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Bylaws 1 of 2 

SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND 
PARLIAMENTARY PROCEDURE) 

All Board meetings will be open to the public except those portions that are executive sessions. 
The Board will make reasonable efforts to ensure that all meetings are held in an appropriate facility 
that can adequately accommodate all members of the public who wish to attend. The Superintendent 
will attend all Board meetings. Members of the Superintendent's staff may attend Board meetings at the 
Superintendent's discretion. The Board may also request that additional people attend. 

Regular Board meetings will take place on the day and time designated by the Board at the Annual 
Organizational Meeting, except as modified. Any Board meeting may be adjourned to a future date and 
time if approved by a majority of the Board present. Further, if a meeting date falls on a legal holiday, 
interferes with other area meetings, or Board member attendance will be less than a quorum, the Board 
will select a date for a postponed meeting at the prior regular meeting, and it will direct the District 
Clerk to notify all members. The District Clerk will provide the Board members written notice of the 
time of and agenda for each regular meeting before the meeting. 

When the Board schedules a meeting on at least one week's notice, it will give or electronically 
transmit public notice of the time and place to the news media and conspicuously post the notice in one 
or more designated public locations at least 72 hours before the meeting. Notice of other meetings will 
be given or electronically transmitted, to the extent practicable, to the news media and conspicuously 
posted at one or more designated public locations at a reasonable time before the meeting. When the 
District Board has the ability to do so, it will conspicuously post the meeting notices on it’s the 
District’s website. 

If videoconferencing or online technology is used to conduct a meeting, the public notice for 
the meeting will inform the public, identify all the locations for the meeting, and state that the 
public has the right to attend at any of the locations. If a meeting is streamed live over the internet, 
the public notice will inform the public of the website's internet address. Voting may be done 
through videoconferencing, provided that members can be both seen and heard voting and 
participating from remote locations. 

The Superintendent will prepare the meeting agenda during the week before the meeting and 
review it with the Board President. The agenda will then be distributed to Board members no later than 
the Friday before the regular meeting. The President or other Board members will submit requests to 
place matters on the agenda to the Superintendent. Whenever individuals or groups wish to bring a 
matter to the attention of the Board, they will submit a written request to the Superintendent. 

District records available to the public under the Freedom of Information Law, as well as any 
proposed resolution, rule, regulation, policy, or amendment scheduled to be discussed at a Board 
meeting will be made available upon request, to the extent practicable at least 24 hours before the 
meeting. Copies of these records may be made available for a reasonable fee. These records will be 
posted on the District's website to the extent practicable at least 24 hours before the meeting. 

Recording Meetings 
The Board allows public meetings to be photographed, broadcast, webcast, or otherwise recorded 

and/or transmitted by means of audio or video, in a non-disruptive manner, and it supports the use of 
this technology to facilitate the open communication of public business. 
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SUBJECT: REGULAR BOARD MEETINGS AND RULES (QUORUM AND 
PARLIAMENTARY PROCEDURE)   

 
Quorum 

The quorum for any Board meeting is four members. No formal action will be taken at any 
meeting where a quorum is not present. Unless otherwise required by law, official action will only 
be taken by approval of the majority of the full Board. 
 
Use of Parliamentary Procedure 

The Board will use pertinent portions of the latest edition of Robert's Rules of Order to 
conduct its business. 
 
Public Comment 

The Board encourages courteous and respectful public comment at Board meetings. All 
speakers must conduct themselves in a civil manner. Obscene language, harassing language, 
defamatory statements, and threats of violence are prohibited. All participants are required to 
comply with the District Code of Conduct. 
 

The Board will designate a specific portion of its meeting agenda for public comment for a 
period of up to 30 minutes. on agenda items only.  The public is not permitted to discuss topics 
unrelated to the District, matters unrelated to the agenda, and/or matters involving specific 
individuals. Each speaker will be allowed up to three minutes. The Board may request, but will 
not require, speakers identify themselves. The Board is not required to allow speakers to cede their 
remaining time to other speakers. Written comments may be directed to the Board. 
 

If there are a large number of individuals who want to address the Board, the Board President 
may limit the number of repetitive comments being made so that the time limit on public comment 
is not exceeded. 
 

If individuals engage in disruptive or unruly behavior during the meeting, the Board 
President will remind the audience of this policy and the requirement to conduct themselves in a 
civil manner and comply with the District Code of Conduct. The Board President may call for the 
removal of disruptive or unruly individuals from the meeting. When appropriate, law enforcement 
may be called to remove disruptive or unruly individuals. In some instances, individuals engaging 
in disruptive or unruly behavior may be subject to criminal sanctions. 
 

These rules apply to residents and nonresidents equally. 
 

Education Law §§ 1708, 2504, and 2801 
General Construction Law § 41 

Penal Law § 240.20 
Public Officers Law Article 7 

8 NYCRR § 100.2 
 
NOTE: Refer also to Policies #1520 - Special Meetings of the Board 

 #1540 - Executive Sessions 
 #6211 - Employment of Relatives of Board Members 

 
Adoption Date:  12/13/202110/23/2023 
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Non-Instructional/Business Operations 

SUBJECT: INSURANCE 
 

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

 
The Board shall carry insurance to protect the District's real and personal property against loss or 

damage. This property shall include school buildings, the contents of such buildings, school grounds 
and automobiles. 

 
The Board may also purchase liability insurance to pay damages assessed against  Board members 

and District employees acting in the discharge of their respective duties, within the scope of their 
employment and under the direction of the Board. 

 
All insurance policies shall be kept in a fireproof depository along with an inventory of the contents 

of the building. The Superintendent may review the District's insurance program annually  and make 
recommendations to the Board if more suitable coverage is required. 

 

Education Law Sections 1709(8), 1709(26), 1709(34-b), 2503(10), 2503(10-a), 2503(1 O-b), 3023, 3028 and 3811 General 

Municipal Law Sections 6-n and 52 Public Officers Law Section 18 

 

 

 

 

 

Adoption Date: 06/18/201910/23/2023
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SUBJECT: INVENTORIES AND ACCOUNTING OF FIXED ASSETS 

The Superintendent or his/her designee will maintain a continuous and accurate inventory of fixed 
assets owned by the District in accordance with applicable rules, standards, procedures, and best 
practices. Fixed assets are, generally, long-term, tangible resources intended to be continuously held or 
used, and may include land, buildings, improvements, machinery, and equipment. 

 

All fixed assets purchased and received by the District will be checked, logged, and stored through 
an established procedure. 

 

The Assistant Superintendent for Administrative Services will account for assets on an annual 
basis according to applicable rules, standards, procedures, and best practices. These accounts will serve 
to: 

a) Maintain an inventory of assets; 

b) Establish accountability; 

c) Determine replacement costs; and 

d) Determine and provide appropriate insurance coverage. 

The Board will establish a dollar threshold as a basis for considering which fixed assets are to be 
depreciated. This threshold will ensure that at least 80% of the value of these assets is reported. The 
threshold will not be greater than $5,000. Standard methods and averaging conventions will be used in 
assessing, capitalizing, and depreciating fixed assets. 

 

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

a) Date of acquisition; 

b) Description; 

c) Serial or other identification number; 

d) Any funding source and percentage contributed by the source; 

e) Vendor/manufacturer; 

f) Cost or value; 

g) Location and use; 
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SUBJECT: INVENTORIES AND ACCOUNTING OF FIXED ASSETS 

h) Asset type; 

i) Condition and estimated useful life; 

j) Replacement cost; 

k) Current value; 

l) Salvage value; 

m) Sale price and date and method of disposition; and 

n) Responsible official. 

All fixed assets will be identifiable. Any discrepancies between an inventory and the District's 
property records should be traced, explained, and documented. 

Management of Assets Acquired Under a Federal Government Grant or Subgrant 

Inventories will be maintained for assets acquired with funds obtained through federal grant 
programs. A separate inventory will be maintained for each program. Each inventory will record assets 
in the same manner as the District's fixed asset inventory. Assets will be labeled to specify the source of 
funds used to purchase the item. All Title I assets will include "Title I" on the label. These inventories 
will track assets for at least five years from the date of receipt. 

 

When original or replacement assets acquired under a federal grant or subgrant are no longer 
needed for the original project or for other activities currently or previously supported by a federal 
agency, the District will dispose of the assets as follows: 

 

a) Assets with a current per-unit fair market value of less than $5,000 may be retained, sold, or 
otherwise disposed of with no further obligation to the awarding agency. 

 

b) Assets with a current per-unit fair market value of greater than $5,000 may be retained or 
sold and the awarding agency will have a right to an amount calculated by multiplying the 
current market value or proceeds from sale by the awarding agency's share of the assets. 

 

c) No federal approval is necessary to dispose of an asset costing over $5,000 but approval from 
the New York State Education Department (SED) is necessary. Once SED has determined 
that it has no other need for the use of the asset, the District may proceed with selling it. 

 
 
 
       Continued
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SUBJECT: INVENTORIES AND ACCOUNTING OF FIXED ASSETS 

The District will comply with the U.S. Department of Education regulations governing the use, 
management, and disposition of all equipment acquired through a federal government grant. 

Equipment Purchased with Extraclassroom Funds 

Title to all equipment acquired with extraclassroom activity funds will reside with the District and 
be carried as an insurable asset on its list of insurable values. This equipment will be tagged as District 
property but is available for exclusive use by the extraclassroom activity club acquiring it. 

 

 
34 CFR Parts 74-99, 200 

SED Finance Pamphlet, 
The Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds, 2015 

Uniform System of Accounts for School Districts (Fiscal Section) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Adoption Date: 05/22/202310/23/2023
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE 

 

Operation and Maintenance 

The Board, through the Superintendent and his/her their staff, has the responsibility of protecting 

the District’s facilities through a systematic maintenance program. The program shall include periodic 

preventive maintenance activities, long-range maintenance schedules, and emergency repair procedures. 

The District will make reasonable attempts to ensure that all maintenance work will be carried out in the 

least intrusive manner. 

 

Construction and Remodeling of School Facilities 

The District will ensure all capital projects and maintenance comply with the requirements of 

the New York State Uniform Fire Prevention and Building Code, the Manual of Planning Standards, 

and the Commissioner's regulations. Relevant documentation regarding all new buildings must be 

formally submitted to the State Education Department no matter the size or cost. The New York State 

Education Department Office of Facilities Planning has provided an Instruction Guide on their official 

website. 

 

Plans and specifications for the erection, enlargement, repair, or remodeling of facilities of the 

District shall be submitted to the Commissioner consistent with applicable law. 

 

Plans and specifications submitted to the Commissioner shall bear the signature and seal of an 

architect or engineer licensed to practice in the State of New York. The architect or engineer who sealed 

the plans and specifications shall also certify that the plans and specifications conform to the standards 

set forth in the State Uniform Fire Prevention and Building Code and the State Energy Conservation 

Construction Code. 

 

For remodeling or construction projects, the District will ensure compliance with the 

requirements of the State Uniform Fire Prevention and Building Code and Commissioner's  regulations. 

The District will also retain the services of an architect or engineer licensed to practice in New York 

State as required by law or regulation, or as necessary given the scope and cost of the project. 

 

Carbon Monoxide Detection Requirements 

All new and existing District buildings that have appliances, devices, or systems that may emit 

carbon monoxide, and all attached garages, must have a means to detect carbon monoxide. Buildings 

include school buildings, administrative buildings, bus maintenance facilities, concession stands, and 

field houses. Carbon monoxide may be produced by fuel-fired heating systems (boilers, HVAC units, 

and makeup air units), emergency or standby electric generation within a building, fuel-fired kitchen 

equipment (ranges, ovens, steamers, dishwashers, and makeup air units serving hoods), fuel-fired 

domestic hot water heaters, laboratory/shop equipment (gas outlets, torches, gas-fired kilns, and 

stationary or portable engines), maintenance and storage areas with fuel-fired equipment, and in garages. 
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SUBJECT: FACILITIES: INSPECTION, OPERATION AND MAINTENANCE 
 

 

The District may use a self-contained carbon monoxide alarm, a carbon monoxide detection 

system, or both. The District will comply with all laws and regulations regarding alarms/detectors, 

including where they must be located, their power sources, and labeling requirements. The District 

should develop written standard operating procedures to follow when a carbon monoxide detector is 

activated. 

 

Inspections 

The District is mindful of the health and safety of its students, staff, and visitors and, as such, 

the District administration will cooperate with appropriate officials conducting health, fire, asbestos, 

bus, and boiler inspections. In addition, the administration shall keep the Board of Education informed 

of the results of such inspections in a timely fashion. 

 

In accordance with the Asbestos Hazard Emergency Response Act (AHERA), the 

District will inform all employees and building occupants (or their legal guardians) at least once each 

school year about all asbestos inspections, response actions, post-response action activities, as well as 

triennial re-inspection activities and surveillance activities that are either planned or in progress. The 

District will provide yearly notification to parent, teacher, and employee organizations on the 

availability of the District's asbestos management plan and any asbestos-related actions taken or planned 

in the school. 

 

Comprehensive Public School Building Safety Program (RESCUE) 

To ensure that all District facilities are properly maintained and preserved and provide suitable 

educational settings, the Board requires that all occupied school facilities which are owned, operated 

or leased by the District comply with the provisions of the Comprehensive Public School Building 

Safety Program, the Uniform Code of Public School Building Inspections, and the Safety Rating and 

Monitoring as prescribed in Commissioner's regulations. For this reason, the District shall develop a 

Comprehensive Public School Building Safety Program in accordance with Commissioner's 

regulations. 

 

The program shall be reevaluated and made current at least annually, and shall include, at a 

minimum, the following: 

a) A five (5) year capital facilities plan which will include an appraisal of the following: the 

educational philosophy of the District, with resulting administrative organization and program 

requirements; present and projected student enrollments; space use and State-rated student 

capacity of existing facilities; the allocation of instructional space to meet the current and 

future education program and service needs, and to serve students with disabilities in settings 

with nondisabled peers; priority of need of maintenance, repair or modernization of existing 

facilities, including consideration of the obsolescence and retirement of certain facilities; and 

the provision of additional facilities. 

Continued 
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SUBJECT: HAZARDOUS WASTE AND HANDLING OF TOXIC SUBSTANCES BY 

EMPLOYEES 

 

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

 

The management of hazardous waste from its point of generation to the ultimate disposal is 

regulated through specific Federal and State laws. 

 

The Board directs the Superintendent to adopt rules to ensure District implementation of 

applicable Federal and State laws pertaining to the identification, transportation, treatment, storage, 

and disposal of hazardous wastes. 

 

Hazard Communication Standard 

 

All personnel shall be provided with applicable training to comply with the New York State 

"Right-to-Know" Law and the Hazard Communication Standard. Both the "Right to Know" poster and 

the "Labor Law Information Relating to Public Employees" poster must be posted in common areas 

informing workers of relevant work hazards and associated rights. 

 

The Superintendent/designee shall maintain a current record of the name, address and social 

security number of every employee who handles or uses toxic substances and which substance(s) were 

handled or used by the employee. 

 

Rules and regulations will be developed to ensure District implementation of this policy which 

shall include awareness information, employee training and record keeping. 

 
Environmental Protection Agency, 40 Code of Federal 

Regulations (CFR) Parts 261 and 262 

Occupational Safety and Health Administration (OSHA), 29 Code of 
Federal Regulations (CFR) Section 1910.1200 

Labor Law Sections 875-883 

Public Health Law Sections 4800-4808 

6 New York Code of Rules and Regulations (NYCRR) Part 371 

9 New York Code of Rules and Regulations (NYCRR) Part 1174 

 

 

 

Adoption Date: 06/18/201910/23/2023
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE 

The Board is committed to maintaining the integrity of school buildings and grounds while 
protecting the health and safety of students and staff and maintaining a productive learning environment. 

 

Structural and landscape pests can pose significant problems for people and property. Weeds and 
infestations can destroy playing fields and playgrounds and more importantly, cause severe allergic 
reactions. Pesticides can pose risks to people, property, and the environment. It is therefore the policy 
of the District to incorporate Integrated Pest Management (IPM) procedures for control of weeds, 
structural and landscape pests. The objective of this program is to provide necessary pest control while 
using the least toxic approach to all pests, weeds and infestations. 

Pest/Pesticide Management Plan 

The District will manage weeds and pests to: 

a) Reduce any potential human health hazard or threat to public safety. 

b) Prevent loss or damage to school structures or property. 

c) Prevent pests from spreading into the community, or to plant and animal populations 
beyond the site. 

d) Enhance the quality of life for students, staff, and others. 

Integrated Pest Management (IPM) Coordinator 

An IPM Coordinator will be appointed by the Superintendent. The Coordinator will be responsible 
for implementing the IPM policy and plan. The coordinator's responsibilities will include the following: 

a) Recording all pest sightings by school staff and students. 

b) Recording all pesticide use and utilizing the least toxic approach. 
 

c) Meeting with a local pest control expert, such as a pesticide contractor to share information 
on what pest problems are present in the school. 

 

d) Assuring that all of the expert's recommendations on maintenance and sanitation are carried 
out where feasible. 

 

e) Assuring that pesticide use is done when school is not in session or when the area can be 
completely secured against access by school staff and students for a standard seventy-two 
(72) hours, or as required by the pesticide being used. 

f) Evaluating the school's progress in the IPM plan. 

      Continued 
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE 
 

g) Notifying parents, staff and neighbors of any applications of pesticides forty-eight (48) hours 
before they occur. The IPM Coordinator will serve as the District's Pesticide Representative. 

Pesticide Use on Common Areas 

Pesticides will not be used on playgrounds, turf, athletic or playing fields, in effect, all lawn areas 
of the school. In these common areas where children gather and play, pesticide alternatives will be used 
whenever possible and effective. The prohibition does not apply to indoor use or the application to 
building structures. 

 

An exception may be made for emergency applications of pesticide only when approved in 
advance by the Board. The Board may consult with the local Health Department on public health related 
emergency determinations. They may also consult with the Department of Environmental Conservation 
(DEC) for environmental emergency determinations. Emergency determinations should only be sought 
for one-time pesticide application in a specific situation, which presents a true emergency. The guidance 
document from DEC provides clarification on emergency determinations. It can be found at: 

http://www.dec.ny.gov/docs/materials_minerals_pdf/guidancech85.pdf 

Some types of pesticides and alternatives, those deemed safe in federal regulation, may be 
allowable on playing fields and playgrounds in certain circumstances. The District will develop 
regulations governing the use of pesticides and their alternatives on school grounds. 

Fertilizer Use 

New requirements and restrictions regarding the use of phosphorus fertilizers on school grounds 
have been developed. Chapter 205 of the Laws of 2010 dictates the requirements which must be adhered 
to regarding grounds maintenance starting on January 1, 2012. 

a) Fertilizer use is prohibited between December 1 and April 1 annually. 

b) The use of fertilizers is prohibited within twenty (20) feet of any surface water except: 

1. Where a continuous natural vegetation buffer, at least ten (10) feet wide, separates 
lawn and water. 

 

2. Where a spreader guard, deflector shield or drop spreader is used, then the 
application may not occur within three feet of any surface water. 

 

c) The use of phosphorus fertilizers are prohibited on lawns or other non-agricultural turf with 
the following exceptions: 

 
 

 
Continued
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SUBJECT: PEST MANAGEMENT AND PESTICIDE USE 

1. The use of phosphorus fertilizers are needed to establish a new lawn; or 

2. A soil test shows that phosphorus fertilizers are needed for growth. 

d) Fertilizer cannot be used on any impervious surfaces and if such an application occurs, it 
must be cleaned immediately and legally applied or placed in an appropriate container. 

Notification 

The District's IPM Coordinator or designated Pesticide Representative will give prior written 
notice of all pesticide applications to anyone who has asked to receive such notice. The District will also 
notify parents, students and staff of periodic pesticide applications. The District will maintain a list of 
those people who wish to receive forty-eight (48) hour notice before pesticide applications and will 
ensure that a system is developed to deliver such notice in a timely fashion to all affected. The 
notification system may be by mail or email, and will ensure that a back-up method is available to notify 
those for whom the regular system is unworkable. The name and contact information for the District 
Pesticide Representative will be made available to all requesting it. 

Sample forms for forty-eight (48) hour prior notification can be obtained at: 
 

http://www.emsc.nysed.gov/facplan/documents/PesticideNeighborNotificationGuidelineforSchools_091001.pdf 

 

The District must also provide additional written notification to all parents and staff three (3) times 
per year to inform them of any pesticide applications that have occurred: within ten (10) days of the end 
of the school year, within two (2) school days of the end of winter recess and within two (2) days of the 
end of spring recess. 

Recordkeeping 

Records of pesticide use will be maintained on site for three (3) years. Records will be completed 
on the day of pesticide use. In addition, pest surveillance records will be maintained to help verify the 
need for pesticide treatments. Annual reports of any applications must be sent to DEC. 

 

Education Law Sections 409-k, 409-h 
Environmental Conservation Law Sections 17-2103, 33-0303 

40 Code of Federal Regulations (CFR) Part 152.25 
7 United States Code Section 136(mm), 136q(h)(2) 

(FIFRA) 
NYCRR Part 155.4(d)(2) 

 

Adoption Date: 06/18/201910/23/2023 
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SUBJECT: GENDER NEUTRAL SINGLE-OCCUPANCY BATHROOMS 
 
 The District is committed to creating and maintaining an inclusive educational and work-
environment. The District will ensure that all single-occupancy bathroom facilities are designated as gender 
neutral for use by no more than one occupant at a time or for family or assisted use. 
 
 "Single-occupancy bathroom" means a bathroom intended for use by no more than one occupant at a 
time or for family or assisted use and which has a door for entry into and egress from the bathroom that 
may be locked by the occupant to ensure privacy and security. 
 
 All gender neutral bathroom facilities will be clearly designated by the posting of signage either on 
or near the entry door of each facility. 
 
 
 

Education Law § 409-m 

Public Buildings Law § 145 

 
 
 
 
 
NOTE: Refer also to Policy #7552 - Student Gender Identity  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:  04/26/202110/23/2023
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SUBJECT: SMOKING, TOBACCO, AND CANNABIS (MARIJUANA) USE 
 

The following actions are prohibited on school grounds and at school functions: smoking; vaping; 
using tobacco products; and/or using or ingesting any form of cannabis.  

 
Smoking and vaping are prohibited within 100 feet of the entrances, exits, or outdoor areas of any 

of the District's schools. However, this prohibition does not apply to smoking or vaping in a residence, 
or within the real property boundary lines of residential real property. 

 
 Exceptions may exist for authorized medical cannabis use.  
 
Definitions  
 

For purposes of this policy, the following definitions apply: 
 

a) "Electronic cigarette" (or "e-cigarette") means an electronic device delivering vapor inhaled 
by an individual user, and includes any refill, cartridge, and any other component of such a 
device. 

 
b) "School function" means a school-sponsored or school-authorized extracurricular event or 

activity regardless of where the event or activity takes place, including any event or activity 
that may take place virtually or in another state. 

 
c) "School grounds" means any building, structure, and surrounding outdoor grounds, including 

entrances or exits, contained within the District's preschool, nursery school, elementary, or 
secondary school's legally defined property boundaries as registered in the County Clerk's 
Office, as well as any vehicles used to transport children or school personnel. 

 
d) "Smoking" means the burning of a lighted cigar, cigarette, pipe, or any other matter or 

substance containing tobacco, cannabis, or cannabinoid hemp. 
 

e) "Tobacco products" means cigarettes or cigars, bidis, chewing tobacco, powdered tobacco, 
nicotine water, or any other tobacco products. 

 
f) "Vaping" means the use of an electronic cigarette. 

 
 
Notification 
 

The District will prominently post signs prohibiting smoking and vaping on school grounds in 
accordance with applicable law. Appropriate District officials will inform individuals smoking or vaping 
in a non-smoking area that they are in violation of law and/or District policy. 
 
 

Continued 
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SUBJECT: SMOKING, TOBACCO, AND CANNABIS (MARIJUANA) USE   
 
 The District will communicate this policy to staff, students, parents/guardians, volunteers, visitors, 
contractors, and outside groups through means such as the District's Code of Conduct, student handbooks, 
newsletters, announcements, facilities use forms/agreements, and/or the prominent display of this policy in 
appropriate locations. 
 
Prohibition of Tobacco Promotional Items/Tobacco Advertising 
 
 Tobacco promotional items (e.g., brand names, logos, and other identifiers) are prohibited: 
 

a) On school grounds; 
b) In any vehicles used to transport students or school personnel; 
c) At school functions; 
d) In school publications; 

 e) On clothing, shoes, accessories, gear, and school supplies in accordance with the District's Code 
of Conduct and applicable collective bargaining agreements. 

 
 This prohibition of tobacco promotional items will be enforced in accordance with the District's Code 
of Conduct and applicable collective bargaining agreements. 
 
 The District will request, whenever possible, tobacco free editions of periodical publications for 
school libraries and classroom use. 
 

 
20 USC §§ 6081-6084 and 7971-7974 

41 USC § 8101 et seq. 

Education Law § 409 

Penal Law § 222.10 

Public Health Law §§ 1399-n, 1399-o, 1399-p, and 1399-aa 

8 NYCRR §§ 155.5 and 156.3 

 
 
 
 
NOTE: Refer also to Policies #3280 - Use of School Facilities, Materials, and Equipment 

 #6150 - Alcohol, Tobacco, Drugs, and Other Substances (Staff) 
 #7320 - Alcohol, Tobacco, Drugs, and Other Substances (Students) 
 #8240 - Instruction in Certain Subjects 
 District Code of Conduct 

 
Adoption Date:  10/25/202110/23/2023
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SUBJECT: ENERGY CONSERVATION IN THE SCHOOLS 

The Board recognizes the importance of energy conservation and is committed to the 
analysis, development, and initiation of conservation measures throughout the District for the 
purpose of reducing energy consumption., particularly in these times of declining levels of 
natural energy resources and increasing cost of these resources. The Board maintains an 
aggressive and responsible program to reduce consumption of energy by its facilities and to 
provide education to both staff and students on the conservation of energy. 

 

The District is committed to an energy conservation program that addresses not only 
capital- related energy projects but ongoing, day-to-day energy related issues as well. All staff 
are urged to participate actively in a program of energy conservation by assisting in the efforts 
to eliminate the wasteful use of energy in the operation of the District's buildings. Cooperation 
will be required of each employee and each student to achieve a meaningful energy 
conservation program that results in  a more efficient use of energy resources. Involvement of 
staff and students is essential to a successful program of energy conservation. 

Energy Manager 
The Director of Facilities is designated as the Energy Manager and shall report directly 

to the Board and the Superintendent /designee, on matters pertaining to energy conservation. 

Energy Conservation 
The Board directs the Superintendent/designee to monitor energy conservation in 

accordance to the Law and with regulations 5650R. Progress reports on the implementation of 
energy conservation measures will be made available to the Board. 

 

Minimum Indoor Air Temperature 
The District will comply with the Property Maintenance Code of New York State, part of 

the New York State Uniform Fire Prevention and Building Code, which requires that indoor 
occupiable work spaces be maintained at a minimum temperature of sixty five (65) degrees 
from September 14 to May 31 during the period the spaces are occupied. There are exceptions 
for areas of vigorous physical activities such as gymnasiums as well as processing spaces such 
as coolers or freezers. However, by law, code or regulation there is no maximum temperature 
specified. Ventilation requirements only require fresh air, not cool air-conditioning. 

Long-Range Considerations 
The energy conservation program is an important factor to be considered in planning 

effective use of school facilities, new construction, remodeling or rehabilitation programs, and 
modernization projects. 

 
Environmental Conservation Law Sections27-

2101- 27-2117 General Municipal Law Section 120-aa19 New York State Code of Rules 

and Regulations (NYCRR) 

Sections 1221- 228 and 

Section 1240 Energy Conservation Code 

of New York State 2007 

Adoption Date: 06/18/201910/23/2023 
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Overview 
 

The District is committed to creating and maintaining an environment which is free from 
harassment and discrimination. This policy addresses sexual harassment and gender discrimination in 
the workplace. It is intended to inform covered individuals of: their right to work in an environment that 
is free from sexual harassment and discrimination; what sexual harassment and discrimination look like; 
how they can prevent and report sexual harassment and discrimination; how they are protected from 
retaliation after taking action; and the general process for investigating a claim of sexual harassment and 
discrimination that falls under this policy. This policy is just one component of the District's overall 
commitment to maintaining a harassment and discrimination-free educational and work environment. 
 
 Under New York State Human Rights Law (NYSHRL), it is illegal for an employer to discriminate 
based on age, race, creed, color, national origin, citizenship or immigration status, sexual orientation, 
gender identity or expression, military status, sex, disability, predisposing genetic characteristics, 
familial status, marital status, status as a victim of domestic violence, or criminal history. These different 
identities impact an individual's perception and understanding of the world. For example, an individual's 
race, ability, or immigration status may impact their experience with gender discrimination in the 
workplace. While this policy is focused on sexual harassment and gender discrimination, the process for 
reporting and investigating discrimination based on other protected classes is generally the same. 
However, the exact process may vary depending on a number of factors including, but not limited to, 
who is involved. Other District policies and documents such as regulations, procedures, collective 
bargaining agreements, and the District's Code of Conduct detail the specific process for reporting and 
investigating discrimination based on other protected identities.  
 

Sexual harassment is a form of workplace discrimination that subjects individuals to inferior 
conditions of employment due to their gender, gender identity, gender expression (perceived or actual), 
and/or sexual orientation. Sexual harassment is often viewed simply as a form of gender-based 
discrimination, but the District recognizes that discrimination can be related to or affected by other 
identities beyond gender.  
 

Discrimination of any kind, including sexual harassment, is unlawful, a violation of District policy, 
and may subject the District to liability for the harm experienced by targets of discrimination. All 
individuals are required to work in a manner designed to prevent sexual harassment and discrimination 
in the workplace.  
 

Harassers may also be individually subject to liability and supervisors who fail to report or act on 
harassment may be liable for aiding and abetting sexual harassment and discrimination. Covered 
Individuals Employees at every level who engage in harassment or discrimination, including 
supervisory personnel who engage in harassment or discrimination or who allow such behavior to 
continue, will be subject to remedial and/or disciplinary action by the District. 
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The District adopts this policy as part of its effort to provide for the prompt and equitable resolution 
of complaints of sexual harassment in the workplace. The District will promptly respond to reports of 
sexual harassment in the workplace, ensure that all investigations are conducted within a reasonably 
prompt time frame and under a predictable fair grievance process that provides due process protections, 
and impose disciplinary measures and implement remedies when warranted. 
 

Inquiries about this policy may be directed to the District's Civil Rights Compliance Officer(s) 
(CRCO(s)) and/or Title IX Coordinator(s). 
 
Scope and Application 
 

This policy applies to all instances of sexual harassment and gender discrimination perpetrated 
against a "covered individual" by anyone in the workplace, including a co-worker, supervisor, or third-
party such as a non-employee, paid or unpaid intern, vendor, building security, visitor, volunteer, parent, 
or student. For purposes of this policy, a "covered individual" includes: 
 

a) Employees Covered Individuals; 
 

b) Applicants for employment;  
 

c) Paid or unpaid interns; and  
 

d) Non-employees covered individuals, which include anyone who is (or is employed by) a 
contractor, subcontractor, vendor, consultant, or other person providing services pursuant to 
a contract in the workplace. These non- employees covered individuals include persons 
commonly referred to as independent contractors, gig workers, and temporary workers. Also 
included are non- employees covered individuals providing equipment repair, cleaning 
services, or any other service through a contract with the District. 

 
Other District policies and documents such as regulations, procedures, collective bargaining 

agreements, and the District's Code of Conduct may address misconduct related to sexual harassment 
and may provide for additional, different, or more specific grievance procedures depending on a number 
of factors including, but not limited to, who is involved and where the alleged sexual harassment 
occurred. These documents must be read in conjunction with this policy.  
 

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

Sexual harassment is a form of gender-based discrimination that is unlawful under federal, state, 
and (where applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual 
orientation, self-identified or perceived sex, gender expression, gender identity, and the status of being 
transgender. Sexual harassment is not limited to sexual contact, touching, or expressions of a sexually 
suggestive nature. Sexual harassment includes all forms of gender discrimination including gender role 
stereotyping and treating individuals differently. because of their gender. 
 

Understanding gender diversity is essential to recognizing sexual harassment because 
discrimination based on sex stereotypes, gender expression, and perceived identity are all forms of 
sexual harassment. The gender spectrum is nuanced, but the three most common ways people identify 
are cisgender, transgender, and non-binary. A cisgender person is someone whose gender aligns with 
the sex they were assigned at birth. Generally, this gender will align with the binary of male or female. 
A transgender person is someone whose gender is different than the sex they were assigned at birth. A 
non-binary person does not identify exclusively as a man or a woman. They might identify as both, 
somewhere in between, or completely outside the gender binary. Some may identify as transgender, but 
not all do. Respecting an individual's gender identity is a necessary first step in establishing a safe 
workplace.  
 

Under NYSHRL, sexual harassment is unlawful when it subjects an individual to inferior terms, 
conditions, or privileges of employment. Harassment does not need to be severe or pervasive to be 
illegal. It can be any harassing behavior that rises above petty slights or trivial inconveniences. Every 
instance of harassment is unique to those experiencing it, and there is no single boundary between petty 
slights and harassing behavior. However, NYSHRL specifies that whether harassing conduct is 
considered petty or trivial is to be viewed from the standpoint of a reasonable victim of discrimination 
with the same protected characteristics. Generally, any behavior in which a covered individual is treated 
worse because of their gender (perceived or actual), sexual orientation, or gender expression is 
considered a violation of District policy. The intent of the behavior, for example, making a joke, does 
not neutralize a harassment claim. Not intending to harass is not a defense. The impact of the behavior 
on a person is what counts.  
 

Sexual harassment includes any unwelcome conduct which is either directed at an individual 
because of that individual's gender identity or expression (perceived or actual), or is of a sexual nature 
when: 
 

a) The purpose or effect of this behavior unreasonably interferes with an individual's work 
performance or creates an intimidating, hostile, or offensive work environment. The 
impacted individual does not need to be the intended target of the sexual harassment; 

 
b) Employment depends implicitly or explicitly on accepting such unwelcome behavior; or 
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c) Decisions regarding an individual's employment are based on an individual's acceptance to 
or rejection of the behavior. These decisions can include what shifts and how many hours an 
employee might work, project assignments, as well as salary and promotion decisions.  

 
There are two main types of sexual harassment:  

 
a) Hostile work environment which includes, but is not limited to, words, signs, jokes, pranks, 

intimidation, or physical violence which are of a sexual nature, or which are directed at an 
individual because of that individual's sex, gender identity, or gender expression. Sexual 
harassment also consists of any unwanted verbal or physical advances, sexually explicit 
derogatory, or discriminatory statements which an employee finds offensive or 
objectionable, causes an employee discomfort or humiliation, or interferes with the 
employee's job performance. 

 
b) Quid pro quo harassment which occurs when a person in authority tries to trade job benefits 

for sexual favors. This can include hiring, promotion, continued employment or any other 
terms, conditions, or privileges of employment.  

 
Any covered individual who feels harassed is encouraged to report the behavior so that any 

violation of this policy can be corrected promptly. Any harassing conduct, even a single incident, can 
be discrimination and is covered by this policy. 
 
Examples of Sexual Harassment 
 

The following describes some actions that may constitute unlawful sexual harassment and that are 
strictly prohibited. This list is just a sample of behaviors and should not be considered exhaustive. Any 
covered individual who believes they have experienced sexual harassment, even if it does not appear on 
this list, should feel encouraged to report it: 
 

a) Physical acts of a sexual nature, such as: 
 

1. Touching, pinching, patting, kissing, hugging, grabbing, brushing against another 
individual's body, or poking another individual's body; or 

 
2. Rape, sexual battery, molestation, or attempts to commit these assaults, which may be 

considered criminal conduct outside the scope of this policy. 
 

b) Unwanted sexual comments, advances, or propositions, such as: 
 

1. Requests for sexual favors accompanied by implied or overt threats concerning the 
target's job performance evaluation, a promotion, or other job benefits; 
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2. Subtle or obvious pressure for unwelcome sexual activities; or 
 

3. Repeated requests for dates or romantic gestures, including gift-giving. 
 

c) Sexually oriented gestures, noises, remarks or jokes, or questions and comments about a 
person's sexuality, sexual experience, or romantic history which create a hostile work 
environment. This is not limited to interactions in person. Remarks made over virtual 
platforms and in messaging apps when employees covered individuals are working 
remotely can create a similarly hostile work environment. 

 
d) Sex stereotyping, which occurs when someone's conduct or personality traits are judged 

based on other people's ideas or perceptions about how individuals of a particular sex should 
act or look: 

 
1. Remarks regarding an employee's gender expression, such as wearing a garment 

typically associated with a different gender identity; or 
 

2. Asking employees covered individuals to take on traditionally gendered roles, such as 
asking a woman to serve meeting refreshments when it is not part of, or appropriate to, 
her job duties. 

 
e) Sexual or discriminatory displays or publications anywhere in the workplace, such as: 

 
1. Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading 

materials, or other materials that are sexually demeaning or pornographic. This 
includes such sexual displays on workplace computers or cell phones and sharing such 
displays while in the workplace;  

 
2. This also extends to the virtual or remote workspace and can include having such 

materials visible in the background of one's home during a virtual meeting.  
 

f) Hostile actions taken against an individual because of that individual's sex, sexual 
orientation, gender identity, or gender expression, such as: 

 
1. Interfering with, destroying, or damaging a person's workstation, tools or equipment, 

or otherwise interfering with the individual's ability to perform the job; 
 

2. Sabotaging an individual's work; 
 

3. Bullying, yelling, or name-calling; 
 

4. Intentional misuse of an individual's preferred pronouns; or 
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5. Creating different expectations for individuals based on their perceived identities: 
 

(a) Dress codes that place more emphasis on women's attire; 
 

(b) Leaving parents/caregivers out of meetings.  
 
Who Can be a Target of Sexual Harassment? 
 

Sexual harassment can occur between any individuals, regardless of their sex or gender. 
Harassment does not have to be between members of the opposite sex or gender. This policy applies to 
all instances of sexual harassment perpetrated against a "covered individual" by anyone in the 
workplace, including a co-worker, supervisor, or third-party such as a non-employee, paid or unpaid 
intern, vendor, building security, visitor, volunteer, parent, or student. 
 

Sexual harassment does not happen in a vacuum and discrimination experienced by an individual 
can be impacted by biases and identities beyond an individual's gender. For example: 
 

a) Placing different demands or expectations on black women employees covered individuals 
than white women employees covered individuals can be both racial and gender 
discrimination; 

 
b) An individual's immigration status may lead to perceptions of vulnerability and increased 

concerns around illegal retaliation for reporting sexual harassment; or  
 

c) Past experiences as a survivor of domestic or sexual violence may lead an individual to feel 
re-traumatized by someone's behaviors in the workplace. 

 
Individuals bring personal history with them to the workplace that might impact how they interact 

with certain behavior. It is especially important for all employees covered individuals to be aware of 
how words or actions might impact someone with a different experience than their own in the interest 
of creating a safe and equitable workplace. 
 
Where Can Sexual Harassment Occur? 
 

Unlawful sexual harassment is not limited to the physical workplace itself. Sexual harassment can 
occur on school property and at school functions which, for purposes of this policy, means a school-
sponsored or school-authorized extracurricular event or activity regardless of where the event or activity 
takes place, including any event or activity that may take place virtually or in another state. It can occur 
while covered individuals are traveling for District business or at District or industry-sponsored events 
or parties. Calls, texts, emails, and social media usage by covered individuals can constitute unlawful 
workplace harassment, even if they occur away from school property, on personal devices, or during 
non-work hours. Accordingly, conduct or incidents of sexual harassment that create or foreseeably 
create a disruption within the District may be subject to this policy in certain circumstances. 
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Sexual harassment can occur when covered individuals are working remotely. Any behaviors 
outlined above that leave a covered individual feeling uncomfortable, humiliated, or unable to meet their 
job requirements constitute harassment even if the covered individual is working remotely when the 
harassment occurs. Harassment can happen on virtual meeting platforms, in messaging apps, and after 
working hours between personal cell phones.  
 
Prohibition of Retaliatory Behavior (Commonly Known as "Whistle-Blower" Protection) 
 

Retaliation is unlawful and is any action by an employer or supervisor that punishes an individual 
upon learning of a harassment claim, that seeks to discourage a covered individual from making a formal 
complaint or supporting a sexual harassment or discrimination claim, or that punishes those who have 
come forward. Adverse actions need not be job-related or occur in the workplace to constitute unlawful 
retaliation. For example, threats of physical violence outside of work hours or disparaging someone on 
social media would be covered as retaliation under this policy.  
 

Examples of retaliation may include, but are not limited to: 
 

a) Demotion, termination, denying accommodations, reduced hours, or the assignment of less 
desirable shifts; 

 
b) Publicly releasing personnel files;  

 
c) Refusing to provide a reference or providing an unwarranted negative reference; 

 
d) Labeling an employee as "difficult" and excluding them from projects to avoid "drama"; 

 
e) Undermining an individual's immigration status; or  

 
f) Reducing work responsibilities, passing over for a promotion, or moving an individual's desk 

to a less desirable office location. 
 

Retaliation is unlawful under federal, state, and (where applicable) local law. The NYSHRL 
protects any individual who has engaged in "protected activity." Protected activity occurs when a person 
has: 
 

a) Made a complaint of sexual harassment or discrimination, either internally or with any 
government agency; 

 
b) Testified or assisted in a proceeding involving sexual harassment or discrimination under the 

NYSHRL or any other anti-discrimination law;  
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c) Opposed sexual harassment or discrimination by making a verbal or informal complaint, or 
by simply informing a supervisor, building principal, other administrator, or the CRCO of 
suspected harassment;  

 
d) Reported that a covered individual has been sexually harassed or discriminated against; or  

 
e) Encouraged a covered individual to report harassment. 

 
The District prohibits all retaliation. Any individual that reports an incident of sexual harassment 

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

Any District employee who retaliates against anyone involved in a sexual harassment or 
discrimination investigation will face disciplinary action, up to and including termination. All covered 
individuals who believe they have been subject to retaliation should inform a supervisor, building 
principal, other administrator, or the CRCO. 
 

All employees covered individuals and covered individuals who believe they have been a target 
of retaliation may also seek relief from government agencies, as explained in this policy. 
 
Reporting Allegations of Sexual Harassment 
 

Anyone who experiences, witnesses, or becomes aware of potential instances of sexual harassment 
is encouraged to report the behavior to a supervisor, building principal, other administrator, or the 
CRCO. Covered individuals should not feel discouraged from reporting harassment because they do not 
believe it is bad enough or conversely because they do not want to see someone fired over less severe 
behavior. Just as harassment can happen in different degrees, potential discipline for engaging in sexual 
harassment will depend on the degree of harassment and could include education counseling, 
suspension, or termination. 
 

Reports of sexual harassment may be made verbally or in writing. A written complaint form is 
posted on the District's website if a covered individual would like to use it, but the complaint form is 
not required. Individuals who are reporting sexual harassment on behalf of another individual may use 
the complaint form and note that it is being submitted on another individual's behalf. A verbal or 
otherwise written complaint (such as an email) on behalf of oneself or another individual is also 
acceptable. 
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 Reports may be made to a CRCO in person, by using the contact information for a CRCO, or by 
any other means that results in a CRCO receiving the person's verbal or written report. This report may 
be made at any time (including during non-business hours) by using the telephone number or email 
address, or by mail to the office address, listed for a CRCO.  
 
 Reports of sexual harassment may also be made to any other District employee including a 
supervisor or building principal. All reports of discrimination and/or harassment must be immediately 
forwarded to the CRCO. Reports may also be forwarded to other District employees covered 
individuals depending on the allegations.  
 

 District employees covered individuals must comply with reporting requirements in any other 
applicable District policy or document.  
 

Covered individuals who believe they have been a target of sexual harassment may at any time 
seek assistance in additional available forums, as explained in this policy. 
 
Supervisory Responsibilities 
 

Everyone must work toward preventing sexual harassment, but leadership matters. Supervisors, 
building principals, other administrators, and the CRCOs have a special responsibility to make sure 
employees covered individuals feel safe at work and that workplaces are free from harassment and 
discrimination. All supervisors, building principals, and other administrators who receive a complaint 
or information about suspected sexual harassment, observe what may be sexually harassing or 
discriminatory behavior, or for any reason suspect that sexual harassment or discrimination is occurring, 
are required to report the suspected sexual harassment to the CRCO. If the CRCO is unavailable, 
including due to a conflict of interest or other disqualifying reason, the report will be directed to another 
CRCO, if the District has designated another individual to serve in that capacity. If the District has not 
designated another CRCO, the Superintendent will ensure that another person with the appropriate 
training and qualifications is appointed to act as the CRCO. 
 

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

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

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

Any individual witnessing harassment as a bystander is encouraged to report it. A supervisor, 
building principal, or other administrator that is a bystander to harassment is required to report it. There 
are five standard methods of bystander intervention that can be used when anyone witnesses harassment 
or discrimination and wants to help.  
 

a) A bystander can interrupt the harassment by engaging with the individual being harassed and 
distracting them from the harassing behavior; 

 
b) A bystander who feels unsafe interrupting on their own can ask a third-party to help intervene 

in the harassment; 
 

c) A bystander can record or take notes on the harassment incident to benefit a future 
investigation; 

 
d) A bystander might check in with the person who has been harassed after the incident, see 

how they are feeling and let them know the behavior was not ok; and 
 

e) If a bystander feels safe, they can confront the harassers and name the behavior as 
inappropriate. When confronting harassment, physically assaulting an individual is never an 
appropriate response. 

 
Though not exhaustive, and dependent on the circumstances, the guidelines above can serve as a 

brief guide of how to react when witnessing harassment in the workplace.  
 
Grievance Process for Complaints of Sexual Harassment in the Workplace 
 

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

District employees Covered individuals may be required to cooperate as needed in an 
investigation of suspected sexual harassment. The District recognizes that participating in a harassment 
investigation can be uncomfortable and has the potential to retraumatize a covered individual. 
Individuals receiving claims and leading investigations will handle complaints and questions with 
sensitivity toward participants. 
 
 While the process may vary from case to case, investigations will be done in accordance with the 
following steps. Upon receipt of a complaint, the CRCO: 
 

a) Will conduct a prompt review of the allegations, assess the appropriate scope of the 
investigation, and take any interim actions (for example, instructing the individual(s) about 
whom the complaint was made to refrain from communications with the individual(s) who 
reported the harassment), as appropriate.  

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

 
b) Will investigate all complaints of sexual harassment regardless of how those complaints are 

reported and treat all complaints with equal priority. For verbal complaints, the individual 
will be encouraged to complete, in writing, the complaint form. If the individual reporting 
prefers not to fill out the complaint form,  a complaint form or equivalent documentation 
based on the verbal reporting will be prepared. The individual reporting the harassment will 
be provided a copy of the completed complaint form. 

 
c) Will take steps to obtain, review, and preserve documents sufficient to assess the allegations, 

including documents, emails, or phone records that may be relevant to the investigation. The 
CRCO will consider and implement appropriate document request, review, and preservation 
measures, including for electronic communications. 

 
d) Will seek to interview all parties involved, including any relevant witnesses. If a student is 

involved, the District will follow all applicable District policies and procedures regarding 
questioning students. 

 
e) Will create written documentation of the investigation (such as a letter, memo, or email), 

which contains the following: 
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1. A list of all documents reviewed, along with a detailed summary of relevant documents; 
 

2. A list of names of those interviewed, along with a detailed summary of their statements; 
 

3. A timeline of events; 
 

4. A summary of any prior relevant incidents disclosed in the investigation, reported or 
unreported; and 

 
5. The basis for the decision and final resolution of the complaint, together with any 

corrective action(s). 
 

f) Will keep the written documentation and associated documents in a secure and confidential 
location. 

 
g) Will promptly notify the individual(s) who reported the harassment and the individual(s) 

about whom the complaint was made that the investigation has been completed and 
implement any corrective actions identified in the written document. Any corrective action 
taken will be in accordance with applicable law and regulation, as well as any applicable 
District policy, regulation, procedure, collective bargaining agreement, third-party contract, 
or other document such as the District's Code of Conduct. 

 
h) Will inform the individual(s) who reported the harassment of the right to file a complaint or 

charge externally as outlined in this policy. 
 

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

 The determination as to which District policies and/or documents are applicable is fact specific, 
and the CRCO may work with other District staff such as the District's Title IX Coordinator(s) to 
determine which District policies and/or documents are applicable to the specific facts of the complaint. 
 
Annual Training 
 
 The District will provide a sexual harassment prevention training program to all employees 
covered individuals on an annual basis. The training will be interactive and will include:  
 

a) An explanation of sexual harassment consistent with guidance issued by the Department of 
Labor in consultation with the Division of Human Rights; 

 
b) Examples of conduct that would constitute unlawful sexual harassment; 
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c) Information concerning the federal and state statutory provisions concerning sexual 
harassment and remedies available to victims of sexual harassment; 

 
d) Information concerning employees covered individuals ' rights of redress and all available 

forums for adjudicating complaints; and  
 

e) Information addressing conduct by supervisors and any additional responsibilities for such 
supervisors. 

 
Notification  
 

The District will provide this policy to all employees covered individuals in-person or digitally 
through email upon hiring and will be posted prominently in all work locations. In addition to sending 
the policy through email, this policy will also be available on the District's website. 
 

At the time of hiring and at every annual sexual harassment prevention training program, the 
District will provide each employee a notice containing this policy and the information presented at the 
District's sexual harassment prevention training program. 
 

This notice will be provided in English and in the language identified by the employee as their 
primary language, provided that the New York State Department of Labor Commissioner has published 
a template of the model materials in that language.  
 

 The notice will be delivered in writing, either in print or digitally. The notice will either link to or 
include, as an attachment or printed copy, the policy and training materials.  
 
Legal Protections and External Remedies 
 
 Sexual harassment is not only prohibited by the District, but it is also prohibited by state, federal, 
and, where applicable, local law. 
 

The District's internal process outlined in the policy above is one way for covered individuals to 
report sexual harassment. Covered individuals may also choose to pursue legal remedies with the 
following governmental entities. While a private attorney is not required to file a complaint with a 
governmental agency, covered individuals may also seek the legal advice of an attorney.  
 

In addition to those outlined below, individuals may have other legal protections.  
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New York State Division of Human Rights (NYSDHR) 
 

The NYSHRL, NY Executive Law, Art. 15, Section 290 et seq., applies to all employers in New 
York State and protects covered individuals, regardless of immigration status. A complaint alleging 
violation of the NYSHRL may be filed either with the NYSDHR or in New York State Supreme Court. 
 

 Complaints of sexual harassment filed with NYSDHR may be submitted any time within three 
years of the harassment. If an individual does not file a complaint with NYSDHR, they can bring a 
lawsuit directly in state court under the NYSHRL, within three years of the alleged sexual harassment. 
An individual may not file with NYSDHR if they have already filed a NYSHRL complaint in state court. 
 

 Complaining internally to the District does not extend the time to file with NYSDHR or in court. 
The three years are counted from the date of the most recent incident of harassment. 
 

 Individuals do not need an attorney to file a complaint with NYSDHR, and there is no cost to file 
with NYSDHR. 
 

NYSDHR will investigate the complaint and determine whether there is probable cause to believe 
that sexual harassment has occurred. Probable cause cases receive a public hearing before an 
administrative law judge. If sexual harassment is found at the hearing, NYSDHR has the power to award 
relief. Relief varies, but it may include requiring the employer to take action to stop the harassment, or 
repair the damage caused by the harassment, including paying of monetary damages, punitive damages, 
attorney's fees, and civil fines. 
 

NYSDHR's main office contact information is: NYS Division of Human Rights, One Fordham 
Plaza, Fourth Floor, Bronx, New York 10458. Individuals may call (718) 741-8400 or visit: 
www.dhr.ny.gov. 
 

Go to dhr.ny.gov/complaint for more information about filing a complaint with NYSDHR. The 
website has a digital complaint process that can be completed on a computer or mobile device from start 
to finish. The website has a complaint form that can be downloaded, filled out, and mailed to NYSDHR. 
The website also contains contact information for NYSDHR's regional offices across New York State.  
 

Call the NYSDHR sexual harassment hotline at 1-800-HARASS-3 (1-800-427-2773) for more 
information about filing a sexual harassment complaint. This hotline can also provide a referral to a 
volunteer attorney experienced in sexual harassment matters who can provide limited free assistance 
and counsel over the phone. 
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SUBJECT: SEXUAL HARASSMENT/GENDER DISCRIMINATION IN THE WORKPLACE 
 
The United States Equal Employment Opportunity Commission 
 

The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti-
discrimination laws, including Title VII of the 1964 federal Civil Rights Act, 42 USC Section 2000e et 
seq. An individual can file a complaint with the EEOC anytime within 300 calendar days from the most 
recent incident of 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. If the EEOC determines that the law may have been violated, the EEOC will try to reach 
a voluntary settlement with the employer. If the EEOC cannot reach a settlement, the EEOC (or the 
Department of Justice in certain cases) will decide whether to file a lawsuit. The EEOC will issue a 
Notice of Right to Sue permitting workers to file a lawsuit in federal court if the EEOC closes the charge, 
is unable to determine if federal employment discrimination laws may have been violated, or believes 
that unlawful discrimination occurred but does not file a lawsuit. 
 

Individuals may obtain relief in mediation, settlement, or conciliation. In addition, federal courts 
may award remedies if discrimination is found to have occurred. In general, private employers must 
have at least 15 employees covered individuals to come within the jurisdiction of the EEOC. 
 

An individual 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. To file a complaint with the United States Equal Employment Opportunity 
Commission, please visit https://www.eeoc.gov/filing-charge-discrimination. 
 

If an individual filed an administrative complaint with the NYSDHR, then NYSDHR will 
automatically file the complaint with the EEOC to preserve the right to proceed in federal court. 
 
Title IX 
 

Title IX of the Education Amendments Act of 1972 prohibits discrimination on the basis of sex in 
education programs and activities that receive federal financial assistance. The United States 
Department of Education's Office for Civil Rights (OCR) enforces Title IX of the Education 
Amendments Act of 1972.  
 

For more information about how to file a complaint, contact OCR at 800-421-3481 (TDD 800-
877-8339) or visit: https://www2.ed.gov/about/offices/list/ocr/docs/howto.html. The website contains 
information about filing the complaint online, by mail, or by email.  
 
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 a law exists.  
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SUBJECT: SEXUAL HARASSMENT/GENDER DISCRIMINATION IN THE WORKPLACE 
 
Contact the Local Police Department 
 

If the harassment involves unwanted physical touching, coerced physical confinement, or coerced 
sex acts, the conduct may constitute a crime. Those wishing to pursue criminal charges are encouraged 
to contact their local police department. 
 
 
 

Title VII of the Civil Rights Act of 1964, 42 USC Section 2000e et seq. 
Title IX of the Education Amendments Act of 1972, 20 USC Section 1681 et seq. 

29 CFR Section 1604.11(a) 
34 CFR Subtitle B, Chapter I  

Civil Service Law Section 75-b 
New York State Human Rights Law, Executive Law Section 290 et seq.  

Labor Law Sections 201-g and 740 
 
 
 
 
 
NOTE: Refer also to Policies  #3420 - Non-Discrimination and Anti-Harassment in the District 

 #3421 - Title IX and Sex Discrimination 
 #6122 - Employee Grievances 
 #7551 - Sexual Harassment of Students 
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