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I. OPENING OF MEETING

Members Present: Laura Slattery, Board President
Bill Coggin 
Anthony Falco 
Meredith Volpe 
Sara Wottawa 
Nicholas Ambrosino, Student Member 

Members Absent: Dorothy Roberts, Vice President 
Mike Matlat 
Kaylee Bowman, Student Member 

Also Present:  Kenneth E. Graham, Ed.D, Superintendent of Schools 
John O’Keefe, Asst. Supt. for Business & Operations 
Anthony Mauro, Ed. D., Asst. Superintendent for Student Support & Administration 
Erin Hynes, Asst. Superintendent for Curriculum and Instruction 
Kristin Capel-Eden, Asst. Superintendent for Personnel 
Allison Florio, District Clerk 
Christopher Clayton, Esq., Ingerman Smith  

CALL TO ORDER Meeting held at Samoset MS, was called to order by President Slattery at 7:30pm. 

SALUTE TO THE FLAG 

MOMENT OF SILENT MEDITATION 

WE ARE SACHEM - Pride/Presentations 

* Superintendent's Report
 Dr. Graham extended a big “thank you” to our entire community for participating in all of the food

drives and other holiday events districtwide.  They were a huge success.
 Special congratulations to all of the 8th grade students that were inducted into the National Junior

Honor Society this week!
Nicholas Ambrosino – Sachem North 

 Nicholas congratulated all of the All-State Musicians on their great accomplishments
 Boys Varsity Volleyball finished their season 2nd in NYS…congratulations on a great season!
 Special thank you for everyone who donated to the food drive.  It was the best turn out since its

inception.

* Curriculum Update – presented by Erin Hynes and Danielle Moran
* Child Care Update – presented by Dr. Mauro

II. VISITORS - (EACH VISITOR WILL BE LIMITED TO 3 MINUTES)

None.
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BUSINESS ITEMS 

III. BUSINESS ITEM 3.A.1.

A. Bid Awards

3.A.1. Bid Award 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Volpe, 
seconded by Mr. Coggin, and approved unanimously (5-0) to approve the following: 

Certain supplies, materials, and equipment to be used in various school units have 
been advertised for bid and/or requests for proposal (RFP) in accordance with Section 103 of 
General Municipal Law.  Bids/RFP’s are utilized to establish firm prices for a variety of 
items/services that may be required by the District during the school year.   There is no guarantee 
that the District will require any/all of the items requested on bids/RFP’s.  Actual usage will be on 
an “as needed” basis and may vary.  Bids/RFPs have been evaluated by the staff and 
recommendations for action are ready to be made. 

The bid/RFP awards presented for action are: 

RFP/Bid Number & Title Action  
Required 

a. Bay Shore School District Bid – General Building Maintenance Involving
New Construction, Reconstruction & Demolition

Approve 

PERSONNEL ITEMS 

IV. CONSENT AGENDA FOR PERSONNEL ITEMS 4.A.1. THROUGH 4.C.5.
Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Wottawa, seconded
by Mr. Falco, and approved unanimously (5-0) to approve the consent agenda for personnel items 4.A.1 through
4.C.5.

A. Teachers

4.A.1. Leaves of Absence of Teaching Personnel 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the leaves of 
absence of teaching personnel as follows”: 

Name Grade/Subject School Reason Dates 
Dassau, Allison Elementary Merrimac CCL 12/6/18-6/30/19 

4.A.2. Leave Replacements Appointments of Teaching Personnel 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the leave 
replacement appointments of teaching personnel as follows”: 

Name Tenure Area School Step Dates 
Reino, Julia Psychology Grundy 1-4 12/4/18-6/30/19 
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4.A.3. Salary Changes for Teaching Personnel 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the salary changes 
for teaching personnel as follows”: 

Name School Date of 
Change 

From Step To Step Salary Difference 

Devine, Alexandra East 9/4/18 2-1 2-2 $2,574.00 

4.A.4. Approval of Substitute Teachers 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the substitute 
teacher list as follows”: 

Name 
Cardella, Alexandra 
LoSchiavo, Marissa 
Sierra, Judith 

4.A.5. Termination/Resignation of Substitute Teachers 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the 
termination/resignation of substitute teachers as follows”: 

Name Date 
Durso, Larry 11/19/18 
Ferrara, Nicole 11/26/18 
Krizan, Garrett 11/19/18 

4.A.6. Approval of Coaching Assignments 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the following 
coaching assignments for the 2018-19 school year": 

HOME 
SCHOOL FIRST      LAST LOC SPORT SALARY* 

WINTER 
Volunteer 
OOD Joe    Catalanotto East Wrestling n/a 

LATE WINTER 
OOD James      Holmgren Sagamore Wrestling $4,711.00 

MS Head 
North Michael   McCarthy Samoset Wrestling $3,733.00 

MS Asst. 
Samoset Jason     Urbancik Samoset Wrestling $4,711.00 

MS Head 

*Contractual Stipend Only
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4.A.7. Resignation of Translators/Interpreters for the 2018-19 School Year 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the resignation of 
the following Translators/Interpreters for the 2018-19 school year:” 

Huang, Xiaojuan (Jenny) 

B. Teacher Assistants

4.B.1. Appointment of Leave Replacement Teaching Assistants 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the appointment of 
leave replacement teacher assistants as follows”: 

Name Tenure Area School Step Dates 
Candemeres, Matthew  ISS Teacher 

Assistant 
Sachem North 1-3 11/6/18-6/30/19 

Flahavan, Robert ISS Teacher 
Assistant 

Sachem East 1-3 11/6/18-6/30/19 

C. Support Staff

4.C.1. Resignation of Support Services Personnel (All Civil Service Classifications) 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the resignation of 
support services personnel (all Civil Service classifications) as follows”: 

Name Position & Assignment Service Ends 
Anderson, Lauren Special Ed Aide/ Waverly 11/21/18 
Berkowitz, Samantha Recreation Aide/Child Care 10/5/18 
Tasnim, Zarin Recreation Aide/Child Care 10/5/18 
Vuturo, Josette 4 Hr. FSW/Samoset 12/1/18 

4.C.2. Resignation/Termination of Substitute Support Services Personnel (Exempt, Labor and Non-
Competitive)  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the 
resignation/termination of substitute support services personnel (exempt, labor and non-
competitive)  as follows”: 

Name Service Ends 
Clerical 
Weston, Jean 11/13/18 
Custodian 
Anson, James 11/29/18 
Barlow, Thomas 11/29/18 
Cardona, Luis 11/29/18 
Gurdon, Matthew 11/29/18 
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LaScala, Matthew 11/28/18 
Miller, Mark 11/28/18 
Recreation Aide 
Devito, Anthony 11/29/18 

4.C.3. Appointment of Support Services Personnel (Exempt, Labor and Non-Competitive) 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the probationary 
appointment of support services personnel (exempt, labor and non-competitive)  as follows”: 

Name Position & 
Assignment 

Base Salary Service Begins Probationary 
Appointment 

Austin, Cara Recreation Aide/  Child 
Care 

$11.00/hr. None 

Barravecchio, 
Ingrid 

Asst. Group Leader $12.16/hr. None 

De Rienzo, Kelly Recreation Aide/ Child 
Care 

$11.00/hr. None 

LaScala, Matthew Custodian/ Chippewa $54, 778 90 days  11/29/18 
to 2/28/19 

Miller, Mark Custodian/Samoset $54, 778 90 days  11/29/18 
to 2/28/19 

Reese, Kristen Recreation Aide/  Child 
Care 

$11.00/hr. 

11/29/18 

11/29/18 

11/16/18 

11/29/18 

11/29/18 

11/29/18 None 

4.C.4. Appointment of Substitute Support Services Personnel (Exempt, Labor and Non-
Competitive)  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the substitute 
support services personnel (exempt, labor and non-competitive)  as follows”: 

Name Service Begins 
Aide 
Winter, Janis 11/29/18 

4.C.5. Approval of Maintenance Mechanics/Grounds Crew Stipend 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Mr. Falco, and approved unanimously (5-0) to approve the following 
stipends to be paid according to the Memorandum of Agreement between Sachem Central School 
District and the United Public Service Employees Union on behalf of the Sachem Support Staff 
Unit.  This Memorandum of Agreement was approved by the Board of Education on February 15, 
2017.  These stipends shall not be added to the member’s base salary, but be paid as a separate, 
annual, lump sum.” 

Employee Stipend 
Gary Asbell  $3,000 
John Bree $1,000 
Dwight Buck             $2,000 
James Calhoun $2,000 
Ray Cotrel $2,000 
Michael DeFontes $3,000 
Michael Delio $3,000 
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Gerard Doolan    $2,000  
Anthony Etergineoso   $1,000 
James Fallica    $3,000  
Steven Fricchione    $3,000  
Patrick Giambrone   $3,000  
Vasilos Gianacopoulos   $2,000 
Vincent Gilardi    $3,000  
Keith Goehring    $2,000  
Michael Hill    $1,000  
Brian Kehoe    $1,000  
James McLean    $2,000  
Jonathan Metzger    $2,000  
Gary Mininni    $3,000 
Bob Moran    $3,000  
Frank Morgan    $2,000  
Michael Nocco    $1,000  
William Nullet    $2,000  
Misael Santos    $1,000 
Ronald Simonin    $1,000 
Spencer Stowell    $3,000  
Paul Wilken    $3,000  
Joseph Zappasodi    $3,000   

V. ACTION ITEMS 

1. Consent Agenda for Action Items 5.1.1. through 5.1.3. 

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Volpe, 
seconded by Ms. Wottawa, and approved unanimously (5-0) to approve the consent agenda for action 
items 5.1.1 through 5.1.3. 

5.1.1. Approval of Agreement with Music Theatre International - Sachem High School East  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Volpe, 
seconded by Ms. Wottawa, and approved unanimously (5-0) to approve the agreement between the 
Sachem Central School District and Music Theatre International for a refundable security deposit 
of $400.00 for the production of Mamma Mia at Sachem High School East.  The cost of $3,185.00 
will be paid through Eastern Suffolk BOCES Arts in Education.” 

5.1.2. Approval of Agreement with TPR Education, LLC D/B/A the Princeton Review 2018-19  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Volpe, 
seconded by Ms. Wottawa, and approved unanimously (5-0) to approve the rider to agreement 
between Sachem Central School District and TPR Education, LLC d/b/a The Princeton Review to 
provide SAT and ACT review classes and course materials to students.  Tuition for the classes is to 
be paid directly to TPR Education by the students.  The term of this agreement shall be from July 1, 
2018 to June 30, 2019.  This agreement has been reviewed and approved by the school district’s 
attorney.” 

5.1.3. Approval of J. J. Stanis and Company, Inc. Excess Major Medical Renewal  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Volpe, 
seconded by Ms. Wottawa, and approved unanimously (5-0) to approve the Excess Major Medical 
renewal rates from J.J. Stanis and Company, Inc.  The rates will remain the same.  The current rates 
are $6.25 for individual coverage and $15.00 for family coverage. These rates are effective January 
1, 2019 through December 31, 2019.” 
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2.  Donation 

5.2.1. Donation - Nokomis Elementary School PTA  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Mr. 
Coggin, seconded by Ms. Wottawa, and approved unanimously (5-0) to accept with gratitude, a 
donation from the Nokomis Elementary School PTA in the amount of $8,000.00.  This donation is 
for the BOCES Performing Arts Code A2111-4971-30.” 

3.  Reading and Adoption 

5.3.1. 2nd Reading and Adoption  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Ms. Volpe, and approved unanimously (5-0) to approve the following:" 
 
BE IT RESOLVED THAT the Board of Education approves the second reading and adoption of 
the following policies which were previously reviewed by the members of the Board of Education 
for the first reading on November 14, 2018. 
 
Policy 5300 Code of Conduct 
  0110 Sexual Harassment 
  6010 Fiscal Controls 
  6150 Budget Transfers 
  6410 Authorized signatures 
  6420 Online Banking Services 
  6600 Fiscal Accounting and Reporting 
  6650  Claims Auditor 
  6660 Independent/External Audits 
  6675 Extra classroom Activity Funds 
  6800 Payroll Procedures 
  6830 Expense Reimbursement 

4. Recommendations from the Committee on Special Education 

5.4.1. Recommendations from the Committee on Special Education  

Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. Volpe, 
seconded by Mr. Falco, and approved unanimously (5-0) to accept the recommendation of the 
Committee on Special Education for the following meetings": 
 
11/15, 11/16, 11/19, 11/20, 11/21, 11/26, 11/27, 11/28 
 

VI. MONTHLY REPORTS 

A. Determinations from the Committee on Preschool Special Education 

6.A.1. Determinations from the Committee on Preschool Special Education  

 Upon the recommendation of the Superintendent of Schools, a MOTION was made by Ms. 
Wottawa, seconded by Ms. Volpe, and approved unanimously (5-0) to approve the following: 
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The determinations from the Committee on Preschool Special Education for the following dates are 
on file in the office of the District Clerk: 
 
11/15, 11/20, 11/27 

B. Board of Education Sub Committees 

1. Sachem Legislative Committee – No update 
2. Sachem Citizens’ Advisory Audit Committee – Will meet again in the spring. 
3. Sachem Budget Advisory Committee – Still looking for members.  Contact the District Clerk for more 
information or an application. 
4. Sachem Policy Committee – Met this week.  The committee is continuing to examine and update district 
policies. 

C. 2018-19 Updates to the Board 

D. 2018-19 Board Goals 

Goal #1 - Provide Safe and Secure Schools  
Ensure an educational environment where students are safe, supported and empowered in their learning for all 
school related activities as well as extra and co-curricular activities.  Promote positive peer relationships, and 
successful student learning environments through a variety of avenues. 
Student Success Indicator Alignment - Safety, Community Engagement, Physical and Mental Wellness, Social 
and Emotional Development 
 
Goal #2 - Enhance Student Achievement, Quality of Instruction and Leadership Skills  
Provide and implement a dynamic curriculum which incorporates critical thinking, collaboration, creativity, 
technology and civic responsibility while preparing students to thrive in a global community.  The curriculum is 
supported by a K-12 district committee of educators and administrators focused on curriculum and instructional 
practices.   All students will be provided with the opportunities to be college and career ready.    
Student Success Indicator Alignment - Creativity, Innovation, Performance Assessments, Standardized 
Assessments 
 
Goal #3 - Improve Parent, Community and Staff Communication  
Cultivate community relationships and engagement by enhancing communication. 
Student Success Indicator Alignment - Community Engagement, School Climate and Culture 
 
Goal #4 - Improve Fiscal Responsibility and Accountability throughout the District  
Focus on balancing the needs of students with taxpayer sensitivity, while aligning district resources to the goals 
of the Board of Education. 
Student Success Indicator Alignment - Community Engagement, School Climate and Culture, Safety 
 
Goal #5 - Committed to Providing the Staff with the Necessary Tools and Support to Provide the Students 
with the Highest Quality Education 
Create an environment that establishes a foundation for the highest quality instruction and learning through 
recruitment, support and retention of staff.  Creating opportunities and encouraging all employees to reach their 
full potential and positively impact the Sachem students and community through professional growth and 
learning opportunities.   
Student Success Indicator Alignment - Creativity, School Climate and Culture, Democracy and Citizenship 
 
Goal #6 - We Are Sachem  
Promote and strive for one Sachem family, and cultivate a sense of individual and collective pride throughout 
the district.  Develop deep collaboration amongst our 15 schools, for both vertical and horizontal articulation, to 
support the highest quality programs and activities throughout the district. 
Student Success Indicator Alignment - Community Engagement, School Climate and Culture, Democracy and 
Citizenship 
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VII. PRESENTATION/DISCUSSIONS 

VIII. CLOSING 

A. Visitors  (Each visitor will be limited to 3 minutes) 

The Board heard comments and concerns from a member of the community. 

B. Board of Education Discussion of Future Agenda Items 

None. 

C. Next Meeting 

The next Regular meeting of the Board of Education will be held on December 12, 2018 at 7:30 PM in the 
Board Room at Samoset Middle School.  

IX. EXECUTIVE SESSION 

A MOTION was made by Ms. Volpe, seconded by Ms. Wottawa, and approved unanimously (5-0), to enter 
into executive session at 8:14pm for the purpose of discussing the employment of a particular individual and the 
appeal of a student discipline decision.  The Board may return into public session for the purpose of voting on a 
decision of such appeal. 
 
 
The Board of Education returned into public session for the purpose of voting on the following: 
 
A MOTION was made by Mr. Coggin, seconded by Ms. Volpe and approved unanimously (5-0) to approve the 
following: 
 
BE IT RESOLVED, that having considered the appeal of a student suspension dated November 26, 2018, the 
Board of Education has determined to reject the appeal and uphold the determination of the Superintendent of 
Schools imposing the suspension.  The identity of the student has been made known to the Board of Education 
in executive session. 
 

X. ADJOURN 
A MOTION was made by Mr. Coggin, seconded by Ms. Volpe, and approved unanimously (5-0) to adjourn at 
8:51pm. 
 

Respectfully Submitted, 
 

Allison Florio 
District Clerk 
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SACHEM CENTRAL SCHOOL DISTRICT 

CODE OF CONDUCT Policy 5300 

B. Review of Code of Conduct

The Board will review this code of conduct every year and update it as necessary. In conducting 
the review, the Board will consider how effective the code's provisions have been and whether 
the code has been applied fairly and consistently. Before adopting any revisions to the code, the 
Board will hold at least one public hearing at which school personnel, parents, students and any 
other interested party may participate. 

The code of conduct and any amendments to it will be filed with the Commissioner of Education, 
in a manner prescribed by the Commissioner, no later than thirty (30) days after adoption. 

Adoption date: June 20, 2012 (5300.75) 
Adoption Date: June 19, 2001 
Revision Date: April 15, 2009 
Revision Date: July 12, 2010 
Revision Date: June 20, 2012 
Revised: November 28, 2018

Page41 of 41 



POLICY 0110 

SEXUAL HARASSMENT 

________________________
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The Board of Education recognizes that harassment of students, staff,  and certain “non-
employees” (which includes contractors, subcontractors, vendors, consultant and other 
persons providing services pursuant to a contract, or their employees) on the basis of sex, 
gender, gender identity, gender expression and/or sexual orientation is abusive and illegal 
behavior that harms  victims and negatively impacts the school culture by creating an 
environment of fear, distrust, intimidation and intolerance.  The Board of Education further 
recognizes that preventing and remedying such harassment in schools is essential to ensure a 
healthy, nondiscriminatory environment in which students can learn and employees can work 
productively.  

The Board of Education is committed to providing an educational and working environment that 
promotes respect, dignity and equality and that is free from all forms of sexual harassment.  To 
this end, the Board of Education condemns and strictly prohibits all forms of sexual harassment 
on school grounds, school buses and at all school-sponsored activities, programs and events 
including those that take place at locations outside the School District. 

Sexual Harassment Defined 

Sex-based harassment can be comprised of two types of behavior: sexual harassment and/or 
gender-based harassment. 

"Sexual harassment" means unwelcome sexual advances, requests for sexual favors, sexually 
motivated physical conduct or other verbal or physical conduct or communication of a sexual 
nature.  

“Gender-based harassment” means verbal, non-verbal or physical aggression, intimidation or 
hostility that is based on actual or perceived gender and sexual stereotypes, gender identity or 
expression. 

Sexual or gender-based harassment of a student can deny or limit the student’s ability to 
participate in or to receive benefits, services, or opportunities from the school’s program. 

Sexual or gender-based harassment occurs when: 

1. Submission to that conduct or communication is made a term or condition, either
explicitly or implicitly, of an employee's or “non-employee’s” employment or a student's
education (including any aspect of the student's participation in school-sponsored
activities, or any other aspect of the student's education); or

2. submission to or rejection of that conduct or communication by an individual is used as a
factor in decisions affecting an employee's or “non-employees” employment or a student's
education; or
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3. the conduct or communication has the purpose or effect of substantially or unreasonably
interfering with an employee's or “non-employee’s” work performance or a student's
academic performance or participation in school-sponsored activities, or creating an
intimidating, hostile or offensive working or educational environment.

“Sexual violence” means physical sexual acts perpetrated against a person’s will or where a 
person is incapable of giving consent. A person may be incapable of giving consent due to age, 
drug or alcohol use, or an intellectual or other disability. Sexual violence includes, but is not 
limited to, acts such as rape, sexual assault, sexual battery and sexual coercion. All such acts of 
sexual violence are forms of sexual harassment. 

Because sexual harassment can occur staff to student, staff to staff, student to student, male to 
female, female to male, male to male or female to female, it shall be a violation of this policy for 
any student, employee or third party (school visitor, vendor, etc.) to sexually harass any student, 
employee, or “non-employee”.  

Under various state and federal laws, students, employees and “non-employees” have legal 
protections against sexual harassment in the school environment as described above. The School 
District’s Code of Conduct also addresses appropriate behavior in the school environment. 
Sexual harassment can occur between persons of all ages and genders. 

Prohibited Conduct 

School-related conduct that the School District considers unacceptable and which may constitute 
sexual harassment includes, but is not limited to, the following:  

1. rape, attempted rape, sexual assault, attempted sexual assault, forcible sexual
abuse, hazing, and other sexual and gender-based activity of a criminal nature as
defined under the State Penal Law;

2. unwelcome sexual invitations or requests for sexual activity in exchange for
grades, promotions, preferences, favors, selection for extracurricular activities or
job assignments, homework, etc.;

3. unwelcome and offensive public sexual display of affection, including kissing,
making out, groping, fondling, petting, inappropriate touching of one's self or
others, sexually suggestive dancing, and massages;

4. any unwelcome communication that is sexually suggestive, sexually degrading or
implies sexual motives or intentions, such as sexual remarks or innuendoes about
an individual's clothing, appearance or activities; sexual jokes; sexual gestures;
public conversations about sexual activities or exploits; sexual rumors and "ratings
lists;" howling, catcalls, and whistles; sexually graphic computer files, messages or
games, etc;
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5. unwelcome and offensive name calling or profanity that is sexually suggestive,
sexually degrading, implies sexual intentions, or that is based on sexual
stereotypes or sexual preference;

6. unwelcome physical contact or closeness that is sexually suggestive, sexually
degrading, or sexually intimidating such as the unwelcome touching of another's
body parts, cornering or blocking an individual, standing too close, spanking,
pinching, following, stalking, frontal body hugs, etc.;

7. unwelcome and sexually offensive physical pranks or touching of an individual's
clothing, such as hazing and initiation, "streaking," "mooning," "nuggies" or
"wedgies" (pulling underwear up at the waist so it goes in between the buttocks),
bra-snapping, skirt "flip-ups," "spiking" (pulling down someone's pants or
swimming suit); pinching; placing hands inside an individual's pants, shirt,
blouse, or dress, etc.;

8. unwelcome leers, stares, gestures, or slang that are sexually suggestive; sexually
degrading or imply sexual motives or intentions;

9. clothing with sexually obscene or sexually explicit slogans or messages;
10. unwelcome and offensive skits, assemblies, and productions that are sexually

suggestive, sexually degrading, or that imply sexual motives or intentions, or that
are based on sexual stereotypes;

11. unwelcome written or pictorial display or distribution of pornographic or other
sexually explicit materials such as magazines, videos, films, Internet material, etc.;

12. any other unwelcome gender-based behavior that is offensive, degrading,
intimidating, demeaning, or that is based on sexual stereotypes and attitudes.

For purposes of this policy, action or conduct shall be considered "unwelcome" if the student or 
employee did not request or invite it and regarded the conduct as undesirable or offensive.  

Determining if Prohibited Conduct is Sexual Harassment 

Complaints of sexual harassment will be thoroughly investigated to determine whether the 
totality of the behavior and circumstances meet any of the elements of the above definition of 
sexual harassment and should therefore be treated as sexual harassment. Not all-unacceptable 
conduct with sexual connotations may constitute sexual harassment. In many cases (other than 
quid pro quo situations where the alleged harasser offers academic or employment rewards or 
threatens punishment as an inducement for sexual favors), unacceptable behavior must be 
sufficiently severe, pervasive and objectively offensive to be considered sexual harassment.  

In evaluating the totality of the circumstances and making a determination of whether conduct 
constitutes sexual harassment, the individual investigating the complaint should consider:  

1. the degree to which the conduct affected the ability of the student to participate in
or benefit from his or her education or altered the conditions of the student's
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learning environment or altered the conditions of the employee's working 
environment;  

2. the type, frequency and duration of the conduct;
3. the identity of and relationship between the alleged harasser and the subject of the

harassment (e.g., sexually based conduct by an authority figure is more likely to
create a hostile environment than similar conduct by another student or a co-
worker);

4. the number of individuals involved;
5. the age and sex of the alleged harasser and the subject of the harassment;
6. the location of the incidents and context in which they occurred;
7. other incidents at the school; and
8. incidents of gender-based, but non-sexual harassment; and
9. any other matters considered relevant.

Reporting Complaints 

In order for the Board of Education to effectively enforce this policy and to take prompt corrective 
measures, it is essential that all victims of sexual harassment and persons with knowledge of 
sexual harassment report the harassment immediately.  The School District will promptly 
investigate all complaints of sexual harassment, formal or informal, verbal or written.  To the 
extent possible, all complaints will be treated in a confidential manner.  Limited disclosure may 
be necessary to complete a thorough investigation. Such disclosure shall be made to individuals 
on a “need-to-know” basis. If the complainant reports that they feel unsafe at school due to the 
nature of the complaint, the School District will determinate if accommodations need to be made 
until the issue is resolved. 

The School District will designate, at a minimum, two (2) Compliance Officers, one (1) of each 
gender.  In addition, the Board of Education will designate a second individual for compliance 
with Title IX in regard to sexual harassment so that students who believe that they have been 
subjected to sexual harassment will have a second avenue of complaint, if the alleged harassers 
is the Compliance Officer. 

Victims of sexual harassment are urged to come forward and to make reports of such sexual 
harassment to the Compliance Officer and/or Title IX coordinator without fear of retaliation or 
intimidation. Due to the sensitive and serious nature of these complaints, investigations or 
allegations of sexual harassment will be conducted with due regard for confidentiality. It is the 
School District’s policy to respect the privacy of all parties and witnesses to complaints of sexual 
harassment. 

In order to assist investigators, victims should document the harassment as soon as it occurs and 
with as much detail as possible including: the nature of the harassment; dates, times, places it has 
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occurred; name of harasser(s); witnesses to the harassment; and the victim's response to the 
harassment.  

Investigation and Resolution Procedure 

A. Initial (Building-level) Procedure

The Title IX Compliance Officer or second designee shall conduct a preliminary review when 
they receive a verbal or written complaint of sexual harassment, or if they observe sexual 
harassment. Except in the case of severe or criminal conduct, Title IX Compliance Officer or 
second designee should make all reasonable efforts to resolve complaints informally at the school 
level. The goal of informal investigation and resolution procedures is to end the harassment and 
obtain a prompt and equitable resolution to a complaint.   

As soon as possible as but no later than three working days following receipt of a complaint, the 
Title IX Compliance Officer or second designee should begin an investigation of the complaint 
according to the following steps:  

1. Interview the victim and document the conversation. Instruct the victim to have
no contact or communication regarding the complaint with the alleged harasser.
Ask the victim specifically what action he/she wants taken in order to resolve the
complaint. Refer the victim, as appropriate, to school social workers, school
psychologists, crisis team managers, other school staff, or appropriate outside
agencies for counseling services.

2. Review any written documentation of the harassment prepared by the victim. If
the victim has not prepared written documentation, instruct the victim to do so,
providing alternative formats for individuals with disabilities and young children,
who have difficulty writing and need accommodation.

3. Interview the alleged harasser regarding the complaint and inform the alleged
harasser that if the objectionable conduct has occurred, it must cease immediately.
Document the conversation. Provide the alleged harasser an opportunity to
respond to the charges in writing.

4. Instruct the alleged harasser to have no contact or communication regarding the
complaint with the victim and to not retaliate against the victim. Warn the alleged
harasser that if he/she makes contact with or retaliates against the victim, he/she
will be subject to immediate disciplinary action.

5. Interview any witnesses to the complaint. Where appropriate, obtain a written
statement from each witness. Caution each witness to keep the complaint and
his/her statement confidential.

6. Review all documentation and information relevant to the complaint.
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7. Where appropriate, suggest mediation as a potential means of resolving the
complaint. In addition to mediation, use appropriate informal methods to resolve
the complaint, including but not limited to:

a. discussion with the accused, informing him or her of the School District’s
policies and indicating that the behavior must stop;

b. suggesting counseling and/or sensitivity training;
c. conducting training for the department or school in which the behavior

occurred, calling attention to the consequences of engaging in such
behavior;

d. requesting a letter of apology to the complainant;
e. writing letters of caution or reprimand; and/or
f. separating the parties.

8. Parent/Student/Employee Involvement and Notification

a. Parents of student victims and accused students shall be notified within
one school day of allegations that are serious or involve repeated conduct.

b. The parents of students who file complaints are welcome to participate at
each stage of both informal and formal investigation and resolution
procedures.

c. If either the victim or the accused is a disabled student receiving special
education services under an IEP or section 504/Americans with
Disabilities Act accommodations, the committee on special education will
be consulted to determine the degree to which the student's disability
either caused or is affected by the discrimination or policy violation. In
addition, due process procedures required for persons with disabilities
under state and federal law shall be followed.

d. The Title IX Compliance Officer or second designee (i.e., the investigator)
shall submit a copy of all investigation and interview documentation to the
Superintendent of Schools.

e. The investigator shall report back to both the victim and the accused,
notifying them in writing, and also in person as appropriate regarding the
outcome of the investigation and the action taken to resolve the complaint.
The investigator shall instruct the victim to report immediately if the
objectionable behavior occurs again or if the alleged harasser retaliates
against him/her.

f. The investigator shall notify the victim that if he/she desires further
investigation and action, he/she may request a School District level
investigation by contacting the Superintendent of Schools. The investigator
shall also notify the victim of his/her right to contact the U.S. Department
of Education's Office for Civil Rights and/or a private attorney. Employees
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may also contact the U.S. Equal Employment Opportunity Commission or 
the New York State Division of Human Rights. 

If the initial investigation results in a determination that sexual harassment did occur, the 
investigator will promptly notify the Superintendent of Schools, who shall then take prompt 
disciplinary action in accordance with School District policy, the applicable collective bargaining 
agreement or state law.  

If a complaint received by the Title IX Compliance Officer or second designee contains evidence 
or allegations of serious or extreme harassment, such as employee to student harassment, 
criminal touching, quid pro quo (e.g., offering an academic or employment reward or 
punishment as an inducement for sexual favors), or acts which shock the conscience of a 
reasonable person, the complaint shall be referred promptly to the Superintendent of Schools. In 
addition, where the Title IX Compliance Officer or second designee has a reasonable suspicion 
that the alleged harassment involves criminal activity, he/she should immediately notify the 
Superintendent of Schools, who shall then contact appropriate child protection and law 
enforcement authorities. Where criminal activity is alleged or suspected by a School District 
employee, the accused employee shall be suspended pending the outcome of the investigation, 
consistent with all contractual or statutory requirements.  

Any party who is not satisfied with the outcome of the initial investigation by the Title IX 
Compliance Officer or second designee may request a School District-level investigation by 
submitting a written complaint to the Superintendent of Schools within thirty (30) days. 

B. School District-level Procedure

The Superintendent of Schools shall promptly investigate and resolve all sexual harassment 
complaints that are referred to him/her by a Title IX Compliance Officer or second designee, as 
well as those appealed to the Superintendent of Schools following an initial investigation by a 
Title IX Compliance Officer or second designee. In the event the complaint of sexual harassment 
involves the Superintendent of Schools, the complaint shall be filed with or referred to the Board 
of Education President, who shall refer the complaint to a trained investigator not employed by 
the School District for investigation.  

The School District level investigation should begin as soon as possible but not later than three 
working days following receipt of the complaint by the Superintendent of Schools or Board of 
Education President.  

In conducting the formal School District level investigation, the School District will use 
investigators who have received formal training in sexual harassment investigation or that have 
previous experience investigating sexual harassment complaints.  
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If a School District investigation results in a determination that sexual harassment did occur, 
prompt corrective action will be taken to end the harassment. Where appropriate, School District 
investigators may suggest mediation as a means of exploring options of corrective action and 
informally resolving the complaint.  

No later than thirty (30) days following receipt of the complaint, the Superintendent of Schools 
(or in cases involving the Superintendent of Schools, the Board of Education-appointed 
investigator) will notify the victim and alleged harasser, in writing, of the outcome of the 
investigation. If additional time is needed to complete the investigation or take appropriate 
action, the Superintendent of Schools or Board of Education-appointed investigator will provide 
all parties with a written status report within thirty (30) days following receipt of the complaint.  

The victim and the alleged harasser have the right to be represented by a person of their choice, 
at their own expense, during sexual harassment investigations and hearings. In addition, victims 
have the right to register sexual harassment complaints with the U.S. Department of Education's 
Office for Civil Rights.  

Employee victims also have the right to register complaints with the federal Equal Employment 
Opportunity Commission and the New York State Division of Human Rights. Nothing in these 
regulations shall be construed to limit the right of the complainant to file a lawsuit in either state 
or federal court.  

If, after appropriate investigation, the School District finds that a student, an employee or a third 
party has violated this policy, prompt corrective action will be taken in accordance with the 
applicable collective bargaining agreement, School District policy and state law. Mandatory 
arbitration clauses are prohibited in all School District contracts and agreements. 

The School District may include nondisclosure agreements (to not disclose the underlying facts 
and circumstances of a sexual harassment complaint) in any sexual harassment settlement 
agreement or resolution only if it is the complainant’s preference.  Any such nondisclosure 
agreement shall be provided to all parties.  Complainants shall have twenty-one days to consider 
any such nondisclosure provision before it is signed by all parties, and shall have seven days to 
revoke the agreement after signing.  Nondisclosure agreements shall only become effective after 
this seven-day period has passed. 

Confidentiality 

It is the School District’s policy to respect the privacy of all parties and witnesses to complaints 
of sexual harassment. To the extent possible, the School District will not release the details of a 
complaint or the identity of the complainant or the individual(s) against whom the complaint is 
filed to any third parties who do not need to know such information. However, because an 
individual's need for confidentiality must be balanced with the School District's legal obligation 
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to provide due process to the accused, to conduct a thorough investigation, or to take necessary 
action to resolve the complaint, the School District retains the right to disclose the identity of 
parties and witnesses to complaints in appropriate circumstances to individuals with a need to 
know. The staff member responsible for investigating complaints will discuss confidentiality 
standards and concerns with all complainants.  

If a complainant requests that his/her name not be revealed to the individual(s) against whom a 
complaint is filed, the staff member responsible for conducting the investigation shall inform the 
complainant that: 

1. the request may limit the School District's ability to respond to his/her complaint;
2. School District policy and federal law prohibit retaliation against complainants

and witnesses;
3. the School District will attempt to prevent any retaliation; and
4. the School District will take strong responsive action if retaliation occurs.

If the complainant still requests confidentiality after being given the notice above, the investigator 
will take all reasonable steps to investigate and respond to the complaint consistent with the 
request as long as doing so does not preclude the School District from responding effectively to 
the harassment and preventing the harassment of other students or employees.  

Retaliation Prohibited 

All complainants and those who participate in the investigation of a complaint of sexual 
harassment have the right to be free from retaliation of any kind. Any act of retaliation against 
any person who complains of sexual harassment, is prohibited an illegal, and therefore subject to 
disciplinary action. Likewise, retaliation against any person who has testified, assisted, or 
participated in any manner in an investigation, proceeding, or hearing concerning a sexual 
harassment complaint is prohibited. For purposes of this policy, retaliation includes but is not 
limited to: verbal or physical threats, intimidation, ridicule, bribes, destruction of property, 
spreading rumors, stalking, harassing phone calls, and any other form of harassment. Any person 
who retaliates is subject to immediate disciplinary action, up to and including suspension or 
termination. 

Legal Protections and External Remedies 

As stated above, sexual harassment is not only prohibited by the School District but is also 
prohibited by state, federal, and, where applicable, local law. Complainants are advised that the 
School District’s internal investigatory procedures do not toll the time within which claims are 
required to be filed pursuant to federal, state or local law. 

State Human Rights Law (HRL) 
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The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to 
all employers in New York State with regard to sexual harassment, and protects employees, paid 
or unpaid interns and non-employees, regardless of immigration status. A complaint alleging 
violation of the Human Rights Law may be filed either with the Division of Human Rights (DHR) 
or in New York State Supreme Court. 

Complaints with DHR may be filed any time within one year of the harassment. If an individual 
did not file at DHR, they can sue directly in state court under the HRL, within three years of the 
alleged sexual harassment. An individual may not file with DHR if they have already filed a HRL 
complaint in state court.  Complaining internally to the School District does not extend your time 
to file with DHR or in court. The one year or three years is counted from date of the most recent 
incident of harassment. 

You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR.  
DHR will investigate your complaint and determine whether there is probable cause to believe 
that sexual harassment has occurred. Probable cause cases are forwarded to a public hearing 
before an administrative law judge. If sexual harassment is found after a hearing, DHR has the 
power to award relief, which varies but may include requiring your employer to take action to 
stop the harassment, or redress the damage caused, including paying of monetary damages, 
attorney’s fees and civil fines. 

DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza, 
Fourth Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit: www.dhr.ny.gov.  
Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a 
complaint. The website has a complaint form that can be downloaded, filled out, notarized and 
mailed to DHR. The website also contains contact information for DHR’s regional offices across 
New York State.  

Civil Rights Act of 1964 

The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti-
discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified as 42 U.S.C. 
§ 2000e et seq.). An individual can file a complaint with the EEOC anytime within 300 days from
the harassment. There is no cost to file a complaint with the EEOC. The EEOC will investigate the
complaint, and determine whether there is reasonable cause to believe that discrimination has
occurred, at which point the EEOC will issue a Right to Sue letter permitting the individual to file
a complaint in federal court.

The EEOC does not hold hearings or award relief, but may take other action including pursuing 
cases in federal court on behalf of complaining parties. Federal courts may award remedies if 

http://www.dhr.ny.gov/
https://dhr.ny.gov/complaint
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discrimination is found to have occurred. In general, private employers must have at least 15 
employees to come within the jurisdiction of the EEOC. 

An employee alleging discrimination at work can file a “Charge of Discrimination.” The EEOC 
has district, area, and field offices where complaints can be filed. Contact the EEOC by calling 1-
800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.gov or via email at
info@eeoc.gov.  If an individual filed an administrative complaint with DHR, DHR will file the
complaint with the EEOC to preserve the right to proceed in federal court.

Title IX 

Title IX of the Education Amendments of 1972. Title IX protects people from discrimination based 
on sex in education programs or activities that receive Federal financial assistance. Title IX states 
that “No person in the United States shall, on the basis of sex, be excluded from participation in, 
be denied the benefits of, or be subjected to discrimination under any education program or 
activity receiving Federal financial assistance.” 

The U.S. Department of Education’s Office for Civil Rights (OCR) is responsible for the 
enforcement of Title IX.  OCR evaluates, investigates, and resolves complaints alleging sex 
discrimination. OCR also conducts proactive investigations, called compliance reviews, to 
examine potential systemic violations based on sources of information other than complaints. 

For assistance related to Title IX or other civil rights laws, please contact OCR at OCR@ed.gov or 
800-421-3481, TDD 800-877-8339.

Dignity for All Students Act 

The Dignity for All Students Act (DASA), codified as N.Y. Education Law, Art. 2, § 10 et seq., 
protects all students from harassment, bullying and discrimination while on school grounds and 
during school activities based on numerous protected classes, including, but not limited to sexual 
orientation, gender (including gender identity and expression), and sex.  A complaint alleging a 
violation of DASA may be made to one of the School District’s Dignity Act Coordinators and/or 
any staff member in accordance with the School District’s policy. 

Local Protections 

Many localities enforce laws protecting individuals from sexual harassment and discrimination. 
An individual should contact the county, city or town in which they live to find out if such a law 
exists. If the harassment involves unwanted physical touching, coerced physical confinement or 
coerced sex acts, the conduct may constitute a crime. Contact the local police department. 

http://www.eeoc.gov/
mailto:info@eeoc.gov
https://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
mailto:ocr@ed.gov
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Discipline/Penalties 

Any individual who violates the sexual harassment policy by engaging in prohibited sexual 
harassment will be subject to appropriate disciplinary action. Sexual harassment by employees is 
considered employee misconduct Disciplinary measures available to school authorities include, 
but are not limited to the following:  

Students:  Discipline may range from a reprimand up to and including 
suspension from school, to be imposed consistent with the student 
conduct and discipline policy and applicable law. 

Employees: Discipline may range from a warning up to and including 
termination, to be imposed consistent with all applicable 
contractual and statutory rights. 

Volunteers: Penalties may range from a warning up to and including loss of 
volunteer assignment. 

Vendors: Penalties may range from a warning up to and including loss of 
School District business. 

Other individuals: Penalties may range from a warning up to and including denial of 
future access to school property.  

False Complaints 

False or malicious complaints of sexual harassment may result in corrective or disciplinary action 
taken against the complainant.  

Training 

In addition, training programs shall be established for students and employees to raise awareness 
of the issues surrounding sexual harassment and to implement preventative measures to help 
reduce incidents of sexual harassment including but not limited to the following: 

1. All students and employee shall be informed of this policy in student and
employee handbooks and student registration materials. The policy shall
be posted on the School District’s website and in prominent locations at
each school.

2. All new employees shall receive information about the policy and
procedures concerning the prohibition against sexual harassment at new
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employee orientation. All other employees shall be provided information 
at least once a year regarding this policy and school district’s commitment 
to a harassment-free learning and working environment. Principals, Title 
IX Officer/Coordinators, and other administrative employees who have 
specific responsibilities for investigating and resolving complaints of 
sexual harassment shall receive a yearly training on this policy, procedures 
and related legal developments. 

3. Program directors and principals in each school shall be responsible for
informing students and staff on a yearly basis of the terms of this policy,
including procedures established for investigation and resolution of
complaints, general issues surrounding sexual harassment, the rights and
responsibilities of students and employees, and the impact of sexual
harassment on the victim.

Age appropriate instructional materials will be incorporated into the curriculum to educate 
students so that they can recognize and reduce the incidence of sexual harassment. 

Annual employee training programs shall include: (i) an explanation of sexual harassment 
consistent with guidance issued by the NYS Department of Labor and the NYS Division of 
Human Rights; (ii) examples of conduct that is unlawful sexual harassment; (iii) information on 
federal and state laws about sexual harassment and remedies available to victims of sexual 
harassment; and (iv) information concerning employees' right to make complaints and all 
available forums for investigating complaints. 

This policy shall be posted in a prominent place in each School District facility, on the School 
District’s website and shall also be published in student registration materials, student, parent 
and employee handbooks, and other appropriate school publications. 

Cross Ref: Policy 0100 Equal Opportunity 
      Policy 0115 Dignity for All Students 
      Policy 5300 Code of Conduct 

Ref: Education Amendments of 1972, Title IX, 20 U.S.C. §1681 et seq. 
Title VII of Civil Rights Act (1964), 42 U.S.C. §2000-e; 34 CFR §100 et seq. 

Adoption date: November 28, 2018
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SEXUAL HARASSMENT 
FORMAL COMPLAINT FORM 

Name and position of complainant:______________________________________________ 

Date of complaint:_____________________________________________________________ 

Name of alleged sexual harasser:________________________________________________ 

Date of incident:______________________________________________________________ 

Place of incident:______________________________________________________________ 

Description of misconduct:_____________________________________________________ 

______________________________________________________________________________ 

Name of witnesses (if any):_____________________________________________________ 

______________________________________________________________________________ 

Has the incident been reported before?___________________________________________ 

If yes: When?_________________________________________________________________ 

To Whom?______________________________________________________________ 

What was the resolution?_______________________________________________________ 

______________________________________________________________________________ 

Reasons for dissatisfaction:______________________________________________________ 

______________________________________________________________________________ 

_________________________________________ __________________ 
Supervisor/Compliance Officer Signature Date 

__________________________________________ __________________ 
Complainant Signature Date 

*Please Note: To the extent possible, all complaints will be treated in a confidential manner.  Limited
disclosure may be necessary to complete a thorough investigation.  Such disclosure shall be made to
individuals on a “need to know” basis.
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SACHEM CENTRAL SCHOOL DISTRICT 
Lake Ronkonkoma, New York 

SEXUAL HARASSMENT 
FORMAL APPEAL FORM 

Name and position of complainant:______________________________________________ 

Date of appeal:________________________________________________________________ 

Date of original complaint:_____________________________________________________ 

Name of alleged sexual harasser:________________________________________________ 

Have there been any prior appeals?______________________________________________ 

If yes:  When:__________________________________________________________________ 

 To Whom: _____________________________________________________________ 

Description of decision being appealed:___________________________________________ 
______________________________________________________________________________ 

_____________________________________________________________________________ 

______________________________________________________________________________ 

Why is the decision being appealed? _____________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

__________________________________________ __________________ 
Supervisor/Compliance Officer Signature Date 

__________________________________________ __________________ 
Complainant Signature Date 

*Please Note: To the extent possible, all complaints will be treated in a confidential manner.  Limited
disclosure may be necessary to complete a thorough investigation.  Such disclosure shall be made to
individuals on a “need to know” basis
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This policy sets forth the general fiscal roles and responsibilities of entities and individuals within 
the School District. 

Board of Education 

1. Fiscal approval of all expenditures, budget transfers and the overdraft of any budget
account is vested in the Board of Education.

2. The Board of Education maintains control of the School District’s finances through the
work of individuals who report directly to the Board of Education, including the
Superintendent of Schools, District Treasurer, Claims Auditor, Internal Auditor, and
Independent Auditor.  Each individual has responsibilities which include, but are not
limited to, the items listed below.  It is the responsibility of each individual to bring
information directly and in a timely manner to the Board of Education when there is any
need to adjust procedures or address the implementation of established fiscal controls.

3. In the case of an emergency arising out of an accident or other unforeseen occurrence or
condition affecting school buildings, school property, or the life, health, safety or property
of the students, staff and others in the School District which require immediate action and
cannot await competitive bidding, the Board of Education may declare an emergency for
competitive bidding purposes and authorize the immediate letting of contracts for public
work or the purchase of supplies, materials, or equipment, although the costs of such
work, equipment, or supplies is not provided for in the budget.

Superintendent of Schools 

1. The Superintendent of Schools or his/her designee shall be responsible for proper
procedures for the initiation, evaluation, and administrative approval for all expenditures, 
other than salaries.  He/she or his/her designee shall have authority to issue purchase
orders for items approved in the budget provided that statutory requirements for public
bidding are followed.  In all purchases about which the best interest of the School District
will be served by informal competitive quotations, he/she shall require the submission of
such quotations prior to the issuance of purchase orders.

2. The Superintendent of Schools, or his/her designee, shall certify the correctness of all
payrolls.

Treasurer 

1. Disbursements made in the form of checks shall be signed by the Treasurer or Deputy
Treasurer.

2. During the month of August, the Treasurer shall prepare, and the clerk shall cause to be
published in at least one newspaper in the School District, a statement of all monies
received and expended during the previous fiscal year.  Such published report to be in the
form prescribed by statute or Board of Education policy.
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Claims Auditor 

1. The Claims Auditor shall be responsible for the audit of all documents related to the
payment of claims.  When the schedules of bills are found to be in order, each shall be
signed and certified by the claims auditor. He/she shall be bonded in an amount
determined by the Board of Education.

Internal Auditor 

1. The Internal Auditor shall be directly responsible to the Board of Education for carrying
out the prescribed internal audit program and such other duties assigned by the Board of
Education.

Independent/External Auditor 

1. The financial accounts and fiscal affairs of the School District shall be subject to an outside,
independent audit at least once each year, and more frequently if the Board of Education
so determines.

Audit Committee 

1. The Audit Committee shall perform audit oversight as required by and specified in
applicable law.

Cross-ref: 6020 Fund Balance and Reserve Funds 
6100 Annual Budget 
6410 Authorized Signatures 

Ref:  Education Law §§1709(20-a), 1720, 1724, 2130 
General Municipal Law §103(4) 
8 NYCRR 170.12 

Adoption date:  November 28, 2018
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The transfer of funds between and within functional unit appropriations of the General Fund is 
commonly required during the school year.   

The Superintendent of Schools, upon the adoption of a resolution by the Board of Education and 
in accordance with the Regulations of the Commissioner of Education, is authorized to make 
budget transfers: 

1. between  and within functional unit appropriations so long as the transfer for any one
item does not exceed $50,000,

2. between function but within object codes related to employee salaries, and
3. any budget transfer required to close the School District’s budget in accordance with the

recommendations of the external auditor, and as long as the transfer supports activities
categorically approved by the Board of Education in the annual expenditure budget.

The Superintendent of Schools will report all transfers to the Board as an information item at its 
next meeting. 

All transfers in excess of $50,000, except transfers between function but within object codes 
related to employee salaries and any budget transfer required to close the School District’s budget 
as set forth above require prior Board approval. The Superintendent of Schools shall establish 
procedures wherein budget transfers are reported to the Board of Education periodically 
throughout the school year. 

Cross-ref: 6010 Fiscal Controls 
6100 Annual Budget 
6110 Administration of the Budget 
6600 Fiscal Accounting and Reporting 

Ref: 8 NYCRR §170.2(l) 

Adoption Date: February 10, 1998 
Revision Date: December 17, 2008 
Revised Date:  November 28, 2018
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The Board of Education authorizes the signature of the District Treasurer on all district checks for 
the payment of all salaries.  The Board also authorizes the signatures of the Superintendent of 
Schools, Assistant Superintendent for Business & Operations, Finance Manager, and Purchasing 
Agent assigned to review expenses on all district checks for bills, expenses, obligations, and 
liabilities of the district.  Student activity account checks shall be signed by both the manager of 
student activity accounts and the Treasurer of the extracurricular activity fund. 

The Treasurer/Deputy Treasurer shall be present and shall control the affixing of his/her 
signature when checks are run. Accounts payable/payroll shall maintain a log of checks signed 
and should verify the sequence of check numbers that are used and sign the log book. The signing 
of blank checks is expressly forbidden. 

Contracts authorized by Board of Education resolution shall be signed by the Board of Education 
President or in his/her absence the Vice-President, unless a different signatory is identified in the 
Board of Education resolution. Purchase orders for goods and/or services identified in the 
various budget codes of the School District budget will be executed by the Purchasing Agent 
responsible for the procurement of such goods and/or services.  In the absence or inability of the 
President of the Board to sign any of the above documents, the Vice President of the Board is 
authorized to sign in his/her place and stead. 

The Board of Education authorizes the signature on checks issued against all accounts of the 
School District to be that of the Treasurer or, in his/her absence, the Deputy Treasurer.  The Board 
authorizes the use of a machine check-signer to stamp school district checks with a plate 
containing the signature of the Treasurer.  The check signing device must be a recognized 
manufactured product with safeguards for the school district's protection.  The District Treasurer 
has the responsibility of preventing unauthorized use of the check-signer. 

The Board of Education authorizes the payment in advance of audit of claims for all payroll, 
workers’ compensation, public utility services, postage, freight and express charges, in 
accordance with law. 

Cross-ref: 6010 Fiscal Controls 
6100 Annual Budget 
6675 Extra Classroom Activity Funds 
6700 Purchasing 

Ref: Education Law §§1720; 1724 
8 NYCRR 172 

Adoption Date: February 10, 1998 
Revised Date:  November 28, 2018
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The Board of Education acknowledges that online banking services offer convenience and 
facilitate management of the School District’s finances provided that good accounting practices 
are adhered to and internal controls observed.  The Board of Education requires a clear, complete 
and detailed accounting of all financial transactions for which the Board of Education is held 
accountable.  The transfer of funds via online banking services between various accounts and the 
transfer of funds from School District accounts to non-School District accounts, and vice versa, 
for various purposes, are financial transactions to be properly monitored and controlled. 

The following are online banking activities the School District engages in: 

1. viewing bank account information;
2. transfers between School District accounts;
3. transfer of School District funds into investments in accordance with the School

District’s Investment Policy;
4. verifying cash disbursements to the banking institution;
5. initiate payroll ACH file;
6. receipt of revenues from various sources; and
7. wire transfers.

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

Transfers between School District accounts may be initiated and approved by the same person. 
All other transactions initiated through online banking services require secondary approval, and 
may not be initiated and approved by the same individual.  The School District Treasurer and the 
Deputy School District Treasurer shall each respectively have the authority to initiate and process 
transactions made using online banking services.  The Assistant Superintendent for Business & 
Operations shall develop a procedure for secondary and tertiary approvals, where appropriate, 
in connection with the School District’s use of online banking services. A separate user name and 
password for processing online banking transactions shall be established for all individuals who 
have the authority to initiate, process or approval online banking transactions. 

Each bank transfer will be recorded in monthly receipts and disbursements, showing the amount 
of monies and the purpose of the transferring of funds.  The School District Treasurer and Deputy 
School District Treasurer will be responsible for the reviewing, reconciling and recording of 
online banking transactions.  The External Auditor will periodically confirm that wire transfers 
have appropriate signatures, verification and authorization of proper personnel.  

Adoption Date:  November 28, 2018
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The operations and programs of the School District are financed through various forms of 
taxation.  Therefore, the Board of Education insists on clear, complete, and detailed accounting of 
all financial transactions for which the Board of Education is held accountable. 

Accounting and Reporting Systems 

The system of accounts will conform to the Uniform System of Accounts for School Districts, as 
defined by the State Comptroller’s Office and generally accepted governmental accounting 
standards.  The accounting system will yield information necessary for the Board of Education to 
make intelligent policy decisions and perform its oversight function.  The Board of Education 
directs the Superintendent of Schools or his/her designee to keep it informed of the financial 
status of the School District through written monthly and annual reports and to keep informed 
of changes in state and/or Government Accounting Standards Board (GASB) accounting 
requirements and implement changes, as appropriate.. The Superintendent of Schools should 
highlight in a separate memorandum to the Board of Education any deviation in actual fiscal 
conditions from planned fiscal conditions and offer recommendations to the Board of Education 
to remedy the situation.  The Board of Education expects that the Assistant Superintendent for 
Business & Operations and/or external auditor will communicate new standards and/or 
requirements to the Board of Education, as necessary, so that the Board of Education can carry 
out its responsibilities.  

The Assistant Superintendent for Business & Operations will prepare and submit, through the 
Superintendent of Schools, to the Board of Education and the Commissioner of Education, such 
reports as are prescribed by law.  These shall be filed with appropriate governmental bodies as 
required under law or regulation.  The School District will cooperate with governmental agencies 
and research organizations as required by law for data concerning the fiscal operations of the 
School District. 

Proposed expenditures will be budgeted under and the actual expenditures will be charged to 
categories that most accurately describe the purpose for which monies are to be spent. 

The Board of Education directs the School District Treasurer to keep it informed of the financial 
status of the School District through monthly cash reconciliation and budget status reports and 
annual fiscal reports and will include periodic projections of the end of year fund balance.  The 
Assistant Superintendent for Business & Operations shall highlight any deviation in actual fiscal 
conditions from planned fiscal conditions and offer recommendations to the Board of Education 
to remedy the situation as necessary. The Assistant Superintendent for Business & Operations, 
the Accounting Manager and/or the Treasurer will prepare and submit, through the 
Superintendent of Schools, to the Board of Education and the Commissioner of Education, such 
reports as are prescribed by law.  These shall be filed with appropriate governmental bodies as 
required under law or regulation.  The School District will cooperate with governmental agencies 
and research organizations as required by law for data concerning the fiscal operations of the 
School District. 
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The School District shall be audited annually by an independent certified public accountant or a 
public accountant. The auditor's report shall be adopted by resolution. Copies shall be filed with 
the Commissioner of Education. The Treasurer shall give public notice of the reports.  

The financial accounts of the School District shall also be subject to a field examination and audit 
at two or three year intervals by an auditor from the State Comptroller’s Office. 

The Superintendent of Schools is hereby directed to respond to all audit findings and 
recommendations.  Such response is to include a statement of the corrective actions taken or 
proposed to be taken, or if action is not taken or proposed, an explanation of reasons, as well as 
a statement on the status of corrective actions taken on findings or recommendations contained 
in any previous report of examination or external audit, or any management letter for which a 
response was required. 

The Superintendent of Schools shall also ensure that the provisions contained in the General 
Municipal Law in regard to audit reports are followed. 

The District Treasurer shall maintain a ledger in which he/she shall record all receipts, noting the 
date funds are received, the name of the person from whom they are received, the purpose of the 
funds and the amount.  Each payment shall be recorded by date, check number, payee and the 
amount of the check. The ledger shall be balanced each month by adding the receipts for the 
month, including the beginning balance and subtracting the expenditures for the month.  The 
Treasurer shall reconcile the financial statements from the designated district bank(s) with the 
ledger. Whenever money is turned over to the Treasurer, he/she shall issue a receipt.  The 
receipts shall be numbered.  The original shall be given to the person turning over the 
money.  The copy shall remain with the Treasurer. 

Cross-ref: 1120 School District Records 
6010 Fiscal Controls 
6020 Fund Balance and Reserve Funds 
6100 Annual Budget  

Ref: Education Law §§ 1721; 2117; 
General Municipal Law §33; 
8 NYCRR §170.2 

Adoption date: February 10, 1998 
Revision date: September 21, 1999 

Revised Date:  November 28, 2018
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The Board of Education will designate and appoint a claims auditor for the district. In addition, 
the Board of Education may adopt a resolution establishing the office of Deputy Claims Auditor 
who shall act as the Claims Auditor in the absence of the Claims Auditor. The claims auditor shall 
serve at the pleasure of the Board. The Claims Auditor shall be bonded and shall report directly 
to the Board. 

The Claims Auditor may be an outside entity or firm. The Board of Education may delegate the 
auditing of claims to an individual through the use of a District employee who is not prohibited 
from serving as the Claims Auditor as more fully set forth herein; an inter-municipal cooperative 
agreement; shared services permitted under Education Law §1950; or independent contractors, 
provided that the individual or entity serving as independent contractor meets generally 
accepted auditing standards for independence between the auditor and the School District; i.e., 
an individual or entity shall be deemed independent if the individual or entity does not: have any 
other responsibilities related to the business operations of the School District; an interest in any 
other contracts with, and does not provide any goods or services to the School District; and a 
close or immediate family member who is responsible for business operations of the School 
District or has an interest in any other contracts with the School District. 

The Claims Auditor may not be a member of the Board of Education; the clerk or treasurer of the 
Board of Education; the Superintendent of Schools or other official of the district responsible for 
business management; the person designated as purchasing agent; and/or clerical or professional 
personnel directly involved in accounting and purchasing functions of the district; the individual 
or entity responsible for the internal audit function; the independent auditor charged with the 
annual external audit of the School District's financial statements and/or a close or immediate 
family member of an employee, officer or contractor providing services to the School District.  For 
purposes of this policy, a close family member shall be defined as a parent, sibling or 
nondependent child, and an immediate family member shall be defined as a spouse, spouse 
equivalent, or dependent (whether or not related). Residency in the School District is not an 
eligibility requirement of the claims auditor. 

The Claims Auditor shall have the necessary knowledge and skills to effectively audit claims. The 
Claims Auditor shall have experience with school district operations including purchasing, 
bidding and claims. The Claims Auditor shall also be bonded in accordance with Public Officers 
Law. 

The Claims Auditor is responsible for formally examining, allowing or rejecting all accounts, 
charges, claims or demands against the School District except for compensation for services of 
an officer or employee and debt service. The auditing process should determine: 

1.that the proposed payment is for a valid and legal purpose;
2.that the obligation was incurred by an authorized district official;
3.that the items for which payment is claimed were in fact received or, in the case of
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services, that they were actually rendered; 
4.that the obligation does not exceed the available appropriation; and
5.that the submitted voucher is in proper form, mathematically correct, does not
include previously paid charges, and is in agreement with the purchase order or
contract upon which it is based.

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

Although the Claims Auditor is not required to monitor the School District’s business and 
accounting practices, in the event that the Claims Auditor observes any business or accounting 
practices which are, in the Claims Auditor’s opinion, questionable or in need of improvement, 
the Claims Auditor shall promptly report such observations to the Board of Education. 

The Claims Auditor shall report to the Board of Education on the results of the audits of claims 
and shall report, as directed by the Board of Education, to the clerk of the School District or Board 
of Education or the Superintendent of Schools, for administrative issues such as work space, time, 
and attendance.  In addition, the Claims Auditor shall provide periodic written reports as may 
be requested by the Board of Education. 

Cross-ref: 6010 et seq. as appropriate 

Ref: Education Law §§ 1709(20-a); 1724 
8 NYCRR §170.12(c) 

Adoption Date:  February 10, 1998 
Revised Date:  November 28, 2018
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As required by law, the School District shall obtain an annual audit of its records by an 
independent certified public accountant or an independent public accountant. The report of such 
annual audit shall be presented to the Board of Education by such accountant in sufficient time 
for the Board of Education to accept it by resolution prior to the statutory deadline.  The 
accountant shall also provide each Board of Education member with a true and complete copy of 
the audit report. The Board of Education shall adopt a resolution accepting the audit report and 
a copy of the audit report and the resolution accepting the report shall be furnished to and filed 
with the Commissioner of Education on or before October 15th following the end of the fiscal 
year for which the audit was performed. 

The annual audit shall be of all funds, the School District’s financial records and the student 
activity fund, and be in a form as prescribed by the Commissioner of Education, GASB and in 
accordance with generally acceptable accounting principles.  

The School District shall, within ninety (90) days of the receipt of such report or letter, prepare a 
corrective action plan in response to any findings contained in the annual external audit report 
or management letter, a final audit report issued by the School District's internal auditor, any 
final audit report issued by the state comptroller, a final audit report issued by the State Education 
Department, a final audit report issued by the United States or any office, agency or department 
thereof, or a final report issued by other audit organizations. This corrective action plan shall be 
presented to the Board of Education for review and approval. The school district shall file its 
corrective plan with the State Education Department. To the extent practicable, implementation 
of such corrective action plan shall begin no later than the end of the next fiscal year. 

The School District shall use a competitive request for proposals (RFP) process when contracting 
for such annual audit. In addition, pursuant to law, no audit engagement shall be for a term 
longer than five (5) consecutive years; provided, however, that the School District, in its 
discretion, may permit an independent certified public accountant or an independent public 
accountant engaged under an existing contract for such services to submit a proposal in response 
to an RFP or to be awarded a contract or provide such services under a RFP process. 

The selection of the audit firm shall be based primarily on, but not be limited to, the following 
criteria: 

1. The professional reputation and competence of the audit firm;
2. The availability of partners and other senior staff members for advice and consultation

on School District operational matters;
3. Knowledge of the education field; and
4. The reasonableness of the fee charged, although cost factors shall not be the dominant

factor in the selection of audit firms.
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The Board of Education shall formally appoint the certified public accounting firm to perform the 
independent/external audit at its annual reorganization meeting.   

Cross-ref: 6010 et seq. as appropriate Ref: 

Education Law §2116-a(3) and (b) 

Adoption Date: February 10, 1998 

Revised Date:  November 28, 2018
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All extra-curricular and co-curricular activities, student organizations and 
intramural/interscholastic activities in the School District are considered extra-classroom 
activities and any and all moneys received by said activity are considered extra-classroom 
activity funds. Each extra classroom activity fund shall be under the supervision of a central 
treasurer who shall be appointed annually by the Board of Education, and shall be bonded. 
Under no circumstances shall a student or staff member receive or pay any funds associated 
with the activity through any means other than the extra-classroom activity fund.  

Extra classroom activity funds are those collected voluntarily by pupils and expended by them 
as they see fit provided that all transactions and procedures are in accordance with the rules 
and regulations established for the conduct, operation, and maintenance of the extra classroom 
activity and for the safeguarding, accounting and auditing of all monies received and derived 
therefrom.  In accordance with General Municipal Law, extra classroom activity funds that are 
not required for immediate expenditure shall be invested.  

Extra classroom activity funds and procedures, rules and regulations will be consistent with the 
regulations of the Commissioner of Education.  The Superintendent of Schools and Assistant 
Superintendent for Business & Operations shall be charged with developing regulations 
regarding Extra Classroom Activity Funds that will include: 

a) The method to be followed in establishing a club or organization.
b) The records of receipts and expenditures to be maintained and the reports to be

made at least quarterly to the Board of Education.
c) The authority to expend monies that shall be distinct and separate from the

custody of those monies and determine that clubs do not overspend their
available resources.

d) The independent and impartial audit of the School District records.
e) The method of disposing of funds of defunct organizations.
f) The process for the Superintendent of Schools or his/her designee to formally

approve/disapprove activity fundraisers.
g) Adequate controls over the receipt of monies through use of pre-numbered

admissions tickets and pre-numbered receipt forms, together with reconciliation
of receipts.

Cross-ref: 6700 Purchasing 

Ref: 8 NYCRR 172 

Adoption Date:  November 28, 2018
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The Board of Education recognizes the importance of the payroll function to the effective 
administration of the School District.  The Board of Education is also aware that this is an area at 
risk of fraud and abuse.   

A duly certified payroll is one that has been examined and approved by the Superintendent of 
Schools, or his/her designee and the Assistant Superintendent for Business & Operations.  It shall 
be the responsibility of the Assistant Superintendent for Business & Operations and his/her staff 
to prepare all payrolls authorized for payment by the Superintendent of Schools. Upon such 
authorization, voucher order checks and/or direct deposit authorizations, signed or authorized 
by the School District’s Treasurer and payable to the order of the persons entitled to receive such 
moneys, shall be issued. 

Each building principal or budget supervisor must certify their building/department claim form 
bi-weekly. No payment should be made to any employee prior to services being rendered. No 
person may be added to the payroll prior to approval by the Board of Education. The signed 
certification must be returned to the business office. The Assistant Superintendent for Business & 
Operations and his/her staff will then prepare all payrolls. 

A periodic test will be conducted to verify accuracy and appropriateness of district payrolls. 
Payroll procedures will also be reviewed periodically by the individual or firm performing the 
Internal Audit Function.  The Internal Auditor will report findings and recommendations to the 
Board of Education.  It is the intention of the Board of Education to take reasonable and necessary 
steps to safeguard the School District’s payroll. 

Cross-ref: 6810 Fiscal Controls 
6600 Fiscal Accounting and Reporting 
6680 Internal Audit Function 

Ref: Education Law §§1720; 2116-a 

Adoption Date: July 6, 2017 Revised 

Date:  November 28, 2018
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Members of the Board of Education, school officials and staff members shall be reimbursed for 
reasonable out-of-pocket expenses incurred while traveling for school related activities.  Only 
necessary expenditures will be reimbursed.  Tax exemption letters shall be issued and utilized only 
for official school related business. 

The Board of Education shall determine, by duly adopted resolution, whether the attendance of 
members of the Board of Education at any conference or professional meeting is in the best interest 
of the School District and whether they are eligible for reimbursement of expenses under this policy. 
The Superintendent of Schools, or his/her designee, shall determine whether attendance by School 
District staff at any conference or professional meeting is in the best interest of the School District 
and whether such staff members are eligible for reimbursement of expenses under this policy within 
budgetary allocations. 

To obtain reimbursement prior to expending School District funds, the claimant must: 

• Submit a conference request form and a requisition with the approved conference
request form; and

• obtain a purchase order number.

Once a request is approved, and after travel has occurred, the claimant must: 

• complete and sign a claim for reimbursement and submit same to the Business
Office;

• attach all receipts or other expense documentation, together with a copy of the
approved conference request form from the School District’s online approval
system; and

• provide a completed conference attendance certificate, and submit the same to the
Business Office.

Reimbursement shall only be made after such claim has been audited and cleared for payment. 

Day Travel 

When an employee engages in travel which does not result in overnight travel, only transportation 
and registration costs are eligible for reimbursement.  If travel extends beyond the regular business 
day, the School District will reimburse the employee for meals. 

Overnight Travel 

Persons traveling on School District-related business are expected to secure the most reasonable 
rate for necessary hotel accommodations. The School District will reimburse for actual lodging 
fees up to the maximum lodging fee set by the federal government for that location. GSA rates 
can be found at http://www.gsa.gov/portal/content/104877. 
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Payment for overnight lodging is permitted for overnight travel which is necessary for the 
performance of School District business. When the lodging rate is pre-determined by the 
organization sponsoring the event, lodging costs shall be reimbursed at a rate not in excess of the 
rate charged by the convention/event hotel, notwithstanding what the federal travel 
reimbursement rate is.  When a Board of Education member or a school official or staff member 
engages in overnight travel, that individual may also be reimbursed for meals, registration costs, 
and miscellaneous other expenses, as defined below, but not for personal expenses. 

Hotel accommodations that exceed the GSA rate or the rate charged by the convention/event 
hotel rate will be reimbursed only if approved by the Board President (for members of the Board 
of Education and the Superintendent of Schools) and the Superintendent of Schools (for all others) 
prior to the stay. Notwithstanding the foregoing, when the purpose of staff travel is to chaperone 
or accompany students to a school-sponsored or school-related event, the lodging rate of the hotel 
at which the student is staying will determine the lodging rate for the employee to be paid by the 
School District. 

Method of Transportation 

Travel shall be by the most economical and practical means  as determined by the School District, 
whether by private automobile, school vehicle, rental vehicle or common carrier such as bus, 
train, or airplane. Additional factors, including the number of people traveling, luggage and 
materials to be transported, meeting schedules, Board of Education member or school officer or staff 
member health and safety, the cost of the school officer’s or staff member’s time, and the impact on 
the Board of Education member’s or school official’s or staff member’s ability to efficiently conduct 
School District-related business upon arrival, should also be considered when deciding on the most 
appropriate means of transportation. 

Personal Vehicle 

In certain instances, it may be appropriate for school officials or employees to use their personal 
vehicles for School District-approved travel. Employees may be reimbursed for personal vehicle use 
at the prevailing IRS rate per mile. Toll and parking are also eligible for reimbursement.  Repairs, 
maintenance and vehicle fluids (including, but not limited to, fuel and oil) are not reimbursable. 
Reimbursement for travel to/from conferences held within the boundaries of the School District will 
not be permitted. 

Rental Vehicle 

Although the use of rental vehicles may be necessary when travel is required out of the area for 
school-related purposes, rental vehicles are generally not permitted for local travel.  In lieu of 
mileage, vehicle rental charges and fuel costs for travel out of the area incurred by Board of 
Education members or school officials or staff members may be submitted for reimbursement, 
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provided such expense is approved in advance, is necessary for conference attendance and is 
reasonable in cost. 

Airline and Railroad Travel (Long Distance or Overnight Travel) 

Transportation by airline or railroad may be reimbursed for or paid for by the School District only 
in connection with long distance or overnight travel for a school-related purpose, meeting the 
conditions applicable to overnight lodging.  The School District shall carefully consider alternatives 
to overnight travel prior to authorization.   

Other transportation costs such as taxi cabs are allowable only for essential transportation. 

Meals 

Reimbursement for meal charges, excluding gratuities, may be had for meals when traveling, subject 
to the limits defined below.   

Overnight conferences: For overnight conferences, travelers will be provided with a $50.00 per 
diem flat rate allowance for meals. No receipts will be required for this reimbursement.  

Example: For a conference held on two days with one overnight stay, the traveler will be 
provide with a $50.00 reimbursement (1 day x $50 per day) 

Daily conferences: Reimbursement will not be made for meals in connection with attendance at 
one day conferences, except with the prior written approval of the Superintendent of Schools. 
Reimbursable Expenses 

Conventions, Seminars, Conferences 

Registration, workshop and other fees as itemized in the conference literature, will be reimbursed at 
actual cost, if not prepaid by the School District. Cost for non-essential activities unrelated to official 
business are considered personal expenses and will not be paid or reimbursed by the School District. 

Miscellaneous Other Services 

A Board of Education member or school officer or staff member, when traveling for School District 
business or under other circumstances, may be required to use fax, express mail, photocopying, 
postage, modem connection or other incidental offices services. These expenses are reimbursable if 
for official School District purposes only. The Board of Education member, school officer or staff 
member must document the date, time and purpose and provide receipts.  
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Non-Reimbursable Expenses 

Tipping and Gratuities 

The School District shall not reimburse for tips and gratuities. 
Parking and Traffic Violations 

Any fines and/or penalties associated with a motor vehicle violation which were incurred during 
School District-approved travel are not reimbursable. 

Personal Expenses 

The School District does not reimburse persons traveling on School District-related business for 
personal expenses including, but not limited to, pay television, laundry, hotel health club 
facilities, alcoholic beverages, theater and show tickets, and telephone calls and transportation 
costs unrelated to School District business. 

Cross Ref: 

Ref: Education Law §§1709(30); 1804; 2118; 3023; 3028 
General Municipal Law §77-b 

Adoption date: December 14, 2017 
Revised Date:  November 28, 2018
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