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PERSONNEL GOALS

The Board of Education recognizes that a dynamic and efficient staff
dedicated to education is necessary to maintain a constantly improving
educational program. The Board is interested in its personnel as individuals, and it
recognizes its responsibility for promoting the general welfare of the staff.

It shall be the duty and responsibility of all personnel to render the quality
of service that promotes the general welfare and education of the students in the
school system. In this endeavor, all personnel are considered to be important.
Each plays a different role in the crucial mater of education. Each makes a
different contribution to the total process, but each is a keystone.

Adoption date: 5/20/10



Putnam Valley Central School District

9120.1
[ ] Required
[X] Local
[ 1 Notice

CONFLICT OF INTEREST

The Board of Education is committed to avoiding any situation in which
the existence of simultaneous, conflicting interests in any officer or employee
may call into question the integrity of the management or operation of the school
district. Therefore:

No person employed by the district shall hire, supervise, evaluate,
promote, review or discipline any other employee who is a member of the same
family. In the event that marriage, promotion, or reorganization results in a
situation not in compliance with this policy, reassignment or transfer will be
effected, in accordance with the applicable provisions of any collective bargaining
agreement, to correct the situation.

No person employed by the district shall negotiate or execute any contract
on behalf of the district for the purchase, sale or lease of real or personal property,
services of any nature, nor for insurance without first having determined the
common price for such property, services or insurance, or requesting bids from all
potential providers of such property, services or insurance.

No person employed by the district shall allow any matter, concern or
interest, personal, financial or otherwise, to influence or interfere with the
performance of his or her duties. Should such a matter, concern or interest arise,
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the employee shall bring the matter to the attention of his or her supervisor or the
Board to seek ways to reduce or eliminate the influence or interference.

The Board affirms its commitment to adhere scrupulously to all applicable
provisions of law regarding material conflicts of interest.

Knowing or willful violation of this policy by any employee may result in
disciplinary action up to and including dismissal.

Any officer, employee or member of the public noting or suspecting a
violation of this policy is encouraged to bring the matter, either in confidence or
in public, to the Board or the Superintendent of Schools.

Cross-ref: 2160, School District Officer and Employee Code of Ethics
Ref:  Education Law §§ 410, 3016
General Municipal Law Art. 18, §§ 801-813

Labor Law §201-d
Dykeman v. Symonds, 54 AD2d 159 (4th Dep't 1976)

Adoption date: 5/20/10
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STAFF COMPLAINTS AND GRIEVANCES

Grievance procedures are designed to resolve conflicts that may arise among
various members of the staff. These procedures are defined in collective bargaining
agreements. Staff members have the right to present complaints and grievances in
accordance with the established procedures free from coercion, interference, restraint,
discrimination or reprisal.

The district shall implement a multi-stage grievance procedure and an appellate
stage for the settlement of grievances pursuant to the General Municipal Law. In
addition, the district shall implement procedures and regulations and designate an
employee to carry out the responsibilities under Title IX and Section 504 of the
Rehabilitation Act or the Americans with Disabilities Act (ADA).

This policy and accompanying regulation (9140.1-R) provide grievance
procedures for those employees not covered by collective bargaining agreements or
whose negotiated agreements do not include grievance procedures. Staff complaints that
are not covered under the General Municipal Law, or cannot be resolved under
procedures of Title IX and Section 504 or the ADA shall be subject to the discretion of
the Board of Education as to the method by which the complaint may be brought.

Annual Notification

At the beginning of each school year, the district shall publish a notice of the
established grievance procedures for resolving complaints of discrimination due to sex
and/or disability to parents/guardians, employees, eligible students and the community.
The public notice shall:

1. inform parents, employees, students and the community that vocational education
programs are offered without regard to sex, race, color, national origin or
disability;

2. provide the name, address and telephone number of the person designated to
coordinate activities concerning discrimination due to sex and/or disability; and

3. be included in announcements, bulletins, catalogues, and applications made

available by the district.

Cross-ref: 0100, Equal Opportunity
Ref:  Americans with Disabilities Act, 42 USC §12111-12117; 12210
General Municipal Law, Article 15-c
Title IX, Education Amendments of 1972, 20 USC Chapter 38; 45 CFR Part 86
Rehabilitation Act of 1973, §504; 29 USC §794
Civil Service Law, Article 14
Matter of Gatje, 24 EDR 191 (1984)

Adoption date: 5/20/10
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MEALS AND REFRESHMENTS

The Board of Education recognizes that from time to time it may be
appropriate to provide service of modest meals during a mealtime and/or
refreshments at Board and District meetings and/or events which are being held
specifically during a mealtime for an educational purpose. Any expenditures
made for such meals and/or refreshments should be appropriately documented
with a receipt, itemized whenever possible, and submitted to the District’s
Business Office for the purposes of audit and possible reimbursement. Any
expenditure on such refreshments and/or meals must be approved in advance by
the Superintendent or Superintendent’s designee.

Adoption date: 5/20/10
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RECRUITING AND HIRING

The Board of Education believes that the quality of the district’s
employees in large part determines the quality of the education offered to the
district’s students. As the employer for the school district, the Board will provide
and maintain qualified and certified instructional and support personnel to carry
out the educational programs of the district.

The Superintendent’s designee shall implement and maintain a high-
quality recruiting and hiring program to attract, secure and retain the best-

qualified staff to meet the needs of students and the district.

New or Revised Positions

The Superintendent’s designee will develop recommended qualifications
for all new positions in the district and review the qualifications for all existing
positions as necessary. The Superintendent must approve all recommended
qualifications for all new and existing positions.] The Board must approve the
qualifications for all new positions in the district and revisions of the
qualifications for existing positions.

The Superintendent’s designee shall refer all proposals for the creation or
reclassification of all unclassified (non-instructional) positions and a statement of
the duties for these positions to the Putnam County Civil Service Department for
classification.

The Superintendent’s designee shall develop job descriptions that
incorporate the qualifications and job duties for all positions in the school district.
The Superintendent must approve the job descriptions for all positions in the
district.]

Recruiting

The district will seek the most qualified candidates for vacant positions by
recruiting from a variety of sources, including present staff. District employees
may apply for all positions for which they meet the certification and other stated
qualifications.

The Board and its employees will adhere to the practice of recruiting and
hiring personnel without regard to age, color, creed, disability, marital status,
national origin, race, religion, sex or any other status protected by federal or state
law.
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The Board will practice due diligence in finding the most qualified
persons for any open positions. The Board recognizes that some specialized
positions are difficult to fill because of shortages of qualified candidates. In rare
instances, the Board may need to hire a retired public employee, in which case it
will follow the Commissioner’s regulations for securing a §211 waiver. When
recruiting for an open position, the Board will first undertake a thorough and good
faith search for a certified and qualified individual who will not require such a
waiver for employment

Hiring

Through standard recruiting and hiring procedures, the Superintendent’s
designee will ensure that candidates for district employment meet all the
qualifications set for the position sought. The district will comply with all the
requirements of the Education and Civil Service laws, including any
fingerprinting requirements.

The Superintendent’s designee will recommend individuals for
employment to the Superintendent. The Superintendent must recommend all
individuals for employment to the Board.] The Board must approve of all
individuals who are employed by the school district.9240

Ref:  Age Discrimination in Employment Act (ADEA), 29 USC §§ 621 et seq.
(prohibiting discrimination on the basis of age)
Americans with Disabilities Act (ADA), 42 USC §§ 12101 et seq.
(prohibiting discrimination on the basis of disability)
Civil Rights Act of 1964 (Title VII), 42 USC §§ 2000e¢ et seq. (prohibiting
discrimination on the basis of color, national origin, race, religion and sex)
Rehabilitation Act of 1973 (Section 504), 29 USC § 794 (prohibiting
discrimination on the basis of disability)+
Title IX, 20 USC §§ 1681 et seq. (prohibiting discrimination on the basis
of sex)
New York State Constitution, article V, § 6 (requiring public employees
be appointed on the basis of merit and fitness)
Civil Service Law §§ 22, 40-44, 61(1) (rules on classified positions)
Education Law §§ 1604(8), 1709(16), 2503(3), 2554(2), 3012(1)(a)
(board’s authority to hire employees)
Education Law §§ 1604(39), 1709(39), 1804(9), 1950(4), 2503(18),
2554(25) (fingerprinting requirements)
Executive Law §§ 290 et seq. (prohibiting discrimination on the basis of
age, color, creed, disability, marital status, national origin, race or sex)
8 NYCRR § 80-5.5 (§211 waiver process)

Adoption date: 5/20/10
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CONDITIONAL APPOINTMENT - STUDENT SAFETY

The Board of Education recognizes that there may be instances in which it
is necessary, upon recommendation of the Superintendent of Schools, for the
Board to conditionally appoint or to make an emergency conditional appointment
of a prospective employee. To provide for the safety of students who have contact
with an employee holding a conditional appointment or an emergency conditional
appointment, the Board adopts the following policy.

No district employee who holds a conditional or emergency conditional
appointment shall be in contact with students other than to provide instruction
and/or other required services.

No district employee who holds a conditional or emergency conditional
appointment shall teach a class or provide services to students with his/her
classroom or office door closed unless the Building Principal has provided
express prior permission to do otherwise.

The Building Principal or his/her designee shall, at least twice a week,
monitor the activities of such employees while on school district property during
the period of their conditional or emergency conditional appointment.

In addition, the district will ensure that all personnel, including conditional
and emergency conditional appointed employees, are aware of and receive
training regarding the prohibition against child abuse in an educational setting and
of their responsibility for reporting any such abuse. All conditionally appointed
and emergency conditionally appointed employees receive this training at the time
of their initial contingency appointment.

For purposes of this policy, the terms ‘“conditionally appointed” and
“emergency conditional appointment” shall refer to any employee holding
conditional or emergency conditional appointment, as defined in Section 1709 of
the Education Law.

Cross-ref: 9620, Child Abuse in an Educational Setting

Ref:  Education Law §§1125-1133; 1604(39); 1709(30); 1804(9); 1950(4)(11);
2503(18); 2554(25); 2854(3)(a-2) (As extended by L.2001, c. 147; L.2003, c.
100; L.2005, c. 127; L.2007, c. 90)
8 NYCRR §§100.2(hh); Part 87

Adoption date: 5/20/10
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DRUG-FREE WORKPLACE

The Board of Education prohibits the illegal, improper or unauthorized
manufacture, distribution, dispensing, possession or use of any controlled
substances in the workplace. "Workplace" shall mean any site on school grounds,
at school-sponsored activities, or any place in which an employee is working
within the scope of his/her employment or duties. "Controlled substances" shall
include all drugs which are banned or controlled under federal or state law,
including those for which a physician's prescription is required, as well as any
other chemical substance which is deliberately ingested to produce psychological
or physiological effects, other than accepted foods or beverages.

The Superintendent of Schools or his/her designee shall implement related
procedures which outline the requirements of the federal Drug-Free Workplace
Act of 1988.

Ref:  Drug-Free Workplace Act (DFWA), 41 U.S.C. §§702-707
Controlled Substances Act, 21 U.S.C. §812
21 CFR §§1300.11-1300.15
34 CFR Part 85 (U.S. Dept. of Ed. Regulations under the DFWA)
Civil Service Law §75
Education Law §3020-a
Patchogue-Medford Congress of Teachers v. Board of Education,

70 NY2d 57 (1987)

Adoption date: 5/20/10
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DISCLOSURE OF WRONGFUL CONDUCT

The Board of Education expects officers and employees of the district to
fulfill the public’s trust and to conduct themselves in an honorable manner,
abiding by all district policies and regulations and by all applicable state and
federal laws and regulations.

However, when district officers or employees know or have reasonable
cause to believe that serious instances of wrongful conduct have occurred, they
must report such wrongful conduct to the Superintendent of Schools or the Board.
For purposes of this policy, the term “wrongful conduct” shall be defined to
include:

d theft of district money, property, or resources;

. misuse of authority for personal gain or other non-district purpose;

o fraud;

. violations of applicable federal and state laws and regulations; and/or
. serious violations of district policy, regulation, and/or procedure.

Disclosure and Investigation

Employees and officers who know or have reasonable cause to believe
that wrongful conduct has occurred or is occurring shall report such
mismanagement, fraud or abuse to the Superintendent or the Board, if the
allegation involves the Superintendent. Upon receiving a report of alleged
wrongful conduct, the district shall take prompt steps to conduct an investigation.

The Superintendent shall maintain a written record of the allegation,
conduct an investigation to ensure that the appropriate unit (e.g., auditors, forensic
auditors, police, etc.) investigates the disclosure, and notify the Board when
appropriate to do so. 9645

“Whistleblower” Protections

Pursuant to section 75-b of the Civil Service Law, an employee or officer
who provides disclosures of wrongful conduct that presents a substantial and
specific danger to the public health or safety or which he or she reasonably
believes to be true and improper on the part of the Board or the district shall have
“whistleblower protection” against retaliation in the nature of adverse action
affecting compensation, appointment, promotion, transfer, assignment,
reassignment or evaluation of performance.

10
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Pursuant to section 3028-d of the Education Law, an employee who has
reasonable cause to suspect that the fiscal practices or actions of an officer or
employee of the district violates any local, state, or federal law, rule or regulation
relating to the financial practices of the district, and who, in good faith, reports
such information to a district official, Office of the State Comptroller,
Commissioner of Education or law enforcement authorities shall have immunity
from any civil
liability that may arise from the making of such report. Further, no district
employee or officer may take, request, or cause a retaliatory action against any
employee who makes such a report.

Any employee or officer who is concerned that retaliation for providing
information regarding wrongful conduct has occurred or is occurring should
report this to the Superintendent or the Board.

Ref:  Civil Service Law §75-b
Education Law §3028-d
Labor Law §740
Garrity v. University at Albany, 301 A.D. 2d 1015 (3™ Dept. 2003)
Matter of Brey v. Bd. of Educ., 245 A.D. 2d (3rd Dept. 1997)

Adoption date: 5/20/10
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STAFF DEVELOPMENT

The Board of Education believes that staff training and development help
ensure the success of educational programs and improve the efficiency of the
district. Therefore, the district will provide development opportunities to staff to
increase their effectiveness and job performance. The Superintendent of Schools
shall be responsible for implementing and administering staff development
programs for the district’s employees.

Administrators

All administrators in the school district will receive appropriate training
and professional development in accordance with law, regulation or any
applicable collective bargaining agreement.  The Superintendent will be
responsible for providing such training and development.

Teachers

All teachers will be provided with professional development opportunities
directly related to student learning in accordance with any applicable collective
bargaining agreement and the district’s Professional Development Plan. The plan
shall include:

. A needs analysis, goals, objectives, strategies, activities and evaluation
standards for professional development in the district and a description of
how the district will provide all teachers substantial professional
development activities directly related to student learning needs identified
in school report cards and other sources.

. A description of how the professional development provided will align
with New York standards and assessments, teacher capacities and student
needs, including linguistic, cultural diversity and special needs. Activities
must be articulated across grade levels and subject areas and show how
they will be provided and measured in a continuous manner.

. A description of how it will provide teachers holding a professional
certificate with opportunities to maintain their certificate in good standing
by successfully completing 175 hours of professional development every
five years.

. A mentoring program to provide support for new teachers in order to ease
the transition from teacher preparation to practice, thereby increasing
retention of teachers in the public schools, and to increase the skills of new
teachers in order to improve student achievement.

12
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The Board shall establish a Professional Development Team to review and
revise the district’s Professional Development Plan annually. The Board shall
appoint members to the team at the first regular Board meeting in September.

The Professional Development Team shall meet on or before October 1.
The Superintendent or his/her designee will serve as the chair of the team and will
be responsible for ensuring the timely review and revision of the district’s
Professional Development Plan. 9700

The Professional Development Team will submit any recommended
revisions to the Professional Development Plan to the Board by April 1. The
Board will consider the recommendations at its first regular meeting thereafter.
The Board may accept or reject the recommendations of the team in whole or in
part. The Board may also request any additional information or data needed to
evaluate the success of the program in achieving its objectives.

Any further changes in the plan must be submitted to the Board by June 1.
The Board will consider and act on the revised plan by June 30th. The Board

reserves the right to make changes to the revised plan.

Other Professional Staff and Support Staff

The district will provide staff development activities for other professional
staff and support staff within the financial constraints of the district budget and in
accordance with applicable collective bargaining agreements.

Other Staff Development Opportunities

The Board recognizes that many staff development opportunities are
provided through non-school district sources. Within budgetary restraints, district
employees may attend conferences, workshops, study councils, in-service courses,
summer study grants, school visitations, and other relevant staff development
opportunities.

Released time and reimbursement for such activities will be available
upon approval of the Superintendent and in accordance with applicable collective
bargaining agreements. The Superintendent may establish regulations pursuant to
this policy to establish the circumstances under which such released time and
reimbursement may be available. Staff members who attend such activities will
be required to prepare a report or summary of the activity attended.

Cross-ref: 9420, Staff Evaluation

Ref:  Education Law § 3604(8) (Superintendent conference days)
8 NYCRR §100.2(dd) (Professional Development Plans)
8 NYCRR §100.2(0)(2)(iii)(b)(5) (required training on conducting staff
evaluations)

Adoption date: 5/20/10
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