A Record Examination

The District has examined all records of workplace violence incidents in the past year to
identify patterns in the: types and cause of incidents; areas of the workplace where incidents
occur; incidents that involve specific workplace operations; or incidents which involve
specific individuals.

Examples of records include, but are not limited to:

a.
b.
c.

d.

€.

Workplace Violence Incident Reports;
Injury and illness documentation;
Workers' compensation reports;
Disciplinary reports;

Union grievances and records of threats.

2)  An Assessment of Administrative Risk Factors

The District has assessed all relevant policies, practices, and procedures that may impact the
risk of workplace violence. Examples of relevant policies, practices, and procedures include,

but are not limited to:

a.

b.

The District-wide school safety plan;

Building-level emergency response plan(s);

(Continued)
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C.

d.

.

Policies related to non-discrimination and anti-harassment, visitors to the school,
threats of violence in school, prohibition of weapons on school grounds, use of timeout
and physical restraint, and weapons in school;

Use of ID badges;

Procedures related to controlling or diffusing a potentially violent situation.

3) An Evaluation of the Physical Environment

The District has evaluated the physical work environment for factors which may place
employees at risk of workplace violence with the participation of authorized employee
representatives. Although workplace violence can occur in any work setting, some settings
or factors may pose a greater degree of risk. Employment situations or factors that may pose
a higher risk for District employees include, but are not limited to, the following:

a.

b.

1.

Working in public settings;

Working late night or early morning hours;

Exchanging money with the public;

Working alone or in small numbers;

Working in a setting with uncontrolled access to the workplace;
Working in a setting where previous security problems have occurred;
Having a mobile workplace assignment;

Working with a population which might expose someone to potentially violent
persons;

Having duties that include the delivery of passengers, goods, or services.

Risk factors identified during the examination, assessment, and evaluation are listed in the WVPP,
along with the methods and means by which each risk is being addressed by the District. The District is
responsible for addressing all risk factors that its employees are potentially exposed to.

Incidents of workplace violence must be carefully documented and analyzed in order to make
improvements to the WVPP during the required annual review or as necessary.

(Continued)
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Workplace Violence Control Measures and Prevention

Hierarchy of Controls

A hierarchy of controls is a safety professional term referring to a ranking of the safeguards that
an employer can use to protect employees from harm in order of preference and effectiveness. There are
three main types of safeguards, or control measures, that an employer can implement to protect
employees from recognized workplace violence risk factors. Engineering controls are considered the
most effective, followed by work practice controls, and then personal protective equipment.

1) Engineering Controls

Engineering controls eliminate or reduce the risk of workplace violence through physical changes
to the workplace. Examples of engineering controls include:

a. Increasing lighting in remote areas;
b.  Designing secure building access;
c.  Installing security hard ware;
d. Eliminating isolated work areas;
e. Installing drop safes.
2)  Work Practice Controls
Work practice controls eliminate or reduce the risk of workplace violence through changes to
organizational policies, procedures, and work practices. Examples of work practice controls
include:
a. Increased staffing;
b. Employment of security personnel;

¢. Implementing building access control procedures, for example, requiring badges to enter;

d. Instituting communication procedures across shifts or classes to share information regarding
agitated clients or students;

e.  Providing information to employees on the criminal history or violence of clients, inmates,
or customers;

(Continued)
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f.  Reducing customer wait times;
g. Providing employees with personal alarms;
h.  Providing cell phones to employees in the field;
1.  Training employees on de-escalation and how to recognize precursors to violence.

3)  Personal Protective Equipment (PPE)
PPE is generally considered the least effective control measure but may be needed to enhance
other control measures or minimize potential injury severity when other control measures fail.
Examples of PPE include:
a.  Ballistic or stab resistant body armor;
b.  Riot gear including protective helmets and shields;

¢. Eye and face protection.

Workplace Violence Prevention

Prevention of violence in the workplace is the responsibility of the District and all employees have
a role to play in keeping the workplace safe from violence. Employees, authorized employee
representatives, and supervisors should be familiar with the early warning signs of potential workplace
violence and workplace issues that may trigger workplace violence in order to intervene early and reduce
the likelihood of workplace violence.

There is no single "profile" that can identify a potentially dangerous individual. It is important to
be careful when drawing assumptions about a person's potential for violence based on any specific

behavior or action. However, certain pattemns of behavior and events frequently precede episodes of
violence.

Behavior or situations that may indicate an increased risk of violence include, but are not limited
to:

1) Direct or veiled threats of harm.
2) Intimidation, belligerence, bullying, or other inappropriate behavior directed at others.

3) Numerous conflicts with supervisors and employees and/or verbal comments expressing
hostility directed at coworkers, supervisors, or others.

(Continued)
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4

S)

6)

7)
8)
9)
10)

Bringing an unauthorized weapon to work, brandishing a weapon in the workplace, making
inappropriate reference to guns, or expressing fascination with weapons.

Fascination with incidents of workplace violence, statements in person or online indicating
approval of the use of violence to resolve a problem, or statements indicating identification
with perpetrators of workplace homicides.

Statements in person or online indicating an increased tone of desperation, feeling that
normal interventions to solve a problem will not work, feeling hopeless about a situation at
work, with family, with finances, and other personal problems.

Signs of abuse of drugs or alcohol on or off the job.

Extreme or uncharacteristic changes in behavior or displays of emotion.

Employees with ongoing domestic difficulties.

Employees with a temporary order of protection against someone.

These behaviors or situations should be reported to an employee's supervisor and/or the Workplace
Violence Prevention Coordinator. Some behaviors may require immediate law enforcement intervention
where others may require disciplinary action or indicate a need for an Employee Assistance Program
(EAP) referral.

Common situations that may trigger workplace violence can be categorized under employee issues
or workplace issues.

Employee issues include:

1)
2)
3)
4)
5)
6)
7)

A negative performance review.

An unwelcome change in role due to performance or reorganization in the workplace.
An unwelcome change in work schedule.

Criticism of an employee's work performance.

A conflict with a coworker or supervisor.

Personal stress outside the workplace.

Increased workload or pressure.

(Continued)
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Workplace issues include:

1)
2)
3)
4)
5)
6)
7
8)

No clearly defined rules of conduct.

A lack of employee training.

Inadequate hiring practices or screening of potential employees.
Insufficient supervision of employees.

A lack of discipline or inconsistent discipline in the workplace.

A lack of employee support systems or support systems that are inadequate.
Employer failure to address incidents as they occur.

An overly authoritarian management style in the workplace.

A workplace issue that only an employee perceives can still be a trigger for workplace violence.

To help prevent a violent situation from occurring, the District will provide training to employees,
authorized employee representatives, and supervisors on recognizing the early warning signs of potential
workplace violence and workplace issues that may trigger workplace violence. With this knowledge,
the District can intervene early to prevent a violence incident from occurring.

In addition to training on recognizing the early warning signs of potential workplace violence and
workplace issues that may trigger workplace violence, the District uses the following methods to try to
prevent incidents of workplace violence:

)

*List the methods the District uses to try to prevent workplace violence incidents. Examples
include enforcing existing workplace rules, training to increase employee awareness of the
signs/effects of workplace violence, and the importance of reporting workplace violence.
Determine methods that are applicable to the District's workplaces and include the list of
those methods here.

Risk Factors and Control Measures

Risks identified in the District's workplace risk evaluation, and corresponding control methods to
reduce those risks, are shown in the tables below.

*Customize to District -- List the methods the District uses to try to prevent workplace violence

incidents.

(Continued)
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*General to the District

The following chart lists general risks in the District which are not limited to a specific workplace,
as well as the control method for addressing each risk.

Identified Risk Selected Control(s) Comments

*Workplace Specific

The following chart lists risks in the District which are for specific workplaces, as well as the
method for addressing each risk.

Workplace Location | Identified Risk Selected Control(s) Comments

Reporting Workplace Violence

Any employee or authorized employee representative who becomes aware of a physical assault,
threatening behavior, or verbal abuse in the workplace must immediately provide written notice of the
facts and circumstances of the violent incident to a supervisor or the Workplace Violence Prevention
Coordinator. If the report was provided to a supervisor, the supervisor must immediately forward the
report to the Workplace Violence Prevention Coordinator.

If an employee witnesses or is involved in an incident of violence in which there is an immediate
threat to the employee's safety, or the safety of others, or where a serious injury has occurred, the
employee should immediately call 911 to obtain law enforcement and/or medical assistance. The
employee should also immediately notify their immediate supervisor.

*Customize to District
(Continued)
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If an employee believes that either they or another employee are in imminent danger of workplace
violence and reasonably believes, in good faith, that reporting to a supervisor or the Workplace
Prevention Coordinatorwould notresult in corrective action, then the employee may report the violation
directly to the Public Employee Safety and Health Bureau (PESH).

The District will immediately respond to all incidents of violence or threatening behavior upon
notification. After the District receives notice, the District will be afforded a reasonable opportunity to
correct the activity, policy, or practice.

Reporting to the Commissioner of Labor

If, after being given notice and a reasonable opportunity to resolve the activity, policy, or practice,
the matter has not been resolved and the employee or authorized employee representative still believes
that a serious violation of the WVPP remains, or that an imminent danger exists, the employee or
authorized employee representative may request an inspection by filing a complaint with the PESH
bureau at the Department of Labor's Division of Safety and Health using the complaint form linked here:
https://dol.ny.gov/system/files/documents/2023/09/pesh7.pdf or by calling 1-844-SAFE-NYS. The
completed and signed complaint form can be emailed to ask.shnypesh@]labor.ny.gov or faxed or mailed
to the nearest Division of Safety and Health (DOSH) District Office listed in the complaint form.

Employees can also contact the PESH bureau to ask questions about health and safety standards
by calling: 1-844-SAFE-NYS or emailing ask.shnypeshlabor.ny.gov. For additional information on
recordkeeping or workplace violence prevention, or to request free and confidential consultation
assistance, please use the contact information on the PESH Consultation Fact Sheet available here:
https://dol.ny.gov/system/files/d ocuments/2023/11/p206 12-10-20.pdf.

Investigating and Responding to Reports of Workplace Violence

Upon receipt of written notice of an incident of workplace violence, the Workplace Violence
Prevention Coordinator will work with other individuals, such as those on the Workplace Violence
Prevention Advisory Committee and/or District administration, to:

1)  Confirm any injured persons receive prompt and appropriate medical care. This includes, but
is not limited to, providing transportation of any injured persons to medical care.

2) If not already reported, report the incident to the appropriate authorities as required by
applicable laws and regulations.

3) Asapplicable, secure the premises to safeguard evidence and reduce distractions during the
response period.

(Continued)



2024 6190R
10 of 13

Personnel

SUBJECT: WORKPLACE VIOLENCE PREVENTION PROGRAM (Cont'd.)

4) Complete a Workplace Violence Incident Report as soon as possible, which, at a minimum,
will contain the following information:

a.  Workplace location where incident occurred;
b.  Time of day/shift when incident occurred;

c. A detailed description of the incident, including events leading up to the incident and
how the incident ended;

d. Names and job titles of involved employees;

e.  Name or other identifier of other individual(s) involved;

f.  Nature and extent of injuries arising from the incident; and

g.  Names of witnesses.

If the case is a privacy concern case, a Workplace Violence Incident Report will still be
completed. However, before sharing a copy of the Workplace Violence Incident Report with
any party other than the Commissioner of Labor, the District will remove the name of the
employee who was the victim of the workplace violence and will instead enter "PRIVACY

CONCERN CASE" in the space normally used for the employee's name.

The District will treat incidents involving the following injuries or illnesses as privacy
CONCern cases:

a.  Aninjury or illness to an intimate body part or the reproductive system;
b.  Aninjury or illness resulting from a sexual assault;

c¢.  Mental illness;

d. HIV infection;

e.  Needlestick injuries and cuts from sharp objects that are or may be contaminated with
another person's blood or other potentially infectious material; and

f.  Otherinjuries or illnesses, if the employee independently and voluntarily requests that
their name not be entered on the Workplace Violence Incident Report.

(Continued)
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3)

6)

7)

The District will maintain all Workplace Violence Incident Reports for use in the District's
annual program review and updates.

Thoroughly investigate the incident and ensure that the District corrects the activity, policy,
or activity in a reasonable timeframe. If there is a developing pattern of workplace violence
incidents which may involve criminal conduct or serious injury, the District will attempt to
develop a protocol with the District Attorney or law enforcement to ensure that violent
crimes committed against employees in the workplace are promptly investigated and
appropriately prosecuted. The District will provide information on these protocols and
contact information to employees who choose to file a criminal complaint after a workplace
violence incident.

Identify and implement actions to work to prevent similar occurrences from happening in
the future.

Address the need for appropriate treatment for employees who were victims or witnesses of
workplace violence. In addition to physical injuries, victims and witnesses may suffer:
psychological trauma; fear of returning to work; feelings of incompetence, guilt,
powerlessness; and fear of criticism by supervisors.

Confidentiality

The District is not required to disclose information that would otherwise be kept confidential for
security reasons. This information may include information which, if disclosed, would:

1)
2)

3)

4)

3)

Training

Interfere with law enforcement investigations or judicial proceedings;
Deprive a person of a right to a fair trial or impartial adjudication;

Identify a confidential source or disclose confidential information relating to a criminal
investigation;

Reveal criminal investigative techniques or procedures, except routine techniques and
procedures; or

Endanger the life or safety of any person.

At the time of hire and annually thereafter, all employees will participate in the District's WVPP
training. At a minimum, this training will include information on:

(Continued)
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1) The requirements in law related to workplace violence prevention.

2)  The details of the District's written workplace violence prevention program including, but
not limited to:

a.  The risk factors in their workplace that were identified in the District's risk evaluation
that do not need to be kept confidential for security reasons;

b.  The measures that employees can take to protect themselves from the identified risks
including specific procedures that the District has implemented to protect employees
such as incident alert and notification procedures, appropriate work practices,
emergency procedures, and use of security alarms and other devices;

c.  The early waming signs of potential workplace violence and workplace issues that may
trigger workplace violence;

d. Procedures on how to respond to and report incidents of workplace violence;

e. Howthe District will handle privacy concemn cases, confidential information, and other
sensitive information.

3)  The location of the written WVPP and how to obtain a copy.

Additionally, retraining is required for all employees any time there is a significant change to the
WVPP, a newly identified risk factor, or a control measure addition.

Recordkeeping Requirements

Allincidents of workplace violence must be documented in a Workplace Violence Incident Report.
Workplace violence incidents that cause a work-related death or an injury that meets the recording
criteria of the PESH log of injuries and illnesses should be recorded on both the PESH log and the
Workplace Violence Incident Report. For more information on the PESH log of injuries and illness,
refer to the PESH website, https://dol.ny.gov/public-employee-safety-health.

Workplace Violence Incident Reports provide a written description when an incident occurs so
that the Workplace Violence Prevention Coordinator, in conjunction with the Workplace Violence
Prevention Advisory Committee and/or District administration, can evaluate why the incident occurred
and implement an appropriate safeguard or control measure to reduce the risk of those incidents from
happening again. The Workplace Violence Incident Report also creates a historical record. The
Workplace Violence Incident Reports will be reviewed at least once a year to determine if and how the
WVPP should be updated.

(Continued)
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Program Review
On an annual basis, the Workplace Violence Prevention Advisory Committee will oversee the

process of reviewing and, if necessary, updating the District's WVPP and District policy #6190 --
Workplace Violence Prevention Policy Statement. As part of this process, the District will:

1)  With the participation of all authorized employee representatives, review the Workplace
Violence Incident Reports from the past year to identity trends in the types of incidents in
the workplace and review the effectiveness of the mitigating actions taken;

2)  Work to determine and address the root cause of incidents;

3) Determine if any change need to be made to control measures; and

4)  Assess whether the reporting and recordkeeping systems have been effective in collecting all
relevant information.

Additionally, the District will conduct an evaluation of the physical environment when facilities
are changed and on a regular basis to assess the functionality of equipment.

Revision History

Date Workplace Advisory Committee Members
List the name and title of each member. If the member is an authorized employee
representative, denote that along with their affiliated union.

Robert Finster, Superintendent; Eric Luther, MS/HS Principal; Sheryl Tuttle-Lamb,
Curriculum Coordinator; Eric Schmitt, SRO; Angela Robert, Transportation Supervisor

Christine Bristol, Food Service Supervisor, Donald Snider, Buildings and Grounds
Supervisor; Kelly Avallone, RN, School Nurse, HSEA President;

Jean LaVancha, IT Director; Katelyn Fenlong, Counselor; Andrea Heller, Counselor; Amy
Frost, District Treasurer

Labor Law Section 27-b
12 NYCRR Section 800.6
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Workplace violence is any physical assault or act of aggressive behavior occurring where an
employee performs any work-related duty in the course of their employment including, but not limited
to:

1)  Anattemptor threat, whether verbal or physical, to inflict physical injury upon an employee;

2)  Any intentional display of force which would give an employee reason to fear or expect
bodily harm;

3) Intentional and wrongful physical contact with an employee without their consent that entails
some injury;

4) Stalking an employee with the intent of causing fear of material harm to the physical safety
and health of the employee when the stalking has arisen through and in the course of
employment.

New York State requires every public employer, including school districts, to evaluate the risk of
workplace assaults and homicides at its workplace(s) and to develop and implement programs to prevent
and minimize the hazard of workplace violence to public employees. This written document serves as
the District's Workplace Violence Prevention Program (WVPP). It should be read in conjunction with
the District's corresponding workplace violence prevention policy statement which can be found in the
District's Policy Manual.

The Workplace Violence Prevention Advisory Committee, which includes all authorized
employee representatives, oversaw the development of this WVPP and is responsible for overseeing its
maintenance.

Purpose of the WVPP

The purpose of this WVPP is to provide information to employees, authorized employee
representatives, and supervisors about preventing and responding to incidents of workplace violence or
threats of violence. The goals of this WVPP are to:

1)  Reduce the risk of workplace violence to employees; and

*Customize to District - This regulation provides an example of wording that a district could use to
create a Workplace Violence Prevention Program. It should be reviewed by District administrators and
revised to reflect the District's specific circumstances and practices. It should be consistent with any
other applicable documents such as the corresponding policy or the District-Wide School Safety Plan.
If other documents address information related to the WVPP, it may be necessary to reference those
documents in the WVPP or append those documents to the WVPP,

(Continued)
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2)  Ensure that any incident, complaint, or report of violence is taken seriously and dealt with
appropriately and as expeditiously as possible.

This WVPP outlines the major components of the District's effort to meet these goals. At the core
of this WVPP is the District's commitment to work with its employees to maintain a work environment
free from violence and other threatening behavior to the greatest degree possible.

Workplace Risk Evaluation

The District has conducted a workplace risk evaluation consisting of:

1) A Record Examination

The District has examined all records of workplace violence incidents in the past year to
identify patterns in the: types and cause of incidents; areas of the workplace where incidents
occur; incidents that involve specific workplace operations; or incidents which involve
specific individuals.

Examples of records include, but are not limited to:

a.
b.
c.
d.

€.

Workplace Violence Incident Reports;
Injury and illness documentation;
Workers' compensation repotts;
Disciplinary reports;

Union grievances and records of threats.

2)  An Assessment of Administrative Risk Factors

The District has assessed all relevant policies, practices, and procedures that may impact the
risk of workplace violence. Examples of relevant policies, practices, and procedures include,
but are not limited to:

a.

b.

The District-wide school safety plan;

Building-level emergency response plan(s);

(Continued)
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C.

d.

€.

Policies related to non-discrimination and anti-harassment, visitors to the school,
threats of violence in school, prohibition of weapons on school grounds, use of timeout
and physical restraint, and weapons in school;

Use of ID badges;

Procedures related to controlling or diffusing a potentially violent situation.

3)  An Evaluation of the Physical Environment

The District has evaluated the physical work environment for factors which may place
employees at risk of workplace violence with the participation of authorized employee
representatives. Although workplace violence can occur in any work setting, some settings
or factors may pose a greater degree of risk. Employment situations or factors that may pose
a higher risk for District employees include, but are not limited to, the following:

a.

b.

i

Working in public settings;

Working late night or early moming hours;

Exchanging money with the public;

Working alone or in small numbers;

Working in a setting with uncontrolled access to the workplace;
Working in a setting where previous security problems have occurred;
Having a mobile workplace assignment;

Working with a population which might expose someone to potentially violent
persons;

Having duties that include the delivery of passengers, goods, or services.

Risk factors identified during the examination, assessment, and evaluation are listed in the WVPP,
along with the methods and means by which each risk is being addressed by the District. The District is
responsible for addressing all risk factors that its employees are potentially exposed to.

Incidents of workplace violence must be carefully documented and analyzed in order to make
improvements to the WVPP during the required annual review or as necessary.

(Continued)
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Workplace Violence Control Measures and Prevention

Hierarchy of Controls

A hierarchy of controls is a safety professional term referring to a ranking of the safeguards that
an employer can use to protect employees from harm in order of preference and effectiveness. There are
three main types of safeguards, or control measures, that an employer can implement to protect
employees from recognized workplace violence risk factors. Engineering controls are considered the
most effective, followed by work practice controls, and then personal protective equipment.

1) Engineering Controls

Engineering controls eliminate or reduce the risk of workplace violence through physical changes
to the workplace. Examples of engineering controls include:

a.  Increasing lighting in remote areas;
b.  Designing secure building access;
¢.  Installing security hardware;
d. Eliminating isolated work areas;
e. Installing drop safes.
2)  Work Practice Controls
Work practice controls eliminate or reduce the risk of workplace violence through changes to
organizational policies, procedures, and work practices. Examples of work practice controls
include:
a. Increased staffing;
b. Employment of security personnel;

c.  Implementing building access control procedures, for example, requiring badges to enter;

d. Instituting communication procedures across shifts or classes to share information regarding
agitated clients or students;

e.  Providing information to employees on the criminal history or violence of clients, inmates,
or customers;

(Continued)
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f.  Reducing customer wait times;
Providing employees with personal alarms;
h.  Providing cell phones to employees in the field;
i.  Training employees on de-escalation and how to recognize precursors to violence.

3) Personal Protective Equipment (PPE)
PPE is generally considered the least effective control measure but may be needed to enhance
other control measures or minimize potential injury severity when other control measures fail.
Examples of PPE include:
a.  Ballistic or stab resistant body armor;
b.  Riot gear including protective helmets and shields;

c¢.  Eye and face protection.

Workplace Violence Prevention

Prevention of violence in the workplace is the responsibility of the District and all employees have
a role to play in keeping the workplace safe from violence. Employees, authorized employee
representatives, and supervisors should be familiar with the early warning signs of potential workplace
violence and workplace issues that may trigger workplace violence in order to intervene early and reduce
the likelihood of workplace violence.

There is no single "profile" that can identify a potentially dangerous individual. It is important to
be careful when drawing assumptions about a person's potential for violence based on any specific
behavior or action. However, certain patterns of behavior and events frequently precede episodes of
violence.

Behavior or situations that may indicate an increased risk of violence include, but are not limited
to:

1) Direct or veiled threats of harm.
2) Intimidation, belligerence, bullying, or other inappropriate behavior directed at others.

3) Numerous conflicts with supervisors and employees and/or verbal comments expressing
hostility directed at coworkers, supervisors, or others.

(Continued)
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4)

3)

6)

7)
8)
9)
10)

Bringing an unauthorized weapon to work, brandishing a weapon in the workplace, making
inappropriate reference to guns, or expressing fascination with weapons.

Fascination with incidents of workplace violence, statements in person or online indicating
approval of the use of violence to resolve a problem, or statements indicating identification
with perpetrators of workplace homicides.

Statements in person or online indicating an increased tone of desperation, feeling that
normal interventions to solve a problem will not work, feeling hopeless about a situation at
work, with family, with finances, and other personal problems.

Signs of abuse of drugs or alcohol on or off the job.

Extreme or uncharacteristic changes in behavior or displays of emotion.

Employees with ongoing domestic difficulties.

Employees with a temporary order of protection against someone.

These behaviors or situations should be reported to an employee's supervisor and/or the Workplace
Violence Prevention Coordinator. Some behaviors may require immediate law enforcement intervention
where others may require disciplinary action or indicate a need for an Employee Assistance Program
(EAP) referral.

Common situations that may trigger workplace violence can be categorized under employee issues
or workplace issues.

Employee issues include:

1)
2)
3)
4)
3)
6)
7

A negative performance review.

An unwelcome change in role due to performance or reorganization in the workplace.
An unwelcome change in work schedule.

Criticism of an employee's work performance.

A conflict with a coworker or supervisor.

Personal stress outside the workplace.

Increased workload or pressure.

(Continued)
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Workplace issues include:

1) No clearly defined rules of conduct.

2) A lack of employee training.

3) Inadequate hiring practices or screening of potential employees.

4) Insufficient supervision of employees.

5) A lack of discipline or inconsistent discipline in the workplace.

6) A lack of employee support systems or support systems that are inadequate.

7)  Employer failure to address incidents as they occur.

8)  An overly authoritarian management style in the workplace.

A workplace issue that only an employee perceives can still be a trigger for workplace violence.

To help prevent a violent situation from occurring, the District will provide training to employees,
authorized employee representatives, and supervisors on recognizing the early warning signs of potential
workplace violence and workplace issues that may trigger workplace violence. With this knowledge,
the District can intervene early to prevent a violence incident from occurring.

In addition to training on recognizing the early warning signs of potential workplace violence and
workplace issues that may trigger workplace violence, the District uses the following methods to try to
prevent incidents of workplace violence:

1) *List the methods the District uses to try to prevent workplace violence incidents. Examples
include enforcing existing workplace rules, training to increase employee awareness of the
signs/effects of workplace violence, and the importance of reporting workplace violence.
Determine methods that are applicable to the District's workplaces and include the list of

those methods here.

Risk Factors and Control Measures

Risks identified in the District's workplace risk evaluation, and corresponding control methods to
reduce those risks, are shown in the tables below.

*Customize to District -- List the methods the District uses to try to prevent workplace violence

incidents.
(Continued)
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*General to the District

The following chart lists general risks in the District which are not limited to a specific workplace,
as well as the control method for addressing each risk.

Identified Risk Selected Control(s) Comments

*Workplace Specific

The following chart lists risks in the District which are for specific workplaces, as well as the
method for addressing each risk.

Workplace Location | Identified Risk Selected Control(s) Comments

Reporting Workplace Violence

Any employee or authorized employee representative who becomes aware of a physical assault,
threatening behavior, or verbal abuse in the workplace must immediately provide written notice of the
facts and circumstances of the violent incident to a supervisor or the Workplace Violence Prevention
Coordinator. If the report was provided to a supervisor, the supervisor must immediately forward the
report to the Workplace Violence Prevention Coordinator.

If an employee witnesses or is involved in an incident of violence in which there is an immediate
threat to the employee's safety, or the safety of others, or where a serious injury has occurred, the
employee should immediately call 911 to obtain law enforcement and/or medical assistance. The
employee should also immediately notify their immediate supervisor.

*Customize to District
(Continued)
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If an employee believes that either they or another employee are in imminent danger of workplace
violence and reasonably believes, in good faith, that reporting to a supervisor or the Workplace
Prevention Coordinatorwould not result in corrective action, thenthe employee may report the violation
directly to the Public Employee Safety and Health Bureau (PESH).

The District will immediately respond to all incidents of violence or threatening behavior upon
notification. After the District receives notice, the District will be afforded a reasonable opportunity to
correct the activity, policy, or practice.

Reporting to the Commissioner of Labor

If, after being given notice and a reasonable opportunity to resolve the activity, policy, or practice,
the matter has not been resolved and the employee or authorized employee representative still believes
that a serious violation of the WVPP remains, or that an imminent danger exists, the employee or
authorized employee representative may request an inspection by filing a complaint with the PESH
bureau at the Department of Labor's Division of Safety and Health using the complaint form linked here:
https://dol.ny.gov/system/files/documents/2023/09/pesh7.pdf or by calling 1-844-SAFE-NYS. The
completed and signed complaint form can be emailed to ask.shnypesh@labor.ny.gov or faxed or mailed
to the nearest Division of Safety and Health (DOSH) District Office listed in the complaint form.

Employees can also contact the PESH bureau to ask questions about health and safety standards
by calling: 1-844-SAFE-NYS or emailing ask.shnypeshlabor.ny.gov. For additional information on
recordkeeping or workplace violence prevention, or to request free and confidential consultation
assistance, please use the contact information on the PESH Consultation Fact Sheet available here:
https://dol.ny.gov/system/files/d ocuments/2023/11/p206 12-10-20.pdf.

Investigating and Responding to Reports of Workplace Violence

Upon receipt of written notice of an incident of workplace violence, the Workplace Violence
Prevention Coordinator will work with other individuals, such as those on the Workplace Violence
Prevention Advisory Committee and/or District administration, to:

1)  Confirm any injured persons receive prompt and appropriate medical care. This includes, but
is not limited to, providing transportation of any injured persons to medical care.

2) If not already reported, report the incident to the appropriate authorities as required by
applicable laws and regulations.

3)  As applicable, secure the premises to safeguard evidence and reduce distractions during the
response period.

(Continued)
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4)

Complete a Workplace Violence Incident Report as soon as possible, which, at a minimum,
will contain the following information:

a.  Workplace location where incident occurred;
b.  Time of day/shift when incident occurred;

c. A detailed description of the incident, including events leading up to the incident and
how the incident ended;

d. Names and job titles of involved employees;

e.  Name or other identifier of other individual(s) involved;

f.  Nature and extent of injuries arising from the incident; and

g. Names of witnesses.

If the case is a privacy concern case, a Workplace Violence Incident Report will still be
completed. However, before sharing a copy of the Workplace Violence Incident Report with
any party other than the Commissioner of Labor, the District will remove the name of the
employee who was the victim of the workplace violence and will instead enter "PRIVACY

CONCERN CASE" in the space normaily used for the employee's name.

The District will treat incidents involving the following injuries or illnesses as privacy
concern cases:

a.  Aninjury or illness to an intimate body part or the reproductive system;
b.  An injury or illness resulting from a sexual assault;

¢.  Mental illness;

d. HIV infection;

e. Needle stick injuries and cuts from sharp objects that are or may be contaminated with
another person's blood or other potentially infectious material; and

f.  Otherinjuries or illnesses, if the employee independently and voluntarily requests that
their name not be entered on the Workplace Violence Incident Report.

(Continued)
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S)

6)

7

The District will maintain all Workplace Violence Incident Reports for use in the District's
annual program review and updates.

Thoroughly investigate the incident and ensure that the District corrects the activity, policy,
or activity in a reasonable timeframe. If there is a developing pattern of workplace violence
incidents which may involve criminal conduct or serious injury, the District will attempt to
develop a protocol with the District Attorney or law enforcement to ensure that violent
crimes committed against employees in the workplace are promptly investigated and
appropriately prosecuted. The District will provide information on these protocols and
contact information to employees who choose to file a criminal complaint after a workplace
violence incident.

Identify and implement actions to work to prevent similar occurrences from happening in
the future.

Address the need for appropriate treatment for employees who were victims or witnesses of
workplace violence. In addition to physical injuries, victims and witnesses may suffer:
psychological trauma; fear of returming to work; feelings of incompetence, guilt,
powerlessness; and fear of criticism by supervisors.

Confidentiality

The District is not required to disclose information that would otherwise be kept confidential for
security reasons. This information may include information which, if disclosed, would:

1y
2)
3)

4)

3)

Training

Interfere with law enforcement investigations or judicial proceedings;
Deprive a person of a right to a fair trial or impartial adjudication;

Identify a confidential source or disclose confidential information relating to a criminal
investigation;

Reveal criminal investigative techniques or procedures, except routine techniques and
procedures; or

Endanger the life or safety of any person.

At the time of hire and annually thereafter, all employees will participate in the District's WVPP
training. At a minimum, this training will include information on:

(Continued)



2024 6190R
12 of 13

Personnel

SUBJECT: WORKPLACE VIOLENCE PREVENTION PROGRAM (Cont'd.)
1)  The requirements in law related to workplace violence prevention.

2)  The details of the District's written workplace violence prevention program including, but
not limited to:

a.  The risk factors in their workplace that were identified in the District's risk evaluation
that do not need to be kept confidential for security reasons;

b.  The measures that employees can take to protect themselves from the identified risks
including specific procedures that the District has implemented to protect employees
such as incident alert and notification procedures, appropriate work practices,
emergency procedures, and use of security alarms and other devices;

c.  The early warning signs of potential workplace violence and workplace issues that may
trigger workplace violence;

d. Procedures on how to respond to and report incidents of workplace violence;

e. Howthe District will handle privacy concem cases, confidential information, and other
sensitive information.

3)  The location of the written WVPP and how to obtain a copy.

Additionally, retraining is required for all employees any time there is a significant change to the
WVPP, a newly identified risk factor, or a control measure addition.

Recordkeeping Requirements

Allincidents of workplace violence must be documented in a Workplace Violence Incident Report.
Workplace violence incidents that cause a work-related death or an injury that meets the recording
criteria of the PESH log of injuries and illnesses should be recorded on both the PESH log and the
Workplace Violence Incident Report. For more information on the PESH log of injuries and illness,
refer to the PESH website, https://dol.ny.gov/public-employee-safety-health.

Workplace Violence Incident Reports provide a written description when an incident occurs so
that the Workplace Violence Prevention Coordinator, in conjunction with the Workplace Violence
Prevention Advisory Committee and/or District administration, can evaluate why the incident occurred
and implement an appropriate safeguard or control measure to reduce the risk of those incidents from
happening again. The Workplace Violence Incident Report also creates a historical record. The
Workplace Violence Incident Reports will be reviewed at least once a year to determine if and how the
WYVPP should be updated.

(Continued)
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Program Review

On an annual basis, the Workplace Violence Prevention Advisory Committee will oversee the
process of reviewing and, if necessary, updating the District's WVPP and District policy #6190 --
Workplace Violence Prevention Policy Statement. As part of this process, the District will:

1)  With the participation of all authorized employee representatives, review the Workplace
Violence Incident Reports from the past year to identity trends in the types of incidents in
the workplace and review the effectiveness of the mitigating actions taken;

2) Work to determine and address the root cause of incidents;

3) Determine if any change need to be made to control measures; and

4)  Assess whether the reporting and recordkeeping systems have been effectivein collecting all
relevant information.

Additionally, the District will conduct an evaluation of the physical environment when facilities
are changed and on a regular basis to assess the functionality of equipment.

*Revision History

Date Workplace Advisory Committee Members
List the name and title of each member. If the member is an authorized employee
representative, denote that along with their affiliated union.

Labor Law Section 27-b
12 NYCRR Section 800.6

*Customize to District - This chart may be used to track the annual review of this program. In the
"Date" column, the completion date of the program review for the respective year should be entered. In
the "Workplace Advisory Committee Members"” column, list the names and titles of all committee
members who participated in the review. If a member is an authorized employee representative, denote
that along with their affiliated union.
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The Board will comply with all applicable laws and regulations regarding incidental teaching. Any
updates to applicable laws and regulations, whether temporary or permanent, will supersede any
conflicting language in this policy. As a result, different incidental teaching rules may apply in certain
years.

Generally, the Superintendent may assign a teacher to teach a subject not covered by that teacher's
certificate or license for a period not to exceed five classroom hours a week, when no certified or
qualified teacher is available after extensive and documented recruitment efforts, and provided that
approval of the District Superintendent is obtained.

Not later than 20 business days after this assignment, the Superintendent must submit for approval
an application, in a form satisfactory to the District Superintendent, containing the following
information:

a) Evidence of extensive recruitment of a teacher certified in the appropriate area;
b) The name and certification status of the teacher given the assignment;

c¢) The subject which the teacher is being assigned to teach on an incidental basis and the total
number of classes in the subject being taught on an incidental basis;

d) The qualifications of the teacher to teach that subject on an incidental basis;
e) The specific reasons why an incidental assignment is necessary;
f)  The anticipated duration of the incidental teaching assignment; and

g) The number of applications, approved or pending, for authorization to make incidental
teaching assignments in the same certification area for which the current authorization is

being sought.

To be approved, the application must demonstrate to the satisfaction of the District Superintendent
that an incidental teaching assignment is necessary, that the teacher assigned is the best qualified to
teach the subject on an incidental basis, and that the requirements of Commissioner's regulations have
been met.

The District Superintendent will issue a determination within 20 business days of receipt of the
District's application.

(Continued)
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If the application is disapproved, the Superintendent, within seven business days of receipt of the
notice of disapproval, will terminate the incidental teaching assignment. If the application is approved,
this approval will be deemed to have commenced on the date of the incidental teaching assignment and
will terminate on the last day of the school year for which it is granted.

The Superintendent may renew an incidental teaching assignment, in accordance with the
requirements of Commissioner's regulations, for any subsequent school year.

To obtain a renewal, the Superintendent, as soon as possible after learning that the continued
assignment of an incidental teacher is necessary, must submit an application which, in addition to
including the information noted above for the initial approval of an incidental teaching assignment, must
provide assurances by the Superintendent that:

a)

b)

The teacher who previously taught the course on an incidental basis has been offered the
opportunity to continue to teach the course or has not been offered an opportunity because
the Superintendent has evidence that the course was not taught in an acceptable manner;

The teacher assigned a course on an incidental basis has completed, or has agreed to
complete, within the prescribed time period, at least three semester hours of credit or a
satisfactory equivalent leading to certification in the subject area of the incidental
assignment; and

The teacher assigned to teach the course will be reimbursed by the District for the tuition
cost of any portion of the three semester hours of credit or the equivalent required that is
taken by the teacher at the request of the District, and satisfactory evidence that the teacher
has been reimbursed in the event the teacher who is assigned has previously taught the course
on an incidental basis, under a previous renewed approval.

8 NYCRR Section 80-5.3
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SUBJECT: INCIDENTAL TEACHING

The Board will comply with all applicable laws and regulations regarding incidental teaching. Any
updates to applicable laws and regulations, whether temporary or permanent, will supersede any
conflicting language in this policy. As a result, different incidental teaching rules may apply in certain
years.

Generally, tThe Superintendent may assign a teacher to teach a subject not covered by that
teacher's certificate or license for a period not to exceed five classroom hours a week, when no certified

or qualified teacher is available after extensive and documented recruitment efforts, and provided that
approval of the-ConunissionerofEdueation-District Superintendent is obtained.

Not later than 20 business days after this assignment, the Superintendent must submit for approval
an application, in a form satisfactory to the CoemmissionerDistrict Superintendent, containing the
following information:

a) Evidence of extensive recruitment of a teacher certified in the appropriate area;

b) The name and certification status of the teacher given the assignment;

¢) The subject which the teacher is being assigned to teach on an incidental basis and the total
number of classes in the subject being taught on an incidental basis;

d) The qualifications of the teacher to teach that subject on an incidental basis;
e)  The specific reasons why an incidental assighment is necessary;
f)  The anticipated duration of the incidental teaching assignment; and
g) The number of applications, approved or pending, for authorization to make incidental
teaching assignments in the same certification area for which the current authorization is
being sought.
To be approved, the application must demonstrate to the satisfaction of the District
Superintendent that an incidental teaching assignment is necessary, that the teacher assigned is the best
qualified to teach the subject on an incidental basis, and that the requirements of Commissioner's

regulations have been met.

The Cemmis District Superintendent will issue a determination within 20 business days of
receipt of the District's application.
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I-the-event-thatIf the application is disapproved, the Superintendent, within seven business days
of receipt of the notice of disapproval, will terminate the incidental teaching assignment. ha-the-event
thatIf the application is approved, this approval will be deemed to have commenced on the date of the
incidental teaching assignment and will terminate on the last day of the school year for which it is
granted.

The Superintendent may rencw an incidental teaching assignment, in accordance with the
requirements of Commissioner's regulations, for any subsequent school year.

= Valilal nea - a ETLVa

that-To obtain a renewal, the Superintendent, as soon as possible after leaming that the continued
assignment of an incidental teacher is necessary, must submit an application which, in addition to
including the information noted above for the initial approval of an incidental teaching assignment, must
provide assurances by the Superintendent that:

a)  The teacher who previously taught the course on an incidental basis has been offered the
opportunity to continue to teach the course or has not been offered an opportunity because
the Superintendent has evidence that the course was not taught in an acceptable manner;

b)  ¢The teacher assigned a course on an incidental basis has completed, or has agreed to
complete, within the prescribed time period, at least three semester hours of credit or the-a
satisfactory equivalent leading to certification in the subject area of the incidental
assignment:; and

¢)  The teacher assigned to teach the course will be reimbursed by the District for the tuition
cost of any portion of the three semester hours of credit or the equivalent required that is
taken by the teacher at the request of the District, and satisfactory evidence that the teacher
has been reimbursed in the event the teacher who s assigned has previously taught the course
on an incidental basis, under a previous renewed approval.

8 NYCRR Section 80-5.3
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SUBJECT: STUDENT VOTER REGISTRATION AND PRE-REGISTRATION

The District recognizes the importance of voting and civic engagement. As such, the District seeks
to encourage student voter registration and pre-registration. A person who is at least 16 years of age and
who is otherwise qualified to register to vote may pre-register to vote, and will then be automatically
registered to vote upon reaching the age of eligibility as provided by law.

*The District promotes student voter registration and pre-registration through the following
means:

a) Collaborating with county boards of elections to conduct voter registration and pre-
registration in the District's high school(s); and

b)  Encouraging voter registration and pre-registration at various student events throughout the
year.

The District will inform students of New York State's requirements for voter registration and pre-
registration, as well as provide access to voter registration and pre-registration applications during the
school year and provide assistance with filing these applications. The completion and submission of
voter registration or pre-registration forms will not be a course requirement or graded assignment for
District students.

Election Law Section 5-507

*Customize to District -- Some examples of how a district may encourage student voter registration and
pre-registration have been provided. However, the District should customize this list to reflect its actual
practices.

Adoption Date
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Students

SUBJECT: STUDENT VOTER REGISTRATION AND PRE-REGISTRATION

The District recognizes the importance of voting and civic engagement. As such, the District seeks
to encourage student voter registration and pre-registration. A person who is at least 16 years of age and
who is otherwise qualified to register to vote may pre-register to vote, and will then be automatically
registered to vote upon reaching the age of eligibility as provided by law.

*The District promotes student voter registration and pre-registration through the following
means:

a) Collaborating with county boards of elections to conduct voter registration and pre-
registration in the District's high school(s); and

b)  Encouraging voter registration and pre-registration at various student events throughout the
year.

The District will inform students of New York State's requirements for voter registration and pre-
registration, as well as provide access to voter registration and pre-registration applications during the
school year and provide assistance with filing these applications. The completion and submission of
voter registration or pre-registration forms will not be a course requirement or graded assignment for
District students.

Election Law Section 5-507

*Customize to District — Some examples of how a district may encourage student voter registration and
pre-registration have been provided. However, the District should customize this list to reflect its actual
practices.
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SUBJECT: TIMEOUT AND PHYSICAL RESTRAINT

Overview

The District prohibits the use of corporal punishment, aversive interventions, and seclusion. The
District authorizes the limited use of timeout and physical restraint in schools to address student
behaviors subject to conditions in law, regulation, and this policy.

Definitions

For purposes of this policy, the following definitions apply:

a)

b)

"Aversive intervention" means an intervention that is intended to induce pain or discomfort
for the purpose of eliminating or reducing student behavior, including interventions such as:

1. Contingent application of noxious, painful, intrusive stimuli or activities;
Strangling, shoving, deep muscle squeezes, or other similar stimuli;

Any form of noxious, painful, or intrusive spray, inhalant, or tastes;

> w DN

Contingent food programs that include the denial or delay of the provision of meals or
intentionally altering staple food or drink in order to make it distasteful;

5. Movement limitation used as a punishment, including, but not limited to, helmets and
mechanical restraints; or

6.  Other stimuli or actions similar to the interventions described in this definition.

Aversive intervention does not include interventions such as: voice control, limited to loud,
firm commands; time-limited ignoring of a specific behavior; token fines as part of a token
economy system; brief physical prompts to interrupt or prevent a specific behavior;
interventions medically necessary for the treatment or protection of the student; or other
similar interventions.

"Corporal punishment" means any act of physical force upon a student for the purpose of
punishing thatstudent. The term does not include the use of physical restraints to protect the
student, another student, teacher, or any other person from physical injury when alternative
procedures and methods not involving the use physical restraint cannot reasonably be
employed to achieve these purposes.

"De-escalation" means the use of a behavior management technique that helps a student
increase control over their emotions and behavior and results in a reduction of a present or
potential level of danger to the student or others.

(Continued)



2024 7350
20f9

Students

SUBJECT: TIMEOUT AND PHYSICAL RESTRAINT (Cont'd.)

d)

g)

h)

"Mechanical restraint" means the use of any device or equipment to restrict a student's
freedom of movement. Mechanical restraint does not include devices implemented by trained
school personnel, or utilized by a student, that have been prescribed by an appropriate
medical or related services professional and are used for the specific and approved purposes
for which such devices were designed, such as:

1.  Adaptive devices or mechanical supports used to achieve proper body position,
balance, or alignment to allow greater freedom of mobility than would be possible
without the use of such devices or mechanical supports;

2. Vehicle safety restraints when used as intended during the transport of a student in a
moving vehicle;

3.  Restraints for medical immobilization; or

4.  Orthopedically prescribed devices that permit a student to participate in activities
without risk of harm.

"Multi-tiered system of supports" means a proactive and preventative framework that utilizes
data to inform instruction and the allocation of services to maximize achievement for all
students and support students' social, emotional, and behavioral needs from a culturally
responsive and strength-based perspective.

"Physical escort" means a temporary touching or holding of the hand, wrist, arm, shoulder,
or back for the purpose of inducing a student who is acting out to walk to a safe location.

"Physical restraint" means a personal restriction that immobilizes or reduces the ability of a
student to move their arms, legs, body, or head freely. Physical restraint does not include a
physical escort or brief physical contact and/or redirection to promote student safety, calm
or comfort a student, prompt or guide a student when teaching a skill or assisting a student
in completing a task, or for other similar purposes.

"Prone restraint” means physical or mechanical restraint while the student is in the face down
position.

"Seclusion" means the involuntary confinement of a student alone in a room or space that

they are physically prevented from leaving or they may perceive that they cannot leave at
will. Seclusion does not include timeout.

(Continued)



2024 7350
30f9

Students

SUBJECT: TIMEOUT AND PHYSICAL RESTRAINT (Cont'd.)

J)  "Timeout" means a behavior management technique that involves the monitored separation
of a student in a non-locked setting and is implemented for the purpose of de-escalating,
regaining control, and preparing the student to meet expectations to return to their education
program. Timeout does not include:

1. A student-initiated or student-requested break to utilize coping skills, sensory input, or
self-regulation strategies;

2. Use of a room or space containing coping tools or activities to assist a student to calm
and self-regulate, or the use of such intervention strategies consistent with a student
with a disability's behavioral intervention plan;

3. A teacher removal, in-school suspension, or any other appropriate disciplinary action.

Prohibition of the Use of Corporal Punishment, Aversive Interventions, and Seclusion

No teacher, administrator, officer, employee, or agent of the District will use the following against
a student:

a)  Corporal punishment;
b)  Aversive interventions; or
¢) Seclusion.

Agent includes, but is not limited to, school resource officers, except when a student is under
arrest and handcuffs are necessary for the safety of the student and others.

Authorized Limited Use of Timeout and Physical Restraint

Positive, proactive, evidence-based, and research-based strategies through a multi-tiered system
of supports will be used to reduce the occurrence of challenging behaviors, eliminate the need for the
use of timeout and physical restraint, and improve school climate and the safety of all students.

Timeout and physical restraint may be used only when:

a)  Other less restrictive and intrusive interventions and de-escalation techniques would not
prevent imminent danger of serious physical harm to the student or others;

b)  There is no known medical contraindication to its use on the student; and
c¢) Staff using the interventions have been trained in its safe and appropriate application.

(Continued)
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Timeout and physical restraints will not be used as discipline or punishment, retaliation, or as a
substitute for positive, proactive intervention strategies that are designed to change, replace, modify, or
eliminate a targeted behavior.

Timeout

The following rules apply to the use of timeout in the District:

a) Timeout will only be used in the following situations:

1.

2.

A situation that poses an immediate concern for the physical safety of the student or
others; or

In conjunction with a behavioral intervention plan that is designed to teach and
reinforce alternative appropriate behaviors.

b) A room or physical space used for timeout may be located either within or outside of a
classroom. The room or physical space will:

1.

Be unlocked, and any door must be able to be opened from the inside. The use of locked
rooms or physical spaces is prohibited.

Provide a means for continuous visual and auditory monitoring of the student. The use
of a room where the student cannot be continuously observed and supervised is
prohibited.

Be of adequate width, length, and height to allow the student to move about and recline
comfortably.

Be clean and free of objects and fixtures that could be potentially dangerous to a
student.

Meet all local fire and safety codes.

Have wall and floor coverings that, to the extent practicable, are designed to prevent
injury to the student.

Have adequate lighting and ventilation.
Have a temperature that is within the normal comfort range and consistent with the rest

of the building.

(Continued)
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¢)  When a student is in a timeout room or space, staff will continuously monitor the student.

d) Any staff functioning as timeout monitors will be trained in accordance with law and
regulation.

e)  Staff will return the student to their educational program as soon as the student has safely
deescalated, regained control, and is prepared to meet expectations.

Factors which may precipitate the use of timeout include:

a) The safety of child or the safety of others in the room.

The use of timeout will adhere to the following developmentally appropriate time limitations:
a)  Until there is no threat of harm to themselves or others.

The following additional rules apply to the use of timeout in conjunction with a behavioral
intervention plan:

a) The District will ensure that timeout is used consistent with the rules for the use of timeout
listed above.

b) The student's individualized education program (IEP) will specify when a behavioral
intervention plan includes the use of timeout, including the maximum amount of time a
student will need to be in timeout as a behavioral consequence as determined on an individual
basis in consideration of the student's age and individual needs.

¢) Prior to the initiation of a behavioral intervention plan that will incorporate the use of
timeout, the District will inform the student's parents or persons in parental relation and give
them the opportunity to see the room or physical space that will be used.

d) Prior to the initiation of a behavioral intervention plan that will incorporate the use of
timeout, the District will give the student's parents or persons in parental relation a copy of
this policy.

Physical Restraint

Physical restraint will only be used in a situation in which immediate intervention involving the
use of reasonable physical force is necessary to prevent imminent danger of serious physical harm to
the student or others.

(Continued)
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The following rules apply to the use of physical restraint in the District:

a)

b)

c)
d)

g

The type of physical restraint used will be the least restrictive technique necessary and be
discontinued as soon as the imminent danger of serious physical harm has resolved.

Physical restraint will never be used in a manner that restricts the student's ability to breathe
or communicate or harms the student.

The use of prone restraint is prohibited.

Physical restraint will not be used as a planned intervention on a student's individualized
education program, Section 504 accommodation plan, behavioral intervention plan, or other
plan developed for a student by the District.

Physical restraint will not be used to prevent property damage except in situations where
there is imminent danger of serious physical harm to the student or others and the student
has not responded to positive, proactive intervention strategies.

Physical restraints will be administered only by staff who have received the legally required
training.

Following a physical restraint, if an injury has been sustained or believed to have been
sustained, the school nurse or other medical personnel (i.e., physician, physician assistant, or
a nurse practitioner) will evaluate the student to determine and document if any injuries were
sustained during the incident.

Factors which may precipitate the use of physical restraint include:

a)

For the safety of a child or the safety of others in the classroom.

The use of physical restraint will adhere to the following developmentally appropriate time
limitations:

a)

Until there is no threat of harm to themselves or others.

(Continued)
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Notification Following the Use of Timeout, Physical Restraint, and/or Mechanical Restraint

Parent(s) or person(s) in parental relation to the student will be notified on the same day when
timeout, physical restraint, and/or mechanical restraint is used, including timeout used in conjunction
with a student's behavioral intervention plan. When the student's parent or person in parental relation
cannot be contacted, after reasonable attempts are made, the building principal or administrator will
record the attempts. For students with disabilities, the building principal or administrator will report the
attempts to the student's committee on preschool special education or committee on special education.
The notification will offer the parent or person in parental relation the opportunity to meet regarding the
incident.

Additionally, the District will provide the parent or person in parental relation with:
a) A copy of this policy; and

b) A copy of the documentation of the incident within three school days of the use of timeout
and/or physical restraint.

Debriefing

As soon as practicable, after every incident in which timeout and/or a physical restraint is used
on a student, a building administrator or designee will:

a)  Meet with the staff who participated in the use of timeout and/or physical restraint to discuss:
1.  The circumstances leading to the use of timeout and/or physical restraint;

2.  The positive, proactive intervention strategies that were utilized prior to the use of
timeout and/or physical restraint; and

3.  Planning for the prevention and reduction of the future need for timeout and/or physical
restraint with the student including, if applicable, whether a referral should be made for
special education programs and/or other support services or, for a student with a
disability, whether a referral for review of the student's individualized education
program and/or behavioral intervention plan is needed; and

b) Direct a school staff member to debrief the incident with the student in a manner appropriate

to the student's age and developmental ability and to discuss the behavior(s), if any, that
precipitated the use of timeout and/or physical restraint.

(Continued)
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Training

All staff will receive annual training on the District's policies and procedures related to the use
of timeout and physical restraint; evidence-based positive, proactive strategies; crisis intervention and
prevention procedures and de-escalation techniques. Additionally, any staff who may be called upon
to implement timeout or physical restraint, will receive annual, evidence-based training in safe and
effective developmentally appropriate timeout and physical restraint procedures.

Notification

This policy will be made publicly available for review at the District's administrative offices and
each school building. It will also be posted on the District's website.

Reporting

The District will submit an annual report on the use of physical restraint and timeout and
substantiated and unsubstantiated allegations of use of corporal punishment, mechanical restraint, and
other aversive interventions, prone physical restraint, and seclusion to the New York State Education
Department, on a form and at a time prescribed by the Commissioner of Education in accordance with
law and regulation. Additionally, the District will report this data for students for whom they are the
district of residence and who are otherwise not reported.

Recordkeeping

The District will maintain documentation on the use of timeout and/or physical restraint, including
timeout used in conjunction with a student's behavioral intervention plan, for each student. This
documentation will include:

a) The name and date of birth of the student;
b) The setting and location of the incident;

¢) The name of the staff who participated in the implementation, monitoring, and supervision
of the use of timeout and/or physical restraint and any other persons involved;

d) A description of the incident including duration, and, for physical restraint, the type of
restraint used;

e)  Whether the student has an individualized education program, Section 504 accommodation
plan, behavioral intervention plan, or other plan developed for the student by the District;

(Continued)
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f) A list of all positive, proactive intervention strategies utilized prior to the use of timeout
and/or physical restraint and, for students with disabilities, whether those strategies were
consistent with a student's behavioral intervention plan, if applicable;

g) The details of any injuries sustained by the student or staff during the incident and whether
the student was evaluated by the school nurse or other medical personnel;

h)  The date and method of notification to the parent or person in parental relation and whether
a meeting was held; and

1)  The date of the debriefing held.

Documentation of the incident will be reviewed by supervisory personnel and, as necessary, the
school nurse or other medical personnel.

Documentation of each incident will be maintained by the school and made available for review
by the New York State Education Department upon request.

A record should be created for each instance of physical restraint or timeout, and for allegations
concerning prohibited intervention types. Multiple event records during a day for a student would be
created only:

a) If a new situation occurs involving the student after the prior event had de-escalated and
student had returned to the learning environment; or

b)  When a new restraint or intervention response type is employed during the event. For
example, during an event, a staff person employed a physical restraint on a student, and the
situation escalated to the point where a timeout was used. The addition of the timeout would
constitute an additional event record beginning with that application.

The District will use this data collection to monitor patterns of use of timeout and physical
restraint.

Review

The building administrator or designee will regularly review documentation on the use of timeout
and physical restraint to ensure compliance with the District's policy and procedures. When there are
multiple incidents within the same classroom or involving the same staff, the building administrator or
designee shall take appropriate steps to address the frequency and pattern of use of timeout or physical
restraint.

Education Law Section 4402
8 NYCRR Sections 19.5, 100.2(1)(3), and 200.22
Adoption Date
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SUBJECT: TIMEOUT AND PHYSICAL RESTRAINT

Overview

The District prohibits the use of corporal punishment, aversive interventions, and seclusion. The
District authorizes the limited use of timeout and physical restraint in schools to address student
behaviors subject to conditions in law, regulation, and this policy.

Definitions

For purposes of this policy, the following definitions apply:

a)

b)

"Aversive intervention" means an intervention that is intended to induce pain or discomfort
for the purpose of eliminating or reducing student behavior, including interventions such as:

1.  Contingent application of noxious, painful, intrusive stimuli or activities;
Strangling, shoving, deep muscle squeezes, or other similar stimuli;

Any form of noxious, painful, or intrusive spray, inhalant, or tastes;

Sl

Contingent food programs that include the denial or delay of the provision of meals or
intentionally altering staple food or drink in order to make it distasteful;

5.  Movement limitation used as a punishment, including, but not limited to, helmets and
mechanical restraints; or

6.  Other stimuli or actions similar to the interventions described in this definition.

Aversive intervention does not include interventions such as: voice control, limited to loud,
firm commands; time-limited ignoring of a specific behavior; token fines as part of a token
economy system; brief physical prompts to interrupt or prevent a specific behavior;
interventions medically necessary for the treatment or protection of the student; or other
similar interventions.

"Corporal punishment" means any act of physical force upon a student for the purpose of
punishing that student. The term does not include the use of physical restraints to protect the
student, another student, teacher, or any other person from physical injury when alternative
procedures and methods not involving the use physical restraint cannot reasonably be
employed to achieve these purposes.

"De-escalation”" means the use of a behavior management technique that helps a student
increase control over their emotions and behavior and results in a reduction of a present or
potential level of danger to the student or others.

(Continued)
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d)

g)

h)

"Mechanical restraint" means the use of any device or equipment to restrict a student's
freedom of movement. Mechanical restraint doesnotinclude devices implemented by trained
school personnel, or utilized by a student, that have been prescribed by an appropmnate
medical or related services professional and are used for the specific and approved purposes
for which such devices were designed, such as:

1. Adaptive devices or mechanical supports used to achieve proper body position,
balance, or alignment to allow greater freedom of mobility than would be possible
without the use of such devices or mechanical suppotts;

2. Vehicle safety restraints when used as intended during the transport of a studentin a
moving vehicle;

3.  Restraints for medical immobilization; or

4.  Orthopedically prescribed devices that permit a student to participate in activities
without risk of harm.

"Multi-tiered system of supports" means a proactive and preventative framework that utilizes
data to inform instruction and the allocation of services to maximize achievement for all
students and support students' social, emotional, and behavioral needs from a culturally
responsive and strength-based perspective.

"Physical escort" means a temporary touching or holding of the hand, wrist, arm, shoulder,
or back for the purpose of inducing a student who is acting out to walk to a safe location.

"Physical restraint” means a personal restriction that immobilizes or reduces the ability of a
student to move their arms, legs, body, or head freely. Physical restraint does not include a
physical escort or brief physical contact and/or redirection to promote student safety, calm
or comfort a student, prompt or guide a student when teaching a skill or assisting a student
in completing a task, or for other similar purposes.

"Prone restraint” means physical or mechanical restraint while the student is in the face down
position.

"Seclusion" means the involuntary confinement of a student alone in a room or space that
they are physically prevented from leaving or they may perceive that they cannot leave at
will. Seclusion does not include timeout.
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j)  "Timeout" means a behavior management technique that involves the monitored separation
of a student in a non-locked setting and is implemented for the purpose of de-escalating,

regaining control, and preparing the student to meet expectations to return to their education
program. Timeout does not include:

1. A student-initiated or student-requested break to utilize coping skills, sensory input, or
self-regulation strategies;

2. Use of a room or space containing coping tools or activities to assist a student to calm
and self-regulate, or the use of such intervention strategies consistent with a student
with a disability's behavioral intervention plan;

3. A teacher removal, in-school suspension, or any other appropriate disciplinary action.

Prohibition of the Use of Corporal Punishment, Aversive Interventions, and Seclusion

No teacher, administrator, officer, employee, or agent of the District will use the following against
a student:

a)  Corporal punishment;
b)  Aversive interventions; or
¢) Seclusion.

Agent includes, but is not limited to, school resource officers, except when a student is under
arrest and handcuffs are necessary for the safety of the student and others.

Authorized Limited Use of Timeout and Physical Restraint
Positive, proactive, evidence-based, and research-based strategies through a multi-tiered system
of supports will be used to reduce the occurrence of challenging behaviors, eliminate the need for the

use of timeout and physical restraint, and improve school climate and the safety of all students.

Timeout and physical restraint may be used only when:

a)  Other less restrictive and intrusive interventions and de-escalation techniques would not
prevent imminent danger of serious physical harm to the student or others;

b)  There is no known medical contraindication to its use on the student; and
¢)  Staff using the interventions have been trained in its safe and appropriate application.

(Continued)
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Timeout and physical restraints will not be used as discipline or punishment, retaliation, or as a
substitute for positive, proactive intervention strategies that are designed to change, replace, modify, or
eliminate a targeted behavior.

Timeout

The following rules apply to the use of timeout in the District:

a)  Timeout will only be used in the following situations:

1.

2.

A situation that poses an immediate concern for the physical safety of the student or
others; or

In conjunction with a behavioral intervention plan that is designed to teach and
reinforce alternative appropriate behaviors.

b) A room or physical space used for timeout may be located either within or outside of a
classroom. The room or physical space will:

1.

Be unlocked, and any door must be able to be opened from the inside. The use oflocked
rooms or physical spaces is prohibited.

Provide a means for continuous visual and auditory monitoring of the student. The use
of a room where the student cannot be continuously observed and supervised is
prohibited.

Be of adequate width, length, and height to allow the student to move about and recline
comfortably.

Be clean and free of objects and fixtures that could be potentially dangerous to a
student.

Meet all local fire and safety codes.

Have wall and floor coverings that, to the extent practicable, are designed to prevent
injury to the student.

Have adequate lighting and ventilation.
Have a temperature that is within the normal comfort range and consistent with the rest

of the building.

(Continued)
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c)
d)

e)

When a student is in a timeout room or space, staff will continuously monitor the student.

Any staff functioning as timeout monitors will be trained in accordance with law and
regulation.

Staff will return the student to their educational program as soon as the student has safely
deescalated, regained control, and is prepared to meet expectations.

Factors which may precipitate the use of timeout include:

a)  *[District to list examples of precipitating factors.]

The use of timeout will adhere to the following developmentally appropriate time limitations:

a)  *[District to establish developmentally appropriate time limitations for the use of timeout. ]

The following additional rules apply to the use of timeout in conjunction with a behavioral

intervention plan:

a)  The District will ensure that timeout is used consistent with the rules for the use of timeout
listed above.

b) The student's individualized education program (IEP) will specify when a behavioral
intervention plan includes the use of timeout, including the maximum amount of time a
student will need to be in timeout as a behavioral consequence as determined on an individual
basis in consideration of the student's age and individual needs.

¢) Prior to the initiation of a behavioral intervention plan that will incorporate the use of
timeout, the District will inform the student's parents or persons in parental relation and give
them the opportunity to see the room or physical space that will be used.

d) Prior to the initiation of a behavioral intervention plan that will incorporate the use of

timeout, the District will give the student's parents or persons in parental relation a copy of
this policy.

Physical Restraint

Physical restraint will only be used in a situation in which immediate intervention mvolving the
use of reasonable physical force is necessary to prevent imminent danger of serious physical harm to
the student or others.

* District must customize

(Continued)
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The following rules apply to the use of physical restraint in the District:

a)

b)

c)
d)

g)

The type of physical restraint used will be the least restrictive technique necessary and be
discontinued as soon as the imminent danger of serious physical harm has resolved.

Physical restraint will never be used in a manner that restricts the student's ability to breathe
or communicate or harms the student.

The use of prone restraint is prohibited.

Physical restraint will not be used as a planned intervention on a student's individualized
education program, Section 504 accommodation plan, behavioral intervention plan, or other
plan developed for a student by the District.

Physical restraint will not be used to prevent property damage except in situations where
there is imminent danger of serious physical harm to the student or others and the student
has not responded to positive, proactive intervention strategies.

Physical restraints will be administered only by staff who have received the legally required
training.

Following a physical restraint, if an injury has been sustained or believed to have been
sustained, the school nurse or other medical personnel (i.e., physician, physician assistant, or
a nurse practitioner) will evaluate the student to determine and document if any injuries were
sustained during the incident.

Factors which may precipitate the use of physical restraint include:

a)

*[District to list examples of precipitating factors.]

The use of physical restraint will adhere to the following developmentally appropriate time

limitations:

a)

*[District to establish developmentally appropriate time limitations for the use of physical
restraint.]

* District must customize
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Notification Following the Use of Timeout, Physical Restraint, and/or Mechanical Restraint

Parent(s) or person(s) in parental relation to the student will be notified on the same day when
timeout, physical restraint, and/or mechanical restraint is used, including timeout used in conjunction
with a student's behavioral intervention plan. When the student's parent or person in parental relation
cannot be contacted, after reasonable attempts are made, the building principal or administrator will
record the attempts. For students with disabilities, the building principal or administrator will report the
attempts to the student's committee on preschool special education or committee on special education.
The notification will offer the parent or person in parental relation the opportunity to meet regarding the
incident.

Additionally, the District will provide the parent or person in parental relation with:
a) A copy of this policy; and

b) A copy of the documentation of the incident within three school days of the use of timeout
and/or physical restraint.

Debriefing

As soon as practicable, after every incident in which timeout and/or a physical restraint is used
on a student, a building administrator or designee will:

a)  Meet with the staff who participated in the use of timeout and/or physical restraint to discuss:
1.  The circumstances leading to the use of timeout and/or physical restraint;

2.  The positive, proactive intervention strategies that were utilized prior to the use of
timeout and/or physical restraint; and

3.  Planning forthe prevention and reduction of the future need for timeout and/or physical
restraint with the student including, if applicable, whether a referral should be made for
special education programs and/or other support services or, for a student with a
disability, whether a referral for review of the student's individualized education
program and/or behavioral intervention plan is needed; and

b)  Direct a school staff member to debrief the incident with the student in a manner appropriate

to the student's age and developmental ability and to discuss the behavior(s), if any, that
precipitated the use of timeout and/or physical restraint.

(Continued)
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Training

All staff will receive annual training on the District's policies and procedures related to the use
of timeout and physical restraint; evidence-based positive, proactive strategies; crisis intervention and
prevention procedures and de-escalation techniques. Additionally, any staff who may be called upon
to implement timeout or physical restraint, will receive annual, evidence-based training in safe and
effective developmentally appropriate timeout and physical restraint procedures.

Notification

This policy will be made publicly available for review at the District's administrative offices and
each school building. It will also be posted on the District's website.

Reporting

The District will submit an annual report on the use of physical restraint and timeout and
substantiated and unsubstantiated allegations of use of corporal punishment, mechanical restraint, and
other aversive interventions, prone physical restraint, and seclusion to the New York State Education
Department, on a form and at a time prescribed by the Commissioner of Education in accordance with

law and regulation. Additionally, the District will report this data for students for whom they are the
district of residence and who are otherwise not reported.

Recordkeeping

The District will maintain documentation on the use of timeout and/or physical restraint, including
timeout used in conjunction with a student's behavioral intervention plan, for each student. This
documentation will include:

a)  The name and date of birth of the student;

b) The setting and location of the incident;

¢) The name of the staff who participated in the implementation, monitoting, and supervision
of the use of timeout and/or physical restraint and any other persons involved;

d) A description of the incident including duration, and, for physical restraint, the type of
restraint used;

e)  Whether the student has an individualized education program, Section 504 accommodation
plan, behavioral intervention plan, or other plan developed for the student by the District;

(Continued)
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f) A list of all positive, proactive intervention strategies utilized prior to the use of timeout
and/or physical restraint and, for students with disabilities, whether those strategies were
consistent with a student's behavioral intervention plan, if applicable;

g) The details of any injuries sustained by the student or staff during the incident and whether
the student was evaluated by the school nurse or other medical personnel;

h)  The date and method of notification to the parent or person in parental relation and whether
a meeting was held; and

i)  The date of the debriefing held.

Documentation of the incident will be reviewed by supervisory personnel and, as necessary, the
school nurse or other medical personnel.

Documentation of each incident will be maintained by the school and made available for review
by the New York State Education Department upon request.

A record should be created for each instance of physical restraint or timeout, and for allegations
concerning prohibited intervention types. Multiple event records during a day for a student would be
created only:

a) If a new situation occurs involving the student after the prior event had de-escalated and
student had returned to the learning environment; or

b) When a new restraint or intervention response type is employed during the event. For
example, during an event, a staff person employed a physical restraint on a student, and the
situation escalated to the point where a timeout was used. The addition of the timeout would
constitute an additional event record beginning with that application.

The District will use this data collection to monitor patterns of use of timeout and physical
restraint.

Review

The building administrator or designee will regularly review documentation on the use of timeout
and physical restraint to ensure compliance with the District's policy and procedures. When there are
multiple incidents within the same classroom or involving the same staff, the building administrator or
designee shall take appropriate steps to address the frequency and pattern of use of timeout or physical
restraint.

Education Law Section 4402
8 NYCRR Sections 19.5, 100.2(1)(3), and 200.22
Adoption Date
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Child Abuse in a Domestic Setting

The District takes seriously the obligations of its officers and employees to report cases of child
abuse or maltreatment. To this end, regulations will be developed, maintained, and disseminated by
administration regarding the:

a)  Mandatory reporting of suspected child abuse or maltreatment;

b) Reporting procedures and obligations of persons required to report;

¢) Provisions for taking a child into protective custody;

d) Mandatory reporting of deaths;

€) Immunity from liability and penalties for failure to report;

f)  Obligations for provision of services and procedures necessary to safeguard the life or health
of a child; and

g) Provision of information in recognizing signs of unlawful methamphetamine laboratories for
all current and new school officials (i.e., "mandated reporters") who, as part of their usual
responsibilities, visit children's homes.

Additionally, an ongoing training program for all current and new school officials will be
established and implemented to enable the staff to carry out their reporting responsibilities.

Reporting Information

The District will post the child abuse hotline telephone number and directions for accessing the
Office of Children and Family Services (OCFS) website in English and Spanish on its website and in
clearly and highly visible areas of school buildings. The District will also make this information
available from its administrative offices; provide it to parents and persons in parental relation at least
once per school year by electronic communication, sending the information home with students, or
otherwise; and provide it to each teacher and administrator. The District may post and provide this
information in other, common languages used by the school community.

Persons Required to Report

Persons required to report cases of child abuse or maltreatment to the State Central Register (SCR)
in accordance with Social Services Law Section 413(1) include, but are not limited to, school teachers,
school counselors, school psychologists, school social workers, school nurses, school administrators or

(Continued)
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other school personnel required to hold a teaching or administrative license or certificate, and full- or
part-time compensated school employees required to hold a temporary coaching license or professional
coaching certificate.

All mandated reporters must make the report themselves and then immediately notify the building
principal or designee. The building principal or designee will be responsible for all subsequent
administration necessitated by the report. Any report must include the name, title, and contact
information for every staff member who is believed to have direct knowledge of the allegations in the
report.

Prohibition of Retaliatory Personnel Action

The District will not take any retaliatory action against an employee because the employee believes
that they have reasonable cause to suspect that a child is an abused or maltreated child and that employee
makes a report to SCR. Further, no school official will impose any conditions, including prior approval
or prior notification, upon any staff member specifically designated a mandated reporter.

Report Form

The "Report of Suspected Child Abuse or Maltreatment" Form LDSS-2221A may be accessed at
the OCFS website.

Child Abuse in an Educational Setting

The District is committed to the protection of students in educational settings from abuse and
maltreatment by employees or volunteers.

Definitions

"Administrator” or "school administrator” means a principal, or the equivalent title, in a school, or
other chief school officer.

"Child abuse" means any of the following acts committed in an educational setting by an employee
or volunteer against a child (defined as a person under the age of 21 years enrolled in a school):

a) Intentionally or recklessly inflicting physical injury, serious physical injury, or death;

b) Intentionally or recklessly engaging in conduct which creates a substantial risk of physical
injury, serious physical injury, or death;

c)  Any child sexual abuse, defined as conduct prohibited by Penal Law Articles 130 or 263;

(Continued)
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d) The commission or attempted commission against a child of the crime of disseminating
indecent materials to minors in accordance with Penal Law Article 235; or

e) Using corporal punishment as defined by the Commissioner of Education.

"Educational setting" means the building(s) and grounds of a school; the vehicles provided directly
or by contract by the school for the transportation of students to and from school buildings, field trips,
co-curricular and extracurricular activities both on and off school grounds; all co-curricular and
extracurricular activity sites; and any other location where direct contact between an employee or
volunteer and a child has allegedly occurred.

"School" means a school district, public school, charter school, nonpublic school, board of
cooperative educational services (BOCES), special act school district as defined in Education Law
Section 4001, approved preschool special education program pursuant to Education Law Section 4410,
approved private residential or non-residential school for the education of students with disabilities
including certain private schools, or state-operated or state-supported school in accordance with
Education Law Articles 85, 87, or 88.

Duties Upon Receipt of an Allegation of Child Abuse in an Educational Setting

In any case where an oral or written allegation is made to a teacher, school nurse, school counselor,
school psychologist, school social worker, school administrator, Board member, or other school
personnel required to hold a teaching or administrative license or certificate, as well as a licensed and
registered physical therapist, licensed and registered occupational therapist, licensed and registered
speech-language pathologist, teacher aide, or school resource officer that a child has been subjected to
child abuse by an employee or volunteer in an educational setting, that person will upon receipt of the
allegation:

a) Promptly complete a written report of the allegation including the full name of the child
alleged to be abused; the name of the child's parent; the identity of the person making the
allegation and their relationship to the alleged child victim; the name of the employee or
volunteer against whom the allegation was made; and a listing of the specific allegations of
child abuse in an educational setting. This written report must be completed on a form
prescribed by the Commissioner of Education.

b)  Except where the school administrator is the person receiving the oral or written allegation,
the employee completing the written report must promptly personally deliver a copy of that
written report to the school administrator of the school in which the child abuse allegedly
occurred.

(Continued)
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In any case where an oral or written allegation is made to a school bus driver employed by a school
or a person or entity that contracts with a school to provide transportation services to children that a
child has been subjected to child abuse by an employee or volunteer in an educational setting, that school
bus driver will upon receipt of the allegation, promptly report or cause a report to be made to their
supervisor employed by the school or the contracting person or entity.

In any case where an oral or written report or allegation is made to a supervisor who is employed
by a school or a person or entity that contracts with a school to provide transportation services to children
from a person employed by the school or the contracted person or entity that a child has been subjected
to child abuse by an employee or volunteer in an educational setting, the supervisor must, upon receipt
of an allegation:

a) Promptly complete a written report of the allegation including the full name of the child
alleged to be abused; the name of the child's parent or guardian; the identity of the person
making the allegation and their relationship to the alleged child victim; the name of the
employee or volunteer against whom the allegation was made; and a listing of the specific
allegations of child abuse in an educational setting. This written report must be completed
on a form prescribed by the Commissioner.

b)  Ensure that the written report is personally delivered to the superintendent employed by the
school district where the child abuse occurred or, for a school other than a school district or
public school, the school administrator employed by the school where the child abuse
occurred.

In any case where it is alleged a child was abused by an employee or volunteer of a school other
than a school within the school district of the child's attendance, the report of these allegations will be
promptly forwarded to the superintendent of the school district of the child's attendance and the
superintendent of the school district where the abuse of the child allegedly occurred. If a case involves
a school that is not a school district or public school, the appropriate school administrator or
administrators, in addition to any appropriate superintendent, must be notified of the allegations of
abuse.

If it is alleged the child was abused by the superintendent or administrator, the report of the
allegations will be made to another designated administrator.

Upon receipt of a written report alleging child abuse in an educational setting, a school
administrator or superintendent must then determine whether there is reasonable suspicion to believe
that an act of child abuse has occurred. If it is determined that reasonable suspicion exists, the school
administrator or superintendent must follow the procedures mandated in law and further described in
administrative regulations including parental notification. When the school administrator receives a
written report, they must promptly provide a copy of the report to the superintendent. The report must
be promptly forwarded to appropriate law enforcement. In no event will reporting to law enforcement
be delayed by an inability to contact the superintendent.
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Where the superintendent or, in a school other than a school district or public school, the school
administrator has forwarded a written report of child abuse in an educational setting to law enforcement
authorities, they will also refer the report to the Commissioner if the employee or volunteer alleged to
have committed an act of child abuse holds a certification or license issued by NYSED.

Civil Immunity

Any employee, volunteer, or supervisor who is employed by a person or entity that contracts with
a school to provide transportation services to children who reasonably and in good faith makes a report
of allegations of child abuse in an educational setting in accordance with the reporting requirements of
the law will have immunity from civil liability which might otherwise result by reason of those actions.

Any school administrator or superintendent who reasonably and in good faith makes a report of
allegations of child abuse in an educational setting, or reasonably and in good faith transmits a report to
a person or agency as required by law, will have immunity from civil liability which might otherwise
result by reason of those actions.

Confidentiality

Reports and other written material submitted in accordance with law with regard to allegations of
child abuse in an educational setting, and photographs taken conceming those reports that are in the
possession of any person legally authorized to receive that information, will be confidential and will not
be redisclosed except to law enforcement authorities involved in an investigation of child abuse in an
educational setting or as expressly authorized by law or in accordance with a court-ordered subpoena.
School administrators and the Superintendent will exercise reasonable care in preventing unauthorized
disclosure.

Training

The District will implement a training program regarding child abuse in an educational setting for
all current and new teachers, school nurses, school counselors, school psychologists, school social
workers, school administrators, Board members, other school personnel required to hold a teaching or
administrative license or certificate, and any school bus driver or supervisor employed by the District or
any person or entity that contracts with the District to provide transportation services to children, as well
as licensed and registered physical therapists, licensed and registered occupational therapists, licensed
and registered speech-language pathologists, teacher aides, and school resource officers.

Prohibition of "Silent" (Unreported) Resignations

The Superintendent and other school administrators are prohibited from withholding from law
enforcement authorities, the Superintendent, or the Commissioner, as appropriate, information
concerning allegations of child abuse in an educational setting against an employee or volunteer in
exchange for that individual's resignation or voluntary suspension from their position.

(Continued)
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The Superintendent or other school administrator who reasonably and in good faith reports to law
enforcement officials information regarding allegations of child abuse or a resignation as required by
law will have immunity from any liability, civil or criminal, which might otherwise result by reason of
those actions.

Notification

Teachers and all other school officials will be provided an annual written explanation concerning
the reporting of child abuse and child abuse in an educational setting including the immunity provisions
as set forth in law. The Commissioner will furnish the District with required information, including rules
and regulations for training necessary to implement District and staff responsibilities under the law.

Prohibition on Aiding and Abetting Sexual Abuse

Unless exempted by law, no District employee, contractor, or agent of the District will assist
another District employee, contractor, or agent in obtaining a new job, apart from the routine
transmission of administrative and personnel files, if the individual or agency knows or has probable
cause to believe, that the individual engaged in sexual misconduct regarding a minor or student in
violation of the law.

Education Law Article 23-B and Sections 409-1, 3028-b, and 3209-a
Family Court Act Section 1012

Labor Law Section 740(1)(e)

Penal Law Articles 130, 235, and 263

Social Services Law Sections 411-428

8 NYCRR Part 83 and Section 100.2(hh) and (nn)

20 USC Section 7926

Adoption Date
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Child Abuse in a Domestic Setting

The District takes seriously the obligations of its officers and employees to report cases of child
abuse or maltreatment. To this end, regulations will be developed, maintained, and disseminated by
administration regarding the:

a) Mandatory reporting of suspected child abuse or maltreatment;

b) Reporting procedures and obligations of persons required to report;
c) Provisions for taking a child into protective custody;

d) Mandatory reporting of deaths;

e) Immunity from liability and penalties for failure to report;

f)  Obligations for provision of services and procedures necessary to safeguard the life or health
of a child; and

g)  Provision of information in recognizing signs of unlawful methamphetamine laboratories for
all current and new school officials (i.e., "mandated reporters") who, as part of their usual
responsibilities, visit children's homes.

Additionally, an ongoing training program for all current and new school officials will be
established and implemented to enable the staff to carry out their reporting responsibilities.

Reporting Information

The District will post the child abuse hotline telephone number and directions for accessing the
Office of Children and Family Services (OCFS) website in English and Spanish on its website and in
clearly and highly visible areas of school buildings. The District will also make this information
available from its administrative offices; provide it to parents and persons in parental relation at least
once per school year by electronic communication, sending the information home with students, or
otherwise; and provide it to each teacher and administrator. The District may post and provide this
information in other, common languages used by the school community.

Persons Required to Report

Persons required to report cases of child abuse or maltreatment to the State Central Register (SCR)
in accordance with Social Services Law Section 413(1) include, but are not limited to, school teachers,
school counselors, school psychologists, school social workers, school nurses, school administrators or
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other school personnel required to hold a teaching or administrative license or certificate, and full- or
part-time compensated school employees required to hold a temporary coaching license or professional
coaching certificate.

All mandated reporters must make the report themselves and then immediately notify the building
principal or designee. The building principal or designee will be responsible for all subsequent
administration necessitated by the report. Any report must include the name, title, and contact
information for every staff member who is believed to have direct knowledge of the allegations in the

report.

Prohibition of Retaliatory Personnel Action

The District will not take any retaliatory action against an employee because the employee believes
that they have reasonable cause to suspect that a child is an abused or maltreated child and that employee
makes a report to SCR. Further, no school official will impose any conditions, including prior approval
or prior notification, upon any staff member specifically designated a mandated reporter.

Report Form

The "Report of Suspected Child Abuse or Maltreatment” Form LDSS-2221A may be accessed at
the OCFS website.

Child Abuse in an Educational Setting

The District is committed to the protection of students in educational settings from abuse and
maltreatment by employees or volunteers.

Definitions

* Administrator" or "school administrator" means a principal, or the equivalent title, in a school, or
other chief school officer.

"Child abuse" means any of the following acts committed in an educational setting by an employee
or volunteer against a child (defined as a person under the age of 21 years enrolled in a school):

a) Intentionally or recklessly inflicting physical injury, serious physical injury, or death;

b) Intentionally or recklessly engaging in conduct which creates a substantial risk of physical
injury, serious physical injury, or death;

c)  Any child sexual abuse, defined as conduct prohibited by Penal Law Articles 130 or 263;
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d) The commission or attempted commission against a child of the crime of disseminating
indecent materials to minors in accordance with Penal Law Article 235

€) Using corporal punishment as defined by the Commissioner of Education.

"Educational setting” means the building(s) and grounds of a school; the vehicles provided directly
or by contract by the school for the transportation of students to and from school buildings, field trips,
co-curricular and extracurricular activities both on and off school grounds; all co-curricular and
extracurricular activity sites; and any other location where direct contact between an employee or
volunteer and a child has allegedly occurred.

"School” means a school district, public school, charter school, nonpublic school, board of
cooperative educational services (BOCES), special act school district as defined in Education Law
Section 4001, approved preschool special education program pursuant to Education Law Section 4410,
approved private residential or non-residential school for the education of students with disabilities
including certain private schools, or state-operated or state-supported school in accordance with
Education Law Articles 85, 87, or 88.

Duties Upon Receipt of an Allegation of Child Abuse in an Educational Setting

In any case where an oral or written allegation is made to a teacher, school nurse, school counselor,
school psychologist, school social worker, school administrator, Board member, or other school
personnel required to hold a teaching or administrative license or certificate, as well as a licensed and
registered physical therapist, licensed and registered occupational therapist, licensed and registered
speech-language pathologist, teacher aide, or school resource officer that a child has been subjected to
child abuse by an employee or volunteer in an educational setting, that person will upon receipt of the

allegation:

a) Promptly complete a written report of the allegation including the full name of the child
alleged to be abused; the name of the child's parent; the identity of the person making the
allegation and their relationship to the alleged child victim; the name of the employee or
volunteer against whom the allegation was made; and a listing of the specific allegations of
child abuse in an educational setting. This written report must be completed on a form
prescribed by the Commissioner of Education.

b)  Except where the school administrator is the person receiving the oral or written allegation,
the employee completing the written report must promptly personally deliver a copy of that
written report to the school administrator of the school in which the child abuse allegedly

occurred.
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In any case where an oral or written allegation is made to a school bus driver employed by a school
or a person or entity that contracts with a school to provide transportation services to children that a
child has been subjected to child abuse by an employee or volunteer in an educational setting, that school
bus driver will upon receipt of the allegation, promptly report or cause a report to be made to their
supervisor employed by the school or the contracting person or entity.

In any case where an oral or written report or allegation is made to a supervisor who is employed
by a school or a person or entity that contracts with a school to provide transportation services to children
from a person employed by the school or the contracted person or entity that a child has been subjected
to child abuse by an employee or volunteer in an educational setting, the supervisor must, upon receipt
of an allegation:

a) Promptly complete a written report of the allegation including the full name of the child
alleged to be abused; the name of the child's parent or guardian; the identity of the person
making the allegation and their relationship to the alleged child victim; the name of the
employee or volunteer against whom the allegation was made; and a listing of the specific
allegations of child abuse in an educational setting. This written report must be completed
on a form prescribed by the Commissioner.

b)  Ensure that the written report is personally delivered to the superintendent employed by the
school district where the child abuse occurred or, for a school other than a school district or
public school, the school administrator employed by the school where the child abuse
occurred.

In any case where it is alleged a child was abused by an employee or volunteer of a school other
than a school within the school district of the child's attendance, the report of these allegations will be
promptly forwarded to the superintendent of the school district of the child's attendance and the
superintendent of the school district where the abuse of the child allegedly occurred. If a case involves
a school that is not a school district or public school, the appropriate school administrator or
administrators, in addition to any appropriate superintendent, must be notified of the allegations of
abuse.

If it is alleged the child was abused by the superintendent or administrator, the report of the
allegations will be made to another designated administrator.

Upon receipt of a written report alleging child abuse in an educational setting, a school
administrator or superintendent must then determine whether there is reasonable suspicion to believe
that an act of child abuse has occurred. If it is determined that reasonable suspicion exists, the school
administrator or superintendent must follow the procedures mandated in law and further described in
administrative regulations including parental notification. When the school administrator receives a
written report, they must promptly provide a copy of the report to the superintendent. The report must
be promptly forwarded to appropriate law enforcement. In no event will reporting to law enforcement
be delayed by an inability to contact the superintendent.

(Continued)



2024 7530
50f6

Students

SUBJECT: CHILD ABUSE AND MALTREATMENT (Cont'd.)

Where the superintendent or, in a school other than a school district or public school, the school
administrator has forwarded a written report of child abuse in an educational setting to law enforcement
authorities, they will also refer the report to the Commissioner if the employee or volunteer alleged to
have committed an act of child abuse holds a certification or license issued by NYSED.

Civil Immunity

Any employee, volunteer, or supervisor who is employed by a person or entity that contracts with
a school to provide transportation services to children who reasonably and in good faith makes a report
of allegations of child abuse in an educational setting in accordance with the reporting requirements of
the law will have immunity from civil liability which might otherwise result by reason of those actions.

Any school administrator or superintendent who reasonably and in good faith makes a report of
allegations of child abuse in an educational setting, or reasonably and in good faith transmits a report to
a person or agency as required by law, will have immunity from civil liability which might otherwise
result by reason of those actions.

Confidentiality

Reports and other written material submitted in accordance with law with regard to allegations of
child abuse in an educational setting, and photographs taken concerning those reports that are in the
possession of any person legally authorized to receive that information, will be confidential and will not
be redisclosed except to law enforcement authorities involved in an investigation of child abuse in an
educational setting or as expressly authorized by law or in accordance with a court-ordered subpoena.
School administrators and the Superintendent will exercise reasonable care in preventing unauthorized

disclosure.

Training

The District will implement a training program regarding child abuse in an educational setting for
all current and new teachers, school nurses, school counselors, school psychologists, school social
workers, school administrators, Board members, other school personnel required to hold a teaching or
administrative license or certificate, and any school bus driver or supervisor employed by the District or
any person or entity that contracts with the District to provide transportation services to children, as well
as licensed and registered physical therapists, licensed and registered occupational therapists, licensed
and registered speech-language pathologists, teacher aides, and school resource officers.

Prohibition of "Silent" (Unreported) Resignations

The Superintendent and other school administrators are prohibited from withholding from law
enforcement authorities, the Superintendent, or the Commissioner, as appropriate, information
concerning allegations of child abuse in an educational setting against an employee or volunteer in
exchange for that individual's resignation or voluntary suspension from their position.

(Continued)
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The Superintendent or other school administrator who reasonably and in good faith reports to law
enforcement officials information regarding allegations of child abuse or a resignation as required by
law will have immunity from any liability, civil or criminal, which might otherwise result by reason of
those actions.

Notification

Teachers and all other school officials will be provided an annual written explanation concerning
the reporting of child abuse and child abuse in an educational setting including the immunity provisions
as set forth in law. The Commissioner will furnish the District with required information, including rules
and regulations for training necessary to implement District and staff responsibilities under the law.

Prohibition on Aiding and Abetting Sexunal Abuse

Unless exempted by law, no District employee, contractor, or agent of the District will assist
another District employee, contractor, or agent in obtaining a new job, apart from the routine
transmission of administrative and personnel files, if the individual or agency knows or has probable
cause to believe, that the individual engaged in sexual misconduct regarding a minor or student in
violation of the law.

Education Law Article 23-B and Sections 409-1, 3028-b, and 3209-a
Family Court Act Section 1012

Labor Law Section 740(1)(e)

Penal Law Articles 130, 235, and 263

Social Services Law Sections 411-428

8 NYCRR Part 83 and Section 100.2(hh) and (nn)

20 USC Section 7926

Adoption Date
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SUBJECT: HOME, HOSPITAL, OR INSTITUTIONAL INSTRUCTION (HOMEBOUND
INSTRUCTION)

Overview

Home, hospital, or institutional instruction (sometimes referred to as homebound instruction) is an
educational service provided by districts to resident students enrolled in a public or nonpublic school
who are unable to attend school in person for at least ten days during a three-month period due to illness
or injury which requires the student to remain at home or in a hospital or other institution for the
treatment of children, other than a school.

The District will provide home, hospital, or institutional instruction to all resident students enrolled
in a public or nonpublic school from kindergarten to age 21 when, due to a temporary or chronic
physical, mental, or emotional illness or injury, as documented by the student's treating healthcare
provider, the student is unable to participate in their usual education setting.

Definitions

"Instruction delivery plan" means a written plan to continue the student's academic progress and
to maintain a record of delivery of instructional services and student progress.

"School district of residence” means the public school district within the State of New York where
the students legally reside with their parents or guardians.

"Treating health care provider" means a person who is treating a student and is licensed or
otherwise authorized to provide diagnosis pursuant to a profession enumerated in Title VIII of the
Education Law.

"Tutor" means an employee of the school district of residence or an individual with whom the
school district of residence contracts to provide home, hospital, or institutional instruction. The tutor
must hold a New York State teaching certificate. A tutor may include a teacher employed by a board of
cooperative educational services (BOCES) that contracts with the school district of residence to provide
this instruction.

Request for Home, Hospital, or Institutional Instruction

To request home, hospital, or institutional instruction for a resident student, the parent or guardian
must submit a request to the District that includes written medical verification from the student's treating
healthcare provider demonstrating the student's anticipated inability to attend school in person for at
least ten days during the next three months and written consent authorizing the Director of School Health
Services or designee to contact the student's treating healthcare provider. Refusal to provide this written
consent will result in a denial of the request for home, hospital, or institutional instruction.

(Continued)
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The request will be forwarded to the Director of School Health Services who will review the need
for home, hospital, or institutional instruction and either approve or deny the request. During this review,
the Director of School Health Services may contact the student's treating healthcare provider to obtain
additional information necessary regarding the student's health or mental health.

Within five school days after receipt of written medical verification from the student's treating
healthcare provider, the District will notify the parent or guardian whether their request for home,
hospital, or institutional instruction has been approved or denied. In the case of a denial, reason(s) for
denial will be provided.

Appeals

Parents and guardians may appeal the denial of home, hospital, or institutional instruction to the
District's Board within ten school days of receipt of notification of the denial. Home, hospital, or
institutional instruction will be provided while an appeal is pending before the District's Board.

Home, Hospital, or Institutional Instruction Requirements

The District will provide home, hospital, or institutional instruction to a student within five school
days after receiving notification of the student's medical condition or within five school days from the
request for home, hospital, or institutional instruction, whichever occurs first. This instruction, which
may include remote instruction, will meet the minimum requirements outlined in law and regulation.

Students with Disabilities

Students with disabilities who are recommended for home, hospital, or institutional instruction by
the Committee on Special Education (CSE) will be provided instruction and appropriate related services
as determined and documented by the CSE in consideration of the student's unique needs. This
instruction will only be recommended if the placement is in the least restrictive environment and must
be provided for at least the number and length of time as provided for other students receiving home,
hospital, and institutional instruction.

Recordkeeping

The District will maintain a record of delivery of instructional services and student progress. This
includes, but is not limited to, a record of the dates, amount, and type of instructional services the student
received including the tutor's name, subjects taught, and the location where the instructional services

were provided.

(Continued)



2023 8450
30f3

Instruction

SUBJECT: HOME, HOSPITAL, OR INSTITUTIONAL INSTRUCTION (HOMEBOUND
INSTRUCTION) (Cont'd.)

Education Law Sections 1604(20), 1709(24), 3202
8 NYCRR Sections 100.22, 175.21, and 200.6

NOTE: Refer also to Policy #7150 — Remote Instruction

Adoption Date
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Overview

Home, hospital, or institutional instruction (sometimes referred to as homebound instruction) is an
educational service provided by districts to resident students enrolled in a public or nonpublic school
who are unable to attend school in person for at least ten days during a three-month period due to illness
or injury which requires the student to remain at home or in a hospital or other institution for the
treatment of children, other than a school.

The District will provide home, hospital, or institutional instruction to all resident students enrolled
in a public or nonpublic school from kindergarten to age 21 when, due to a temporary or chronic
physical, mental, or emotional illness or injury, as documented by the student's treating healthcare
provider, the student is unable to participate in their usual education setting.

Definitions

"Instruction delivery plan" means a written plan to continue the student's academic progress and
to maintain a record of delivery of instructional services and student progress.

"School district of residence” means the public school district within the State of New Y ork where
the students legally reside with their parents or guardians.

"Treating health care provider" means a person who is treating a student and is licensed or
otherwise authorized to provide diagnosis pursuant to a profession enumerated in Title VIII of the
Education Law.

"Tutor" means an employee of the school district of residence or an individual with whom the
school district of residence contracts to provide home, hospital, or institutional instruction. The tutor
must hold a New York State teaching certificate. A tutor may include a teacher employed by a board of
cooperative educational services (BOCES) that contracts with the school district of residence to provide
this instruction.
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Request for Home, Hospital, or Institutional Instruction

To request home, hospital, or institutional instruction for a resident student, the parent or guardian
must submit a request to the District that includes written medical verification from the student's treating
healthcare provider demonstrating the student's anticipated inability to attend school in person for at
Jeast ten days during the next three months and written consent authorizing the Director of School Health
Services or designee to contact the student's treating healthcare provider. Refusal to provide this written
consent will result in a denial of the request for home, hospital, or institutional instruction.

The request will be forwarded to the Director of School Health Services who will review the need
for home, hospital, or institutional instruction and either approve or deny the request. During this review,
the Director of School Health Services may contact the student's treating healthcare provider to obtain
additional information necessary regarding the student's health or mental health.

Within five school days after receipt of written medical verification from the student's treating
healthcare provider, the District will notify the parent or guardian whether their request for home,
hospital, or institutional instruction has been approved or denied. In the case of a denial, reason(s) for
denial will be provided.

Appeals

Parents and guardians may appeal the denial of home, hospital, or institutional instruction to the
District's Board within ten school days of receipt of notification of the denial. Home, hospital, or
institutional instruction will be provided while an appeal is pending before the District's Board.

Home, Hospital, or Institutional Instruction Requirements

The District will provide home, hospital, or institutional instruction to a student within five school
days after receiving notification of the student's medical condition or within five school days from the
request for home, hospital, or institutional instruction, whichever occurs first. This mstruction, which
may include remote instruction, will meet the minimum requirements outlined in law and regulation.

Students with Disabilities

Students with disabilities who are recommended for home, hospital, or institutional instruction by
the Committee on Special Education (CSE) will be provided instruction and appropriate related services
as determined and documented by the CSE in consideration of the student's unique needs. This
instruction will only be recommended if the placement is in the least restrictive environment and must
be provided for at least the number and length of time as provided for other students receiving home,
hospital, and institutional instruction.
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Recordkeeping

The District will maintain a record of delivery of instructional services and student progress. This
includes, butis not limited to, a record of the dates, amount, and type of instructional services the student
received including the tutor's name, subjects taught, and the location where the instructional services

were provided.

Education Law Sections 1604(20), 1709(24), 3202 and- 440+
8 NYCRR Sections 100.22, 175.21, and 200.6

NOTE: Refer also to Policy #7150 — Remote Instruction

Adoption Date



