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Community Relations 

SUBJECT: TITLE IX AND SEX DISCRIMINATION 
 
Overview  
 
 The District is committed to creating and maintaining education programs and activities which are 
free from discrimination and harassment. This policy addresses complaints of sex discrimination, including 
sexual harassment, made under Title IX of the Education Amendments Act of 1972 and its implementing 
regulations (Title IX). It is just one component of the District's overall commitment to maintaining a 
discrimination and harassment-free educational and work environment.  
 
 Title IX prohibits discrimination on the basis of sex in any education program or activity operated by 
a district that receives federal financial assistance. As required by Title IX, the District does not discriminate 
on the basis of sex in its education programs and activities or when making employment decisions. 
 
 The District adopts this policy as part of its effort to provide for the prompt and equitable resolution 
of complaints of sex discrimination, including sexual harassment. The District will promptly respond to 
reports of sex discrimination, ensure that all investigations are conducted within a reasonably prompt time 
frame and under a predictable fair grievance process that provides due process protections to complainants 
and respondents, and impose sanctions and implement remedies when warranted. 
 
 Inquiries about this policy or the application of Title IX may be directed to the District's Title IX 
Coordinators, the Assistant Secretary for Civil Rights of the United States Department of Education, or 
both. 
 
Scope and Application of Policy 
 
 This policy is limited to addressing complaints of sex discrimination, including sexual harassment, 
that fall within the scope of Title IX which, among other things, has a specific definition of sexual 
harassment and applies only to sex discrimination occurring against a person in the United States. This 
policy applies to any individual participating in or attempting to participate in the District's education 
programs or activities including students and employees. 
 
 Other District policies and documents address sex-based misconduct and may have different 
definitions, standards of review, and grievance procedures. These documents must be read in conjunction 
with this policy as they may cover incidents of sex-based misconduct not addressed by Title IX. 
 
 If the allegations forming the basis of a formal complaint of sexual harassment, if proven, would 
constitute prohibited conduct under Title IX, then the grievance process outlined in this policy would be 
applied to the investigation and adjudication of all the allegations. Depending on the allegations, additional 
grievance procedures may apply. 
 
 The dismissal of a formal complaint of sexual harassment under Title IX does not preclude action 
under another related District policy, procedure, collective bargaining agreement, or other document such 
as the District's Code of Conduct. 
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What Constitutes Sex Discrimination Including Sexual Harassment 
 
 Title IX prohibits various types of sex discrimination including, but not limited to:  sexual harassment; 
the failure to provide equal athletic opportunity; sex-based discrimination in a District's science, technology, 
engineering, and math (STEM) courses and programs; and discrimination based on pregnancy.  
 
 Under Title IX, sexual harassment includes conduct on the basis of sex that satisfies one or more of 
the following: 
 

a) An employee of the District conditioning the provision of an aid, benefit, or service of the 
District on an individual's participation in unwelcome sexual conduct;  

 
b) Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 

objectively offensive that it effectively denies a person equal access to the District's education 
program or activity;  

 
c) Sexual assault, meaning an offense classified as a forcible or nonforcible sex offense under the 

uniform crime reporting system of the Federal Bureau of Investigation;  
 

d) Dating violence, meaning violence committed by a person: 
 

1. Who is or has been in a social relationship of a romantic or intimate nature with the victim; 
and  

 
2. Where the existence of such a relationship will be determined based on a consideration of 

the following factors: 
 

(a) The length of the relationship; 
 

(b) The type of relationship; 
 

(c) The frequency of interaction between the persons involved in the relationship;  
 

e) Domestic violence, meaning felony or misdemeanor crimes of violence committed by a current 
or former spouse or intimate partner of the victim, by a person with whom the victim shares a 
child in common, by a person who is cohabitating with or has cohabitated with the victim as a 
spouse or intimate partner, by a person similarly situated to a spouse of the victim under the 
domestic or family violence laws of the jurisdiction receiving grant monies, or by any other 
person against an adult or youth victim who is protected from that person's acts under the 
domestic or family violence laws of the jurisdiction; or 
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f) Stalking, meaning engaging in a course of conduct directed at a specific person that would cause 
a reasonable person to: 
1. Fear for his or her safety or the safety of others; or  
2. Suffer substantial emotional distress. 

 
Title IX Coordinator 
 
 The District has designated and authorized the following District employee(s) to serve as its Title IX 
Coordinator(s):  
  
Emily Harvey Scott Costantini 
41 North Street 41 North Street 
Panama, NY 14767 Panama, NY 14767 
(716) 782-4421 (716) 782-4413 
TitleIX_1@pancent.org TitleIX_2@pancent.org 

 
 The Title IX Coordinator(s), who must be referred to as such, will coordinate the District's efforts to 
comply with its responsibilities under Title IX. However, the responsibilities of the Title IX Coordinator(s) 
may be delegated to other personnel.  
 
 Where appropriate, the Title IX Coordinator(s) may seek the assistance of the District's Civil Rights 
Compliance Officer(s) (CRCO(s)) and/or Dignity Act Coordinator(s) (DAC(s)) in investigating, 
responding to, and remedying complaints of sex discrimination, including sexual harassment.  
 
Reporting Allegations of Sex Discrimination 
 
 Any person may report sex discrimination, including sexual harassment, regardless of whether they 
are the alleged victim or not. Reports may be made in person, by using the contact information for the Title 
IX Coordinator, or by any other means that results in the Title IX Coordinator receiving the person's oral 
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 the Title IX Coordinator. 
 
 Reports of sex discrimination may also be made to any other District employee including a supervisor, 
building principal, or the District's CRCO. All reports of sex discrimination, including sexual harassment, 
will be forwarded to the District's Title IX Coordinator. Reports may also be forwarded to other District 
employees depending on the allegations.  
 
 All District employees who witness or receive an oral or written report of sex discrimination must 
immediately inform the Title IX Coordinator. Failure to immediately inform the Title IX Coordinator may 
subject the employee to discipline up to and including termination.  
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 Making a report of sexual harassment is not the same as filing a formal complaint of sexual 
harassment. A formal complaint is a document either filed by a complainant or a parent or legal guardian 
who has a right to act on behalf of the complainant or signed by the Title IX Coordinator which alleges 
sexual harassment against a respondent and requests that the District investigate the allegations. While the 
District must respond to all reports it receives of sexual harassment, the Title IX grievance process is only 
initiated with the filing of a formal complaint. 
 
 In addition to complying with this policy, District employees must comply with any other applicable 
District policy, procedure, collective bargaining agreement, or other document such as the District's Code 
of Conduct. This includes, but is not limited to, Policy #7426 -- Dignity for All Students (DASA) which 
requires District employees to make an oral report promptly to the Superintendent or principal, their 
designee, or the DAC not later than one school day after witnessing or receiving an oral or written report 
of harassment, bullying, and/or discrimination of a student. Two days after making the oral report, DASA 
further requires that the District employee file a written report with the Superintendent or principal, their 
designee, or the DAC. 
 
 If the Title IX Coordinator is unavailable, including due to a conflict of interest or other disqualifying 
reason, the report will be directed to another Title IX Coordinator, if the District has designated another 
individual to serve in that capacity. If the District has not designated another Title IX Coordinator, the 
Superintendent will ensure that another person with the appropriate training and qualifications is appointed 
to act as the Title IX Coordinator. 
 
Grievance Process for Complaints of Sex Discrimination Other than Sexual Harassment  
 
 The District will provide for the prompt and equitable resolution of reports of sex discrimination other 
than sexual harassment. In responding to these reports, the Title IX Coordinator will utilize, as applicable, 
the grievance process set forth in Policy #3221 -- Non-Discrimination and Anti-Harassment in the District 
and any other applicable District policy, procedure, collective bargaining agreement, or other document 
such as the District's Code of Conduct. 
 
Grievance Process for Formal Complaints of Sexual Harassment  
 
 The District will respond to allegations of sexual harassment in a manner that is not deliberately 
indifferent whenever it has actual knowledge of sexual harassment in an education program or activity of 
the District. The District is deliberately indifferent only if its response to sexual harassment is clearly 
unreasonable in light of the known circumstances. For purposes of reports and formal complaints of sexual 
harassment under Title IX, education program or activity includes locations, events, or circumstances over 
which the District exercised substantial control over both the respondent(s) and the context in which the 
sexual harassment occurred. 
 
 The District will follow a grievance process that complies with law and regulation before the 
imposition of any disciplinary sanctions or other actions that are not supportive measures against a 
respondent. 
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 The District will conduct the grievance process in a timely manner designed to provide all parties 
with a prompt and equitable resolution. It is anticipated that, in most cases, the grievance process will be 
conducted within a reasonably prompt manner and follow the time frames established in this policy. 
 
Definitions 
 
a) "Actual knowledge" means notice of sexual harassment or allegations of sexual harassment to a 

District's Title IX Coordinator or any official of the District who has authority to institute corrective 
measures on behalf of the District, or to any District employee. Imputation of knowledge based solely 
on vicarious liability or constructive notice is insufficient to constitute actual knowledge. This 
standard is not met when the only official of the District with actual knowledge is the respondent. The 
mere ability or obligation to report sexual harassment or to inform a student about how to report 
sexual harassment, or having been trained to do so, does not qualify an individual as one who has 
authority to institute corrective measures on behalf of the District. "Notice" as used in this paragraph 
includes, but is not limited to, a report of sexual harassment to the Title IX Coordinator as described 
in this policy. 

 
b) "Complainant" means an individual who is alleged to be the victim of conduct that could constitute 

sexual harassment. 
 
c) "Days" means business days, but excludes any weekday during which the school is closed. 
 
d) "Formal complaint" means a document filed by a complainant or signed by the Title IX Coordinator 

alleging sexual harassment against a respondent and requesting that the District investigate the 
allegation of sexual harassment. At the time of filing a formal complaint, a complainant must be 
participating in or attempting to participate in the education program or activity of the District with 
which the formal complaint is filed. A formal complaint may be filed with the Title IX Coordinator 
in person, by mail, or by email, by using the contact information required to be listed for the Title IX 
Coordinator, and by any additional method designated by the District. As used in this paragraph, the 
phrase "document filed by a complainant" means a document or electronic submission (such as by 
email or through an online portal provided for this purpose by the District) that contains the 
complainant's physical or digital signature, or otherwise indicates that the complainant is the person 
filing the formal complaint. Where the Title IX Coordinator signs a formal complaint, the Title IX 
Coordinator is not a complainant or otherwise a party, and must comply with the requirements of law 
and regulation. 

 
e) "Respondent" means an individual who has been reported to be the perpetrator of conduct that could 

constitute sexual harassment. 
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f) "Supportive measures" means non-disciplinary, non-punitive individualized services offered as 

appropriate, as reasonably available, and without fee or charge to the complainant or the respondent 
before or after the filing of a formal complaint or where no formal complaint has been filed. These 
measures are designed to restore or preserve equal access to the District's education program or 
activity without unreasonably burdening the other party, including measures designed to protect the 
safety of all parties or the District's educational environment, or deter sexual harassment. Supportive 
measures may include counseling, extensions of deadlines or other course-related adjustments, 
modifications of work or class schedules, campus escort services, mutual restrictions on contact 
between the parties, changes in work or housing locations, leaves of absence, increased security and 
monitoring of certain areas of the campus, and other similar measures. The District must maintain as 
confidential any supportive measures provided to the complainant or respondent, to the extent that 
maintaining such confidentiality would not impair the ability of the District to provide the supportive 
measures. The Title IX Coordinator is responsible for coordinating the effective implementation of 
supportive measures. 

 
General Requirements for the Investigative and Grievance Process 
 
 During the investigation of a formal complaint and throughout the grievance process, the District will 
ensure that: 
 

 a) Complainants and respondents are treated equitably. This includes applying any provisions, 
rules, or practices incorporated into the District's grievance process, other than those required 
by law or regulation, equally to both parties. 

 
 b) All relevant evidence is objectively evaluated, including both inculpatory and exculpatory 

evidence. Inculpatory evidence implicates or tends to implicate an individual in a crime or 
wrongdoing. Exculpatory evidence frees or tends to free an individual from blame or 
accusation. 

 
c) The Title IX Coordinator, investigator, decision-maker involved in the grievance process, or 

any person designated by the District to facilitate any informal resolution process does not have 
a conflict of interest or bias for or against complainants or respondents generally or an individual 
complainant or respondent. 

 
d) Respondents are presumed not to be responsible for the alleged conduct until a determination 

regarding responsibility is made at the conclusion of the grievance process. 
 

e) The grievance process, including any appeals or informal resolutions, is concluded within a 
reasonably prompt time frame and that the process is only temporarily delayed or extended for 
good cause. Good cause includes, but is not limited to, considerations such as the absence of a 
party, a party's advisor, or a witness; concurrent law enforcement activity; or the need for 
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language assistance or accommodation of disabilities. Whenever the time frame is temporarily 
delayed or extended, written notice will be provided to all complainants and respondents of the 
delay or extension and the reasons for the action.  

 
f) The range of possible disciplinary sanctions and remedies that may be implemented by the 

District following any determination regarding responsibility are described to any known party. 
 

 g) The same standard of evidence is used to determine responsibility in all formal complaints. 
 

h) The procedures and permissible bases for an appeal are known to all complainants and 
respondents. 

 
 i) The range of supportive measures available are known to all complainants and respondents. 

 
 j) There is no requirement, allowance of, reliance on, or otherwise use of questions or evidence 

that constitute, or seek disclosure of, information protected under a legally recognized privilege, 
unless the person holding the privilege has waived the privilege. 

 
k) The burden of proof and the burden of gathering evidence sufficient to reach a determination 

regarding responsibility rests on the District and not on the parties. 
 

l) The Title IX Coordinator, the investigator, any decision-maker, or any other person 
participating on behalf the District does not access, consider, disclose, or otherwise use a party's 
records that are made or maintained by a physician, psychiatrist, psychologist, or other 
recognized professional or paraprofessional acting in the professional's or paraprofessional's 
capacity, or assisting in that capacity, and which are made and maintained in connection with 
the provision of treatment to the party, unless the District obtains that party's voluntary, written 
consent to do so for the grievance process. If the party is not an eligible student, as defined in 
FERPA as a student who has reached 18 years of age or is attending a post-secondary institution, 
the District will obtain the voluntary, written consent of a parent. 

 
m) The parties have an equal opportunity to present witnesses, including fact and expert witnesses, 

and other inculpatory and exculpatory evidence. 
 

 n) Credibility determinations are not be based on a person's status as a complainant, respondent, 
or witness. 

 
o) The ability of either party to discuss the allegations under investigation or to gather and present 

relevant evidence is not restricted. 
 

p) The parties are provided with the same opportunities to have others present during any 
grievance proceeding, including the opportunity to be accompanied to any related meeting or 
proceeding by the advisor of their choice, who may be, but is not required to be, an attorney, 
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and not limit the choice or presence of advisor for any complainant or respondent in any meeting 
or grievance proceeding. However, the District may establish restrictions regarding the extent 
to which the advisor may participate in the proceedings, as long as the restrictions apply equally 
to both parties. 

 
q) Written notice of the date, time, location, participants, and purpose of all hearings, investigative 

interviews, or other meetings, is provided to any party whose participation is invited or expected 
with sufficient time for the party to prepare to participate. 

 
r) The parties are provided with equal opportunity to inspect and review any evidence obtained as 

part of the investigation that is directly related to the allegations raised in a formal complaint, 
including the evidence upon which the District does not intend to rely on in reaching a 
determination regarding responsibility and inculpatory or exculpatory evidence whether 
obtained from a party or other source, so that each party can meaningfully respond to the 
evidence prior to conclusion of the investigation.  

 
s) Any document sent to a minor or legally incompetent person is also sent to the party's parent or 

legal guardian. 
 

t) Any document sent to a party is also sent to the party's advisor, if known. 
 
After a Report of Sexual Harassment Has Been Made 
 
 After receiving a report of sexual harassment, the Title IX Coordinator will: 
 

a) Promptly contact the complainant to discuss and offer supportive measures;  
 

b) Inform the complainant both of the range of supportive measures available and that these 
measures are available regardless of whether a formal complaint is filed;  

 
c) Consider the complainant's wishes with respect to supportive measures; and 

 
d) Explain to the complainant the process for filing a formal complaint. 

 
 The Title IX Coordinator may also contact the respondent to discuss and/or impose supportive 
measures. 
 
 Requests for confidentiality or use of anonymous reporting may limit how the District is able to 
respond to a report of sexual harassment.  
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Emergency Removal and Administrative Leave  
 
 At any point after receiving a report or formal complaint of sexual harassment, the District may 
immediately remove a respondent from the District's education program or activity on an emergency basis, 
provided that the District: 
 
 a) Undertakes an individualized safety and risk analysis; 
 
 b) Determines that an immediate threat to the physical health or safety of any student or other 

individual arising from the allegations of sexual harassment justifies removal; and 
 
 c) Provides the respondent with notice and an opportunity to challenge the decision immediately 

following the removal. 
 
 The District should coordinate their Title IX compliance efforts with special education staff when 
initiating an emergency removal of a student with a disability from an education program or activity as the 
removal could constitute a change of placement under the IDEA or Section 504.  
 
 The District may place a non-student employee respondent on administrative leave with or without 
pay during the pendency of the grievance process in accordance with law and regulation and any applicable 
District policy, procedure, collective bargaining agreement, or other document such as the District's Code 
of Conduct.  
 
Filing a Formal Complaint 
 
 A complainant may file a formal complaint with the Title IX Coordinator in person or by mail, email, 
or other method made available by the District. The complainant must be participating in or attempting to 
participate in the education program or activity of the District at the time of filing the complaint. The filing 
of a formal complaint initiates the grievance process.  
 
 A formal complaint must be signed by the complainant, the complainant's parent or legal guardian as 
appropriate, or the Title IX Coordinator. Where a parent or legal guardian signs the complaint, the parent 
or legal guardian does not become the complainant; rather the parent or legal guardian acts on behalf of the 
complainant. The Title IX Coordinator may sign the formal complaint, but his or her signature does not 
make him or her a complainant or a party to the complaint. If the formal complaint is signed by the Title 
IX Coordinator, the Title IX Coordinator is still obligated to comply with the grievance process outlined in 
this policy.  
 
 The complainant, or the complainant's parent or legal guardian, must physically or digitally sign the 
formal complaint, or otherwise indicate that the complainant is the person filing the formal complaint. When 
a formal complaint is filed, the Title IX Coordinator must send a written notice of allegations to all parties 
which includes the identities of all known parties. 
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 The District will not discriminate on the basis of sex in its treatment of a complainant or a respondent 
in responding to a formal complaint of sexual harassment.  
 
 The formal complaint form may be obtained from the District's Title IX Coordinator or found on the 
District's website. 
 
Consolidation of Formal Complaints 
 
 The District may consolidate formal complaints of sexual harassment against more than one 
respondent, or by more than one complainant against one or more respondents, or by one party against the 
other party, where the allegations of sexual harassment arise out of the same facts or circumstances.  
 
Written Notice of Allegations  
 
 Upon receipt of a formal complaint, the District will send all known parties written notice of: 
 

a) The District's grievance process, including any informal resolution process; and  
 

b) The allegations of sexual harassment which will: 
 

1. Provide sufficient details known at the time and sufficient time to prepare a response 
before any initial interview. Sufficient details include the identities of the parties involved 
in the incident, if known, the conduct allegedly constituting sexual harassment, and the 
date and location of the alleged incident, if known; 

 
2. State that the respondent is presumed not to be responsible for the alleged conduct and 

that a determination regarding responsibility is made at the conclusion of the grievance 
process; 

 
3. Inform the parties that they may have an advisor of their choice, who may be, but is not 

required to be, an attorney; 
 

4. Inform the parties that they may inspect and review any evidence obtained as part of the 
investigation that is directly related to the allegations raised in the formal complaint; and 

 
5. Include notice of any provision in any applicable District policy, procedure, collective 

bargaining agreement, or other document such as the District's Code of Conduct that 
prohibits knowingly making false statements or knowingly submitting false information 
during the grievance process.  

 
 If, in the course of an investigation, the District decides to investigate allegations about any 
complainant or respondent that were not included in the initial notice, the District will provide another 
notice of the additional allegations to the parties whose identities are known. 
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Investigation of a Formal Complaint 
 
 The Title IX Coordinator will oversee the District's investigation of all formal complaints. During the 
investigation of a formal complaint, the Title IX Coordinator or another District employee may serve as the 
District's investigator. The District may also outsource all or part of an investigation to appropriate third 
parties. The outsourcing of all or part of an investigation does not relieve the District from its obligation to 
comply with law and regulation. 
 
 It is anticipated that most investigations will be completed within 15 days after receiving a formal 
complaint.  
 
 During the investigation of a formal complaint, the investigator will, as appropriate: 
 

a) Collect, review, and preserve all evidence including, but not limited to, any relevant documents, 
videos, electronic communications, and phone records. 

 
b) Interview all relevant persons including, but not limited to, any complainants, respondents, and 

witnesses. Interviews of complainants and respondents will be conducted separately. If a student 
is involved, the District will follow any applicable District policy, procedure, or other document 
such as the District's Code of Conduct regarding the questioning of students. 

 
c) Create written documentation of the investigation (such as a letter, memo, or email), which 

contains the following: 
 

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; and 
 

4. A summary of prior relevant incidents, reported or unreported. 
 

d) Keep any written documentation and associated documents in a secure and confidential 
location.  

 
 Prior to completion of the investigative report, the District will send to each party and the party's 
advisor, if any, the evidence subject to inspection and review in an electronic format or a hard copy. The 
parties will have at least ten days to submit a written response, which the investigator will consider prior to 
completion of the investigative report. 
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 At the end of the investigation, an investigative report will be created that fairly summarizes all 
relevant evidence. 
 
 At least ten days prior to a hearing or other determination regarding responsibility, the investigative 
report will be sent to each party and the party's advisor, if any, in an electronic format or a hard copy, for 
their review and written response. 
 
Dismissal of a Formal Complaint 
 
 The District must investigate the allegations in a formal complaint. The District must dismiss a formal 
complaint under Title IX if the conduct alleged: 
 
 a) Would not constitute sexual harassment even if proven; 
 
 b) Did not occur in the District's education program or activity; or 
 
 c) Did not occur against a person in the United States. 
 
 Further, the District may dismiss a formal complaint or any of its allegations under Title IX, if at any 
time during the investigation or hearing: 
 

a) A complainant notifies the Title IX Coordinator in writing that the complainant would like to 
withdraw the formal complaint or any of its allegations; 

 
b) The respondent is no longer enrolled or employed by the District; or 

 
c) Specific circumstances prevent the District from gathering evidence sufficient to reach a 

determination as to the formal complaint or any of its allegations. 
 
 Upon a dismissal of a formal complaint, the District must promptly send written notice of the 
dismissal and reason(s) for the dismissal simultaneously to the parties. 
 

The dismissal of a formal complaint under Title IX does not preclude action under another related 
District policy, procedure, collective bargaining agreement, or other document such as the District's Code 
of Conduct.  
 
Informal Resolutions 
 
 Before reaching a determination regarding responsibility, but only after a formal complaint is filed, 
the District may offer and facilitate the use of an informal resolution process, such as mediation, that does 
not involve a full investigation and adjudication of the formal complaint. 
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 It is anticipated that most informal resolutions will be completed within 15 days. 
 
 The District will not require that parties participate in an informal resolution process. The District will 
not offer or facilitate an informal resolution process to resolve allegations that an employee sexually 
harassed a student. Further, the District will not require the waiver of the right to an investigation and 
adjudication of formal complaints of sexual harassment as a condition of enrollment or continuing 
enrollment, or employment or continuing employment, or enjoyment of any other right. 
 
 If the District offers and facilitates the use of an informal resolution process, it will: 
 

a) Provide written notice to all known parties which details: 
 

1. The allegations in the formal complaint; 
 

2. The requirements of the informal resolution process including the circumstances under 
which it precludes the parties from resuming a formal complaint arising from the same 
allegations, provided, however, that at any time prior to agreeing to a resolution, any party 
has the right to withdraw from the informal resolution process and resume the grievance 
process with respect to the formal complaint; 

 
3. Any consequences resulting from participating in the informal resolution process, 

including the records that will be maintained or could be shared; and 
 

b) Obtain the parties' voluntary, written consent to the informal resolution process. 
 
Hearings and Determination Regarding Responsibility  
 
 The District will designate an individual decision-maker or a panel of decision-makers to issue a 
written determination regarding responsibility. A decision-maker can either be a District employee or, 
where appropriate, a third-party. They cannot be the same individual as either the Title IX Coordinator or 
the investigator(s). 
 
 The District's grievance process may, but is not required to, provide for a hearing. The determination 
as to whether a hearing will be provided will be made on a case-by-case basis. If a hearing is provided, the 
District will make all evidence subject to the parties' inspection and review available to give each party 
equal opportunity to refer to this evidence during the hearing, including for purposes of cross-examination. 
 
With or without a hearing, before reaching a determination regarding responsibility, the decision-maker(s) 
will afford each party the opportunity to: 
 
 a) Submit written, relevant questions that a party wants asked of any party or witness within 5 days 

after the parties have received the investigative report;  
 
 

(Continued) 



  

POLICY 
2023 3421 

14 of 19 
 
Community Relations 

SUBJECT: TITLE IX AND SEX DISCRIMINATION  (Cont'd.) 
 
 b) Provide each party with the answers given by any party or witness within 5 days of receiving 

the questions; and  
 
 c) Allow for additional, limited follow-up questions and responses from each party to occur within 

3 days after the parties have received responses to their initial questions.  
 
 Questions and evidence about a complainant's sexual predisposition or prior sexual behavior will not 
be considered, unless the questions and evidence about the complainant's prior sexual behavior are offered 
to prove that someone other than the respondent committed the conduct alleged by the complainant, or if 
the questions and evidence concern specific incidents of the complainant's prior sexual behavior with 
respect to the respondent and are offered to prove consent. The decision-maker(s) will explain to the party 
proposing the questions any decision to exclude a question as not relevant. 
 
 The decision-maker(s) will issue a written determination regarding responsibility to the Title IX 
Coordinator, the Superintendent, and all parties simultaneously within 10 days after all follow-up questions 
have been responded to or after the hearing, if one has been provided.  
 

To reach this determination, the decision-maker(s) will use the preponderance of the evidence 
standard which is the standard of evidence that will be applied in all formal complaints of sexual 
harassment. This standard is understood to mean that the party with the burden of persuasion must prove 
that a proposition is more probably true than false meaning a probability of truth greater than 50 percent.  

 
The written notice of the determination regarding responsibility will include: 
 

a) Identification of the allegations potentially constituting sexual harassment;  
 

b) A description of the procedural steps taken from the receipt of the formal complaint through the 
determination, including any notifications to the parties, interviews with parties and witnesses, 
site visits, methods used to gather other evidence, and hearings held; 

 
c) Findings of fact supporting the determination; 

 
d) Conclusions regarding the application of any applicable District policy, procedure, collective 

bargaining agreement, or other document such as the District's Code of Conduct to the facts;  
 

e) A statement of, and rationale for, the result as to each allegation, including a determination 
regarding responsibility, any disciplinary sanctions the District is imposing on the respondent, 
and whether remedies designed to restore or preserve equal access to the District's education 
program or activity will be provided by the District to the complainant; and 
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f) The District's procedures and permissible bases for the complainant and respondent to appeal. 
 
 
Finality of Determination Regarding Responsibility 
 
 The determination regarding responsibility becomes final either on the date that the District provides 
the parties with the written determination of the result of the appeal, if an appeal is filed, or if an appeal is 
not filed, the date on which an appeal would no longer be considered timely. 
 
 Where a determination regarding responsibility for sexual harassment has been made against the 
respondent, remedies will be provided to a complainant and disciplinary sanctions may be imposed on a 
respondent. Remedies will be designed to restore or preserve equal access to the District's education 
program or activity. Remedies and disciplinary sanctions will be implemented in accordance with 
applicable laws and regulations, as well as any District policy, procedure, collective bargaining agreement, 
or other document such as the District's Code of Conduct.  
 
 The Title IX Coordinator is responsible for the effective implementation of any remedies and/or 
disciplinary sanctions. The Title IX Coordinator will work with other individuals as necessary to effectively 
implement remedies and/or disciplinary sanctions.  
 
Appeals  
 
 Either party may file an appeal from a determination regarding responsibility or from the District's 
dismissal of a formal complaint or any of its allegations. Appeals must be submitted in writing to the Title 
IX Coordinator within 5 days of the written notice of the determination regarding responsibility or dismissal 
of the formal complaint or any of its allegations.  
 
 An appeal may only be based upon one or more of the following bases: 
 

 a) Procedural irregularity that affected the outcome of the matter; 
 

 b) New evidence that was not reasonably available at the time the determination regarding 
responsibility or dismissal was made, that could affect the outcome of the matter; and 

 
 c) The Title IX Coordinator, investigator, or decision-maker(s) had a conflict of interest or bias for 

or against complainants or respondents generally or the individual complainant or respondent 
that affected the outcome of the matter. 

 
 The bases on which a party is seeking an appeal should be specifically stated in the party's written 
appeal. 
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 Upon receipt of an appeal, the District will: 
 

a) Notify the other party in writing that an appeal has been filed and implement appeal procedures 
equally for both parties; 

 
 b) Ensure that any decision-maker for the appeal: 

 
1. Is not the same person as any decision-maker that reached the initial determination 

regarding responsibility or dismissal, investigator, or Title IX Coordinator; 
 

2. Does not have any conflict of interest or bias for or against complainants or respondents 
generally or an individual complainant or respondent; 

 
 c) Give all parties a reasonable, equal opportunity to submit a written statement in support of, or 

challenging, the outcome. Parties will have to submit these written statements within 10 days 
after the parties have been notified of the appeal;  

 
d) Issue a written decision describing the result of the appeal and the rationale for the result; and 

 
 e) Provide the written decision simultaneously to the Title IX Coordinator, the Superintendent, 

and all parties within 10 days after receiving the parties written statements in support of, or 
challenging, the outcome.  

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

The District prohibits retaliation against any individual for the purpose of interfering with his or her 
Title IX rights or because the individual made a report or complaint, testified, assisted, or participated or 
refused to participate in an investigation, proceeding, or hearing under Title IX.  
 

Charging an individual with Code of Conduct or other applicable violations that do not involve sex 
discrimination, including sexual harassment, but arise out of the same facts or circumstances as a report or 
complaint of sex discrimination for the purpose of interfering with any right or privilege secured by Title 
IX, constitutes retaliation. Charging an individual with a Code of Conduct or other applicable violation for 
making a materially false statement in bad faith during a grievance proceeding does not constitute 
retaliation, provided, however, that a determination regarding responsibility, alone, is not sufficient to 
conclude that any party made a materially false statement in bad faith.  
 

All complaints alleging retaliation will be handled in a manner consistent with the District's policies 
and procedures regarding the investigation of discrimination and harassment complaints, including Policy 
#3221 -- Non-Discrimination and Anti-Harassment in the District. 
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 If the Title IX Coordinator is unavailable, including due to a conflict of interest or other disqualifying 
reason, the report will be directed to another Title IX Coordinator, if the District has designated another 
individual to serve in that capacity. If the District has not designated another Title IX Coordinator, the 
Superintendent will ensure that another person with the appropriate training and qualifications is appointed 
to act as the Title IX Coordinator. 
 
Confidentiality 
 
 Except where disclosure may be permitted or required by law or regulation, the District will keep 
confidential the identity of any: 
 
 a) Individual who has made a report or complaint of sex discrimination; 
 
 b) Individual who has made a report or filed a formal complaint of sexual harassment; 
 
 c) Complainant; 
 
 d) Individual who has been reported to be the perpetrator of sex discrimination; 
 
 e) Respondent; and 
 
 f) Witness. 
 
Training 
 
 The District will ensure that:  
 
 a) All Title IX Coordinators, investigators, decision-makers, or persons who facilitate an informal 

resolution process receive training on: 
 

 1. The definition of sexual harassment as defined in Title IX; 
 

 2. The scope of the District's education program or activity; 
 

 3. How to conduct an investigation and grievance process including hearings, appeals, and 
informal resolution processes, as applicable; and 

 
 4. How to serve impartially, including by avoiding prejudgment of the facts at issue, 

conflicts of interest, and bias. 
 
 b) All decision-makers receive training on any technology to be used at a live hearing and on issues 

of relevance of questions and evidence, including when questions and evidence about a 
complainant's sexual predisposition or prior sexual behavior are not relevant. 

 
(Continued) 
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 c) All investigators receive training on issues of relevance to create an investigative report that 

fairly summarizes relevant evidence. 
 
 d) All District employees receive training on mandatory reporting obligations and any other 

responsibilities that they may have relative to Title IX. 
 
 Materials used to train Title IX Coordinators, investigators, decision-makers, and any person who 
facilitates an informal resolution process will not rely on sex stereotypes and will promote impartial 
investigations and adjudications of formal complaints of sexual harassment. Training materials will be 
made publicly available on the District's website. 
 
Notification 
 
 The District will notify students, parents or legal guardians of students, employees, applicants for 
employment, and all unions or professional organizations holding collective bargaining or professional 
agreements with the District of this policy. 
 
 Further, the District will prominently publish this policy and the contact information for the Title IX 
Coordinator(s) on its website and in other publications, including in each handbook or catalog that it makes 
available to the individuals and entities referenced above. 
 
Recordkeeping  
 
 For a period of seven years, the District will retain the following: 
 
 a) Records of each sexual harassment investigation including any: 
 

1. Determination regarding responsibility; 
 

2. Audio or audiovisual recording or transcript required under law or regulation; 
 

3. Disciplinary sanctions imposed on the respondent; and 
 

4. Remedies provided to the complainant designed to restore or preserve equal access to the 
District's education program or activity. 

 
b) Any appeal and its result. 

 
 c) Any informal resolution and its result. 

 
 d) All materials used to train Title IX Coordinators, investigators, decision-makers, and any person 

who facilitates an informal resolution process. 
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 e) For each response to sexual harassment where the District had actual knowledge of sexual 
harassment in its education program or activity against a person in the United States, records of 
any actions, including any supportive measures, taken in response to a report or formal 
complaint of sexual harassment. In each instance, the District must document the basis for its 
conclusion that its response was not deliberately indifferent, and document that it has taken 
measures designed to restore or preserve equal access to the District's education program or 
activity. If a District does not provide a complainant with supportive measures, then the District 
must document the reasons why such a response was not clearly unreasonable in light of the 
known circumstances. The documentation of certain bases or measures does not limit the 
District in the future from providing additional explanations or detailing additional measures 
taken. 

 
 
 
 
 
 
20 USC § 1092(f)(6)(A)(v) 
20 USC § 1681, et. seq. 
34 USC § 12291(a)(8, 10, and 30) 
34 CFR Part 106 
Education Law § 13 
8 NYCRR § 100.2(kk) 
 
 
 
 
 
NOTE: Refer also to Policies #3221 -- Non-Discrimination and Anti-Harassment in the District 

#6121 -- Sexual Harassment in the Workplace 
#7426 -- Dignity for All Students 
District Code of Conduct 

 
 
 
 
 
 
 
 
 
 
 
 
Board Approval 8/21/23 
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Whenever the District has funds (including operating funds, reserve funds, and proceeds of 
obligations) that exceed those necessary to meet current expenses, the Board will authorize the Treasurer 
to invest these funds in accordance with all applicable laws and regulations and in conformity with the 
guidelines established by this policy. 
 
Objectives 
 

The objectives of this investment policy are four-fold: 
 

a) Investments will be made in a manner so as to safeguard the funds of the District. 
 

b) Bank deposits will be made in a manner so as to safeguard the funds of the District. 
 

c) Investments will be sufficiently liquid so as to allow funds to be available as needed to meet 
the obligations of the District. 

 
d) Funds will be invested in such a way as to earn the maximum yield possible given the first 

three investment objectives. 
 
Authorization 
 

The authority to deposit and invest funds is delegated to the Treasurer. These functions will be 
performed in accordance with the applicable sections of the General Municipal Law and the Local 
Finance Law of the State of New York. 
 

The Treasurer may invest funds in the following eligible investments: 
 

a) Obligations of the State of New York. 
 

b) Obligations of the United States Government, or any obligations for which principal and 
interest are fully guaranteed by the United States Government. 

 
c) Time Deposit Accounts placed in a commercial bank authorized to do business in the State of 

New York, providing the account is collateralized as required by law. (Banking Law Section 
237(2) prohibits a savings bank from accepting a deposit from a local government. This also 
applies to savings and loan associations.) 

 
d) Transaction accounts (demand deposits) both interest bearing and non-interest bearing that do 

not require notice of withdrawal placed in a commercial bank authorized to do business in the 
State of New York, providing the account is collateralized as required by law. 
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e) Certificates of Deposits placed in a commercial bank authorized to do business in the State of 
New York providing the Certificates are collateralized as required by law. 

 
1. Deposits in excess of the amount insured by the Federal Deposit Insurance Corporation 

will be secured in accordance with subdivision 3 of the General Municipal Law Section 
10. 

 
2. The District may, in its discretion, authorize the bank designated for the deposit of 

District funds to arrange for the redeposit of such funds in one or more banking 
institutions, for the account of the District, through a deposit placement that meets the 
conditions set forth in General Municipal Law Section 10(2)(a)(ii). 

 
f) Securities purchased pursuant to a Repurchase Agreement whereby one party purchases 

securities from a second party and the second party agrees to repurchase those same securities 
on a specific future date at an agreed rate of return (the interest rate). 

 
Implementation 
 

Using the policy as a framework, regulations and procedures shall be developed which reflect: 
 

a) A list of authorized investments; 
 

b) Procedures including a signed agreement to ensure the District's financial interest in 
investments; 

 
c) Standards for written agreements consistent with legal requirements; 

 
d) Procedures for the monitoring, control, deposit and retention of investments and collateral 

which will be done at least once a month; 
 

e) Standards for security agreements and custodial agreements consistent with legal 
requirements; 

 
f) Standards for diversification of investments including diversification as to type of 

investments, and firms and banks with whom the District transacts business; and 
 

g) Standards for qualification of investment agents which transact business with the District 
including, at minimum, the Annual Report of the Trading Partner. 

 
This policy will be reviewed and re-adopted at least annually or whenever new investment 

legislation becomes law, as staff capabilities change, or whenever external or internal issues warrant 
modification. 
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Education Law Sections 1604-a, 1723-a, 2503(1), and 3652 
General Municipal Law Sections 10, 11, and 39 
Local Finance Law Section 165.00 
Public Authorities Law Section 2925 
 
 
Revised and Board of Education Approval 6/03/96; 1/22/24 

















 

 

 

POLICY 
2023 5410 

1 of 2 
 

                         Non-Instructional/Business 
Operations 

SUBJECT: PURCHASING:  COMPETITIVE BIDDING AND OFFERING 
 
 Except as otherwise provided by law, all contracts for public work involving an expenditure of 
more than $35,000 and all purchase contracts involving an expenditure of more than $20,000 will be 
awarded by the District to the lowest responsible bidder furnishing the required security after 
advertisement for sealed bids. However, the District may, in its discretion, award purchase contracts on 
the basis of "best value" to a responsive and responsible bidder or offerer, provided the Board has 
authorized this action by rule, regulation, or resolution adopted at a public meeting. 
 
 No bid or offer will be accepted that does not conform to specifications furnished unless those 
specifications are waived by Board action. The District may, in its discretion, reject all bids or offers and 
readvertise for new bids or offers in a manner consistent with New York State law. 
 
 All contracts requiring public advertising and competitive bidding or offering will be awarded by 
resolution of the Board. 
 

Except as authorized by law, no Board member or employee of the District will have an interest in 
any contract entered into by the District. 
 
Standardization 
 
 Upon the adoption of a standardization resolution by a vote of at least 3/5 of all Board members, 
purchase contracts for a particular type or kind of equipment, materials, or supplies of more than $20,000 
may be awarded by the Board to the lowest responsible bidder or offerer furnishing the required security 
after advertisement for sealed bids in the manner provided in law. This resolution must state that, for 
reasons of efficiency or economy, there is a need for standardization and must contain a full explanation 
of those reasons. Upon the adoption of a valid standardization resolution, the District may provide in its 
specifications for a particular make or brand to the exclusion of others.  
 
"Piggybacking" Exception to Competitive Bidding 
 
 The District may, in its discretion, purchase certain goods and services (apparatus, materials, 
equipment, and supplies) at costs beyond the above-referenced thresholds through the use of contracts let 
by the United States or any agency thereof, any state, and any county, political subdivision, or district of 
any state.  
 
 This method of procurement is permitted on contracts issued by other governmental entities, 
provided that the original contract: 
 

a) Has been let by the United States or any agency thereof, any state (including New York State) 
or any other political subdivision or district; 
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POLICY 
2023 5410 

2 of 2 
 

                         Non-Instructional/Business 
Operations 

SUBJECT: PURCHASING:  COMPETITIVE BIDDING AND OFFERING  (Cont'd.) 
 

b) Was made available for use by other governmental entities and agreeable with the contract 
holder; and 

 
c) Was let in a manner that constitutes competitive bidding consistent with New York State law, 

or was awarded on the basis of best value, and is not in conflict with other New York State 
laws. 

 
 
 
General Municipal Law Articles 5-A and 18  
State Finance Law Sections 162, 163, and 163-b 
Education Law Section 305(14)(g) 
 
 
 
 
 
NOTE: Refer also to Policies #5411 -- Procurement of Goods and Services 

#5412 -- Alternative Formats for Instructional Materials 
#5413 -- Procurement:  Uniform Grant Guidance for Federal Awards 

 
 
 
 
 
 
 
 
 
 
 
 
 
Board of Education Approval: 3/20/23 
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SUBJECT: PROCUREMENT OF GOODS AND SERVICES 
 
Purchasing Authority 
 

The District's purchasing activities will be part of the responsibilities of the Business Office, under 
the general supervision of the Purchasing Agent designated by the Board. The Purchasing Agent is 
authorized to enter into cooperative bidding and cooperative purchasing arrangements to meet the various 
needs of the District. No contracts for goods and services will be made by individuals or organizations in 
the school that involve expenditures without first securing approval for the contract from the Purchasing 
Agent. 
 

Except as authorized by law, no Board member or employee of the District will have an interest in 
any contract entered into by the District. 
 
Purchasing Process 
 

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

a) Assure the prudent and economical use of public moneys in the best interests of the taxpayer; 
 

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

 
c) Guard against favoritism, improvidence, extravagance, fraud, and corruption. 

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

 
a) Prescribe a process for determining whether a procurement of goods and services is subject to 

competitive bidding and if it is not, documenting the basis for such determination; 
 

b) With certain exceptions, provide that alternative proposals or quotations for goods and 
services will be secured by use of written request for proposals, written quotations, verbal 
quotations, or any other method of procurement which furthers the purposes of General 
Municipal Law Section 104-b; 

 
c) Set forth when each method of procurement will be utilized; 

 
d) Require adequate documentation of actions taken with each method of procurement; 

 
e) Require justification and documentation of any contract awarded to other than the lowest 

responsible dollar offer, stating the reasons; 
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f) Set forth any circumstances when, or the types of procurement for which, the solicitation of 
alternative proposals or quotations will not be in the best interest of the District; and 

 
g) Identify the individual or individuals responsible for purchasing and their respective titles. 

This information will be updated biennially. 
 

Any unintentional failure to fully comply with these provisions will not be grounds to void action 
taken or give rise to a cause of action against the District or any District employee. 
 
 The District will develop administrative regulations to establish procedures for the procurement of 
goods and services. 
 
Professional Services 
 
 Professional services are generally those services that require specialized skills, training, 
professional judgment, expertise, and creativity. Examples include attorneys, architects, and engineers. 
The procurement of professional services falls within an exception to competitive bidding. In order to 
procure professional services, the District will use the request for proposals (RFP) process as set forth in 
General Municipal Law in order to protect the District's interests and to avoid the appearance of 
favoritism or impropriety. Although not necessarily bound to select the lowest bidder in response to its 
RFP, the District will adequately document its selection process to demonstrate its economical and 
prudent use of public monies and to ensure fair competition. 
 
 
 
Education Law Sections 1604, 1709, 1950, 2503, 2554, and 3602 
General Municipal Law Articles 5-A and 18  
General Municipal Law Sections 104-b and 119-o 
 
 
 
 
 
NOTE: Refer also to Policies #5410 -- Purchasing:  Competitive Bidding and Offering 

#5412 -- Alternative Formats for Instructional Materials 
#5413 -- Procurement:  Uniform Grant Guidance for Federal Awards 

 
 
 
 
 
 
 
Board of Education Approval 3/20/23 
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SUBJECT: ALTERNATIVE FORMATS FOR INSTRUCTIONAL MATERIALS 
 
 Preference in the purchase of instructional materials will be given to vendors who agree to 
provide materials in a usable alternative format (i.e., any medium or format, other than a traditional 
print textbook, for presentation of instructional materials that is needed as an accommodation for each 
student with a disability, including students requiring Section 504 Accommodation Plans, enrolled in 
the School District). Alternative formats include, but are not limited to, Braille, large print, open and 
closed captioned, audio, or an electronic file in an approved format as defined in Commissioner's 
Regulations. 
 
 The District has adopted the National Instructional Materials Accessibility Standard (NIMAS) to 
ensure that curriculum materials are available in a usable alternative format for students with 
disabilities. The District will be responsible to ensure that each student who requires instructional 
materials in an alternate format will receive it in a timely manner and in a format that meets NIMAS 
standards.  
 

The District will establish a plan to ensure that instructional materials in a usable alternative 
format for each student with a disability (including students requiring Section 504 Accommodation 
Plans) are based upon the student's educational needs and course selections, and will be available at 
the same time as such instructional materials are available to non-disabled students. 
 

Such Plan will: 
 

a) Ensure that the District gives a preference in the purchase of instructional materials it has 
selected for its students to those vendors who agree to provide such instructional materials 
in alternative formats; 

 
b) Specify when an electronic file is provided, how the format will be accessed by students 

and/or how the District will convert to an accessible format; 
 

c) Specify the process to be used when ordering materials to identify the needs of students 
with disabilities residing in the District for alternative format materials; 

 
d) Specify ordering timelines to ensure that alternative format materials are available at the 

same time as regular format materials are available; and 
 

e) Include procedures so that when students with disabilities move into the School District 
during the school year, the process to obtain needed materials in alternative formats for 
such students is initiated without delay. 

 
 
 
20 USC Section 1474(e)(3)(B) 
8 NYCRR Sections 200.2(b)(10), 200.2(c)(2) and 200.2(i) 
 
Board of Education Approval 12/17/18 
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SUBJECT: PROCUREMENT:  UNIFORM GRANT GUIDANCE FOR FEDERAL AWARDS 
 

The District will follow all applicable requirements in the Uniform Grant Guidance (2 CFR Part 
200) whenever it procures goods or services using federal grant funds awarded through formula and/or 
discretionary grants, including funds awarded by the United States Department of Education as grants 
or funds awarded to a pass-through entity, such as the New York State Education Department, for 
subgrants.  
 
Uniform Grant Guidance Requirements  
 

Under the Uniform Grant Guidance, the District will, among other things: 
 

a) Use its own documented procurement procedures which reflect applicable state, local and 
tribal laws and regulations, provided that the procurements conform to applicable federal law 
and the standards identified in the Uniform Grant Guidance. 

 
b) Establish and maintain effective internal controls that provide reasonable assurance that the 

District is managing the federal award in compliance with federal statutes, regulations, and 
the terms and conditions of the federal award. Internal controls means a process, 
implemented by the District, designed to provide reasonable assurance regarding the 
achievement of objectives in the following categories:  

 
1. Effectiveness and efficiency of operations; 
 
2. Reliability of reporting for internal and external use; and 
 
3. Compliance with applicable laws and regulations. 

 
c) Comply with federal statutes, regulations, and the terms and conditions of the federal awards. 
 
d) Evaluate and monitor the District's compliance with statutes, regulations, and the terms and 

conditions of federal awards. 
 
e) Take prompt action when instances of noncompliance are identified including 

noncompliance identified in audit findings. 
 
f) Take reasonable measures to safeguard protected personally identifiable information and 

other information the federal awarding agency or pass-through entity designates as sensitive 
or the District considers sensitive consistent with applicable federal, state, local, and tribal 
laws regarding privacy and obligations of confidentiality. 

 
g) Maintain oversight to ensure contractors perform in accordance with the terms, conditions, 

and specifications of their contracts or purchase orders.  
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h) Maintain written standards of conduct covering conflicts of interest and governing the 

actions of its employees engaged in the selection, award, and administration of contracts.  
 

i) Have procurement procedures in place to avoid acquisition of unnecessary or duplicative 
items. Consideration should be given to consolidating or breaking out procurements to obtain 
a more economical purchase. 

 
j) Award contracts only to responsible contractors possessing the ability to perform 

successfully under the terms and conditions of a proposed procurement. Consideration will 
be given to matters such as contractor integrity, compliance with public policy, record of 
past performance, and financial and technical resources.  

 
k) Maintain records that sufficiently detail the history of the procurement including, but not 

limited to:  
 

1. Rationale for the method of procurement;  
 
2. Selection of contract type; 
 
3. Contractor selection or rejection; and  
 
4. The basis for the contract price. 
 

l) Use time and material contracts, only after a determination that no other contract is suitable 
and the contract includes a ceiling price that the contractor exceeds at its own risk. 

 
m) Conduct all procurement transactions in a manner providing full and open competition 

consistent with the standards of the Uniform Grant Guidance. 
 
n) Conduct procurements in a manner that prohibits the use of statutorily or administratively 

imposed state, local or tribal geographical preferences in the evaluation of bids or proposals, 
except in those cases where applicable federal statutes expressly mandate or encourage 
geographic preference. 

 
o) Have written procedures for procurement to ensure that all solicitations: 
 

1. Incorporate a clear and accurate description of the technical requirements for the 
material, product, or service to be procured; and  

 
2. Identify all requirements which the offerors must fulfill and all other factors to be used 

in evaluating bids.  
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p) Ensure that all prequalified lists of persons, firms, or products which are used in acquiring 

goods and services are current and include enough qualified sources to ensure maximum 
open and free competition. 

 
q) Use one of the following methods of procurement, which include: 
 

1. Micro-purchases; 
 
2. Small purchase procedures; 
 
3. Sealed bids; 
 
4. Competitive proposals; and 
 
5. Noncompetitive proposals. 

 
r) Have a written method for conducting technical evaluations of the proposals received and 

for selecting recipients. 
 
s) Take all necessary affirmative steps to assure that minority businesses, women's business 

enterprises, and labor surplus area firms are used when possible. 
 
t) Include in all contracts made by the District the applicable provisions contained in Appendix 

II of the Uniform Grant Guidance -- Contract Provisions for Non-Federal Entity Contracts 
Under Federal Awards.  

 
u) Perform a cost or price analysis in connection with every procurement action in excess of 

the Simplified Acquisition Threshold including contract modifications. 
 
v) Negotiate profit as a separate element of the price for each contract in which there is not 

price competition and in all cases where an analysis is performed. 
 
w) Comply with the non-procurement debarment and suspension standards which prohibit 

awarding contracts to parties listed on the government-wide exclusions in the System for 
Award Management (SAM). 

 
 
 
2 CFR §§ 200.61, 200.303, 200.318, 200.319, 200.320, 200.321, 200.323, and 200.326 
2 CFR Part 200, App. II  
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POLICY 
2018 5413 

4 of 4 
 
Non-Instructional/Business 
Operations 

SUBJECT: PROCUREMENT:  UNIFORM GRANT GUIDANCE FOR FEDERAL AWARDS  
(Cont'd.) 

 
NOTE: Refer also to Policies #5410 -- Purchasing 

 #5411 -- Procurement of Goods and Services 
 #5580 -- Financial Accountability 
 #5670 -- Records Management  
 #6110 -- Code of Ethics for All District Personnel 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Board of Education Approval 2/10/20 
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The district recognizes that credit/purchasing cards are an essential requirement for persons 
traveling/purchasing supplies or materials in the ordinary course of business.  The District also recognizes 
that credit/purchasing cards must be carefully controlled to prevent the possibility of fraud and abuse. 

 
Cardholders are limited to: 
1. Superintendent; 
2. District Treasurer; 
3. Principals; 
4. Director of Instruction; 
5. Supervisor of Buildings & Grounds 
6. Director of Technology 
 

 Corporate credit/purchasing cards may be made available to persons if deemed appropriate by 
the Superintendent or District Treasurer. 
 
 Use of credit/purchasing cards shall be limited to expenses incurred in the performance of the job 
functions of the cardholders.  Cardholders and those individuals receiving permission to use the cards (for 
example, to pay for expenses while attending a conference) incurring expenses through a 
credit/purchasing card shall be responsible for submitting all original documentation (cash register 
receipts, charge slip, shipping invoice, online print screen of order) as soon as possible after the purchase 
is made.  It is the card users responsibility to obtain tax-exempt certificates from the business office so 
that sales tax is not charged to the account.  At no time is the cardholder or user permitted to use the 
district credit/purchasing card for a transaction that is strictly personal in nature. 
 
 Misuse of the credit/purchasing card will result in revocation of the credit/purchasing card and, if 
necessary, appropriate disciplinary action.  Liability for misuse of these cards shall accrue directly to the 
cardholder or user and not to the district. 
 
 
 
 
Board of Education Approved:  8/15/05 
Revised and Board of Education Approval: 3/20/23; 1/22/24 
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2023 5615 

1 of 3 
 
Non-Instructional/Business 
Operations 

SUBJECT: FIXED ASSET INVENTORIES, ACCOUNTING, AND TRACKING 
 

The Superintendent or 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 School Business Official 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; 
 

f) Cost or value; 
 

g) Location and use; 
 
 

(Continued) 
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SUBJECT: FIXED ASSET INVENTORIES, ACCOUNTING, AND TRACKING  (Cont'd.) 
 

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 labeled. 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) 
 















  

POLICY 
2021 5635 

 
 
Non-Instructional/Business 
Operations 

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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Board of Education Approval 2/22/21 
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1 of 3 
 
Non-Instructional/Business 
Operations 

SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING 
 

It is the District's goal to provide students with access to nutritious no- or low-cost meals each 
school day and to ensure that a student whose parent/guardian has unpaid meal charges is not shamed 
or treated differently than a student whose parent/guardian does not have unpaid meal charges. 
 

Unpaid meal charges place a large financial burden on the District. The purpose of this policy is 
to ensure compliance with federal requirements for the USDA Child Nutrition Program and to provide 
oversight and accountability for the collection of outstanding student meal balances to ensure that the 
student is not stigmatized, distressed, or embarrassed. 
 

The intent of this policy is to establish procedures to address unpaid meal charges throughout the 
District in a way that does not stigmatize, distress, or embarrass students. The provisions of this policy 
pertain to regular priced reimbursable school breakfast, lunch and snack meals only. Charging of items 
outside of the reimbursable meals (a la carte items, adult meals, etc.) is expressly prohibited. 
 
Access to Meals 
 
a) Free meal benefit eligible students will be allowed to receive a free breakfast and lunch meal of 

their choice each day. A la carte items or other similar items must be paid/prepaid. 
 
b) Reduced meal benefit eligible students will be allowed to receive a breakfast of their choice for 

$0.00 and lunch of their choice for $0.00 each day. A la carte items or other similar items must be 
paid/prepaid. 

 
c) Full pay students will pay for meals at the District's published paid meal rate each day. The charge 

meals offered to students will be reimbursable meals available to all students, unless the student's 
parent or guardian has specifically provided written permission to the District to withhold a meal. 
A la carte items or other similar items must be paid/prepaid. 

 
Ongoing Staff Training 
 
a) Staff will be trained annually and throughout the year as needed on the procedures for managing 

meal charges using the State Education Department (SED) Webinar or the District's training 
program.  

 
b) Staff training will include ongoing eligibility certification for free or reduced-price meals. 
 
Parent Notification 
 

Parents/guardians will be notified that a student's meal card or account balance is exhausted and 
has accrued unpaid meal charges within 7 days of the charge and then every 7 days thereafter. 
 
 

(Continued) 
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING 
(Cont'd.) 

 
Parent Outreach 
 
a) Staff will communicate with parents/guardians with five or more unpaid meal charges to determine 

eligibility for free or reduced-price meals.  
 
b) Staff will make two documented attempts to reach out to parents/guardians to complete a meal 

application in addition to the application and instructions provided in the school enrollment packet. 
 
c) Staff will contact the parent/guardian to offer assistance with completion of meal application to 

determine if there are other issues within the household causing the student to have insufficient 
funds, offering any other assistance that is appropriate. 

 
Minimizing Student Distress 
 
a) Staff will not publicly identify or stigmatize any student in line for a meal or discuss any 

outstanding meal debt in the presence of any other students. 
 
b) Students with unpaid meal charges will not be required to wear a wristband or handstamp, or to 

do chores or other work to pay for meals. 
 
c) Staff will not throw away a meal after it has been served because of the student's inability to pay 

for the meal or because of previous unpaid meal charges. 
 
d) Staff will not take any action directed at a student to collect unpaid meal charges. 
 
e) Staff will deal directly with parents/guardians regarding unpaid meal charges. 
 
Ongoing Eligibility Certification 
 
a) Staff will conduct direct certification through the New York Student Identification System 

(NYSSIS) or using SED Roster Upload to maximize free eligibility. NYSED provides updated 
direct certification data monthly. 

 
b) Staff will provide parents/guardians with free and reduced-price application and instructions at the 

beginning of each school year in the school enrollment packet. 
 
c) If the District uses an electronic meal application, it will provide an explanation of the process in 

the school enrollment packet and instructions on how to request a paper application at no cost. 
 
d) The District will provide at least two additional free and reduced-price applications throughout the 

school year to families identified as owing meal charges. 
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SUBJECT: MEAL CHARGING AND PROHIBITION AGAINST MEAL SHAMING 
(Cont'd.) 

 
 
e) The District will use its administrative prerogative to complete an application on a student's behalf 

judiciously, and only after using exhaustive efforts to obtain a completed application from the 
student's parent/guardian. The District will complete the application using only available 
information on family size and income that falls within approvable guidelines. 

 
f) The District will coordinate with the foster, homeless, migrant, and runaway coordinators to certify 

eligible students. School liaisons required for homeless, foster, and migrant students will 
coordinate with the nutrition department to make sure these students receive free school meals, in 
accordance with federal law. 

 
Prepaid Accounts 
 

Students/Parents/Guardians may pay for meals in advance with cash, or check payable to Panama 
Central School, or via MySchoolBucks.com.  Further details are available on the District's webpage at 
Pancent.org.  Funds should be maintained in accounts to minimize the possibility that a student may be 
without meal money on any given day. Any remaining funds for a particular student will be carried over 
to the next school year unless refund is requested. 
 

To obtain a refund for a withdrawn or graduating student, a written or e-mailed request for a refund 
of any money remaining in the student's account must be submitted. Students who are graduating at the 
end of the year will be given the option to transfer any remaining money to a sibling's account through 
a written request. 
 

Unclaimed funds must be requested within one school year. Unclaimed funds will then become 
the property of the District Food Service Program. 
 
 
42 USC § 1758 
7 CFR §§ 210.12 and 245.5 
Education Law § 908 
8 NYCRR § 114.5 
 
 
Board Approval 7/9/18; 8/20/18, 9/16/19 
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1 of 4 
 
Non-Instructional/Business 
Operations 

SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION 
 
 The District values the protection of private information of individuals in accordance with 
applicable law and regulations. The District is required to notify affected individuals when there has been 
or is reasonably believed to have been a compromise of the individual's private information in compliance 
with the Information Security Breach and Notification Act and Board policy. 
  
a) "Personal information" means any information concerning a person which, because of name, 

number, symbol, mark, or other identifier, can be used to identify that person. 
 
b) "Private information" means either:   

 
1. Personal information consisting of any information in combination with any one or more of 

the following data elements, when either the data element or the combination of personal 
information plus the data element is not encrypted or encrypted with an encryption key that 
has also been accessed or acquired: 

 
(a) Social security number; 
 
(b) Driver's license number or non-driver identification card number;  
 
(c) Account number, credit or debit card number, in combination with any required security 

code, access code, password, or other information which would permit access to an 
individual's financial account; 

 
(d) Account number, or credit or debit card number, if circumstances exist where the 

number could be used to access an individual's financial account without additional 
identifying information, security code, access code, or password; or 

 
(e) Biometric information, meaning data generated by electronic measurements of an 

individual's unique physical characteristics, such as fingerprint, voice print, retina or iris 
image, or other unique physical representation or digital representation which are used 
to authenticate or ascertain the individual's identity; 

 
2. A username or email address in combination with a password or security question and answer 

that would permit access to an online account. 
 
Private information does not include publicly available information that is lawfully made available 
to the general public from federal, state, or local government records. 

 
 
 
 
 
 

(Continued) 
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION  (Cont'd.) 
 
c) "Breach of the security of the system" means unauthorized acquisition or acquisition without valid 

authorization of computerized data which compromises the security, confidentiality, or integrity of 
personal information maintained by the District. Good faith acquisition of personal information by 
an employee or agent of the District for the purposes of the District is not a breach of the security of 
the system, provided that private information is not used or subject to unauthorized disclosure. 

 
Determining if a Breach Has Occurred 
 
 In determining whether information has been acquired, or is reasonably believed to have been 
acquired, by an unauthorized person or person without valid authorization, the District may consider the 
following factors, among others: 
 

a) Indications that the information is in the physical possession or control of an unauthorized 
person, such as a lost or stolen computer or other device containing information;  

 
b) Indications that the information has been downloaded or copied;  

 
c) Indications that the information was used by an unauthorized person, such as fraudulent 

accounts opened or instances of identity theft reported; or 
 

d) System failures. 
 
Notification Requirements 
 
a) For any computerized data owned or licensed by the District that includes private information, the 

District will disclose any breach of the security of the system following discovery or notification of 
the breach to any New York State resident whose private information was, or is reasonably believed 
to have been, accessed or acquired by a person without valid authorization. The disclosure to 
affected individuals will be made in the most expedient time possible and without unreasonable 
delay, consistent with the legitimate needs of law enforcement, or any measures necessary to 
determine the scope of the breach and restore the integrity of the data system. The District will 
consult with the New York State Office of Information Technology Services to determine the scope 
of the breach and restoration measures. Within 90 days of the notice of the breach, the New York 
State Office of Information Technology Services will deliver a report to the District on the scope of 
the breach and recommendations to restore and improve the security of the system. 
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SUBJECT: INFORMATION SECURITY BREACH AND NOTIFICATION  (Cont'd.) 
 
b) Notice to affected persons under State Technology Law is not required if the exposure of private 

information was an inadvertent disclosure by persons authorized to access private information, and 
the District reasonably determines the exposure will not likely result in the misuse of the 
information, or financial or emotional harm to the affected persons. This determination must be 
documented in writing and maintained for at least five years. If the incident affected over 500 New 
York State residents, the District will provide the written determination to the New York State 
Attorney General within ten days after the determination. 

 
c) If notice of the breach of the security of the system is made to affected persons pursuant to the 

breach notification requirements under certain laws and regulations, the District is not required to 
provide additional notice to those affected persons under State Technology Law. However, the 
District will still provide notice to the New York State Attorney General, the New York State 
Department of State, the New York State Office of Information Technology Services, and to 
consumer reporting agencies. 

 
d) For any computerized data maintained by the District that includes private information which the 

District does not own, the District will notify the owner or licensee of the information of any breach 
of the security of the system immediately following discovery, if the private information was, or is 
reasonably believed to have been, accessed or acquired by a person without valid authorization. 

 
 The notification requirement may be delayed if a law enforcement agency determines that the 
notification impedes a criminal investigation. The required notification will be made after the law 
enforcement agency determines that the notification does not compromise the investigation. 
 

If the District is required to provide notification of a breach, including breach of information that is 
not private information, to the United States Secretary of Health and Human Services pursuant to the 
Health Insurance Portability and Accountability Act of 1996 or the Health Information Technology for 
Economic and Clinical Health Act, it will provide notification to the New York State Attorney General 
within five business days of notifying the United States Secretary of Health and Human Services. 
 
Methods of Notification 
 
 The required notice will be directly provided to the affected persons by one of the following 
methods: 
 

a) Written notice; 
 

b) Electronic notice, provided that the person to whom notice is required has expressly consented 
to receiving the notice in electronic form and a log of each notification is kept by the District 
when notifying affected persons in electronic form. However, in no case will the District 
require a person to consent to accepting the notice in electronic form as a condition of 
establishing any business relationship or engaging in any transaction; 

 
(Continued) 
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c) Telephone notification, provided that a log of each notification is kept by the District when 
notifying affected persons by phone; or 

 
d) Substitute notice, if the District demonstrates to the New York State Attorney General that the 

cost of providing notice would exceed $250,000, or that the affected class of subject persons 
to be notified exceeds 500,000, or that the District does not have sufficient contact 
information. Substitute notice will consist of all of the following: 

 
1. Email notice when the District has an email address for the subject persons;  

 
2. Conspicuous posting of the notice on the District's website page, if the District maintains 

one; and 
 

3. Notification to major statewide media. 
 
 Regardless of the method by which notice is provided, the notice will include: 
 

a) Contact information for the notifying District;  
 
b) The telephone numbers and websites of the relevant state and federal agencies that provide 

information regarding security breach response and identity theft prevention and protection 
information; and 

 
c) A description of the categories of information that were, or are reasonably believed to have 

been, accessed or acquired by a person without valid authorization, including specification of 
which of the elements of personal information and private information were, or are reasonably 
believed to have been, accessed or acquired. 

 
 In the event that any New York State residents are to be notified, the District will notify the New 
York State Attorney General, New York State Department of State, and New York State Office of 
Information Technology Services as to the timing, content, and distribution of the notices and 
approximate number of affected persons and provide a copy of the template of the notice sent to affected 
persons. This notice will be made without delaying notice to affected New York State residents. 
 
 In the event that more than 5,000 New York State residents are to be notified at one time, the 
District will also notify consumer reporting agencies as to the timing, content, and distribution of the 
notices and approximate number of affected persons. This notice will be made without delaying notice to 
affected New York State residents. 
 
 A list of consumer reporting agencies will be compiled by the New York State Attorney General 
and furnished upon request to any district required to make a notification in accordance with State 
Technology Law. 
 
State Technology Law Sections 202 and 208 
Board of Education Approval 5/8/06; 1/22/24 









































































































  

POLICY 
2023 6151 
 
Personnel 

SUBJECT: DRUG-FREE WORKPLACE 
 

In compliance with the Drug-Free Workplace Act of 1988, the District affirms its commitment to 
maintaining a workplace that is free of controlled substances.  

 
"Controlled substance" means a controlled substance in schedules I through V of the Controlled 

Substances Act. An acknowledgment form will be signed by the Superintendent indicating that the 
District is in full compliance with the Drug-Free Workplace Act.  
 
 "Workplace" is defined as a school building or other school premises, any school-owned vehicle or 
any other school-approved vehicle used to transport students to and from school or school activities, off 
school property during any school-sponsored or school-approved activity, event or function, such as a 
field trip or athletic event, where students are under the jurisdiction of the District. 
 

The Board directs the administration to develop regulations to comply with this policy, and further 
supports actions and activities of the administration as required to maintain a drug-free workplace. 
 
 
 
21 USC Section 812 
41 USC Section 8101 et seq. 
21 CFR Sections 1308.11-1308.15 
34 CFR Part 84 
 
 
 
 
 
NOTE: Refer also to Policies #3410 -- Code of Conduct 

#6160 -- Alcohol, Tobacco, Drugs, and Other Substances (Staff) 
#7430 -- Alcohol, Tobacco, Drugs, and Other Substances (Students)  
District Code of Conduct 

 
 
 
 
 
 
 
 
 
 
 
 
 
Board of Education Approval 3/20/23 
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Personnel 

SUBJECT: WORKPLACE VIOLENCE PREVENTION POLICY STATEMENT 
 
Overview 
 
 The District is committed to the safety and security of its employees. Workplace violence 
presents a serious occupational safety hazard. The goal of this policy is to promote the safety and well-
being of all people in the workplace.  
 
 Acts of violence against any employee where any work-related duty is performed will be 
thoroughly investigated and appropriate action will be taken, including involving law enforcement 
authorities when warranted. All employees are responsible for: helping to create an environment of 
mutual respect for each other, as well as students, parents, and other visitors; following all applicable 
documents; and for assisting in maintaining a safe and secure work environment.  
 
 This policy was developed in consultation with the authorized employee representative(s) and is 
designed to meet the requirements of New York State Labor Law.  
 
Definitions  
 
 For purposes of this policy, the following definitions apply: 
 

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

 
b) "Imminent danger" means any conditions or practices in any place of employment which are such 

that a danger exists which could reasonably be expected to cause death or serious physical harm 
immediately or before the imminence of the danger can be eliminated through the enforcement 
procedures. 

 
c) "Retaliatory action" means the discharge, suspension, demotion, penalization, or discrimination 

against any employee, or other adverse employment action taken against an employee in the terms 
and conditions of employment. 

 
d) "Serious physical harm" means physical injury which creates a substantial risk of death, or which 

causes death or serious and protracted disfigurement, protracted impairment of health, or protracted 
loss or impairment of the function of any bodily organ or a sexual offense as defined in Penal Law. 

 
e) "Serious violation" means a serious violation of the public employer workplace violence prevention 

program is the failure to: 
 

1.   Develop and implement a program; 
 

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

2.  Address situations which could result in serious physical harm. 
 

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

 
g) "Workplace" means any location away from an employee's domicile, permanent or temporary, where 

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

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

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

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

 
d) Stalking an employee with the intent of causing fear of material harm to the physical safety and 

health of the employee when the stalking has arisen through and in the course of employment. 
 

Workplace violence may be committed by:  
 

a) Other employees; 
 

b) Former employees; 
 

c) Students; 
 

d) Parents; 
 

e) Visitors; 
 

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

 
 
 

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

The District prohibits workplace violence and will not tolerate violence, threats of violence, or 
intimidating conduct in the workplace.  
 
Workplace Violence Prevention Advisory Committee 
 
 The District will establish a Workplace Violence Prevention Advisory Committee that will meet 
periodically throughout the year. The purpose of the Workplace Violence Prevention Advisory 
Committee is to assist the District in coordinating its efforts to comply with its responsibilities related 
to workplace violence prevention, including overseeing the development and maintenance of the 
District's Workplace Violence Prevention Program (WVPP).  
 
 The Workplace Violence Prevention Advisory Committee will include: 
 

a) The Workplace Violence Prevention Coordinator; 
 

b) All authorized employee representatives; 
 

c) The Chief Emergency Officer. 
 

d) District-wide school safety team; 
 
 It may also include one or more representatives from the following groups: 
 

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

b) District/building administrators; 
 

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

d) Other District staff.  
 
Workplace Violence Prevention Coordinator(s)  
 
 The District has designated the following District employees to serve as its Workplace Violence 
Prevention Coordinators: 
 
Aaron W. Wolfe, Superintendent  Emily Harvey, Director of Instruction/Special Education 
716-782-4446     716-782-4421 
awolfe@pancent.org    eharvey@pancent.org 
 

(Continued) 



  

POLICY 
2024 6190 

4 of 7 
 
Personnel 

SUBJECT: WORKPLACE VIOLENCE PREVENTION POLICY STATEMENT  (Cont'd.) 
 
 The Workplace Violence Prevention Coordinator convenes and coordinates the activities and 
plans of the Workplace Violence Prevention Advisory Committee. The Workplace Violence Prevention 
Coordinator is also responsible for answering employee questions about this policy and related 
materials, as well as receiving workplace violence incident reports.  
 
Authorized Employee Representatives  
 
 Authorized employee representatives will participate on the Workplace Violence Prevention 
Advisory Committee. Other responsibilities of the authorized employee representatives include, but are 
not limited to: 
 

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

b) Evaluating the physical environment. 
 

c) Developing the WVPP. 
 

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

 
e) Reviewing the effectiveness of the mitigating actions taken. 

 
f) Reporting violations of the District's WVPP. 

 
Reporting Workplace Violence  
 
 The District has established and implemented a reporting system for incidents of workplace 
violence. If there is a developing pattern of workplace violence incidents which may involve criminal 
conduct or a serious injury, the District will attempt to develop a protocol with the District Attorney or 
police to ensure that violent crimes committed against employees in the workplace are promptly 
investigated and appropriately prosecuted. The District will provide information on these protocols and 
contact information to employees who wish to file a criminal complaint after a workplace violence 
incident. 
 
 All employees and authorized employee representatives are responsible for providing written 
notice to a supervisor or Workplace Violence Prevention Coordinator of any violent incidents, 
threatening behavior, including threats they have witnessed, received, or have been told that another 
person has witnessed or received. Reports of workplace violence must be made in writing. All reports 
must be immediately forwarded to the Workplace Violence Prevention Coordinator.  
 
 
 
 

(Continued) 
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 Written notice is not required where imminent danger exists to the safety of a specific employee 
and the employee reasonably believes in good faith that reporting to a supervisor or the Workplace 
Violence Prevention Coordinator would not result in corrective action.  
 

After the District receives notice, the District will be afforded a reasonable opportunity to correct 
the activity, policy, or practice. The District will immediately respond to all reported incidents of 
violence or threatening behavior upon notification. 
 
 In addition to complying with the reporting requirements in this policy, District employees must 
comply with all other applicable reporting requirements contained in any District policy, regulation, 
procedure, collective bargaining agreement, or other document such as the District's Code of Conduct.  
 
Inspections by the Commissioner of Labor  
 
At the Request of an Employee or Authorized Employee Representative  
 
 If the District has been given notice and opportunity to resolve the activity, policy, or practice 
and the employee or authorized employee representative still believes that a serious violation of the 
WVPP remains, or that an imminent danger exists, the employee or authorized employee representative 
may request an inspection by notifying the Commissioner of Labor of the alleged violation or danger. 
The notice and request will be in writing, describing with reasonable particularity the grounds for the 
notice, and be signed by the employee or authorized employee representative. A copy of the written 
notice will be provided by the Commissioner of Labor to the District or the person in charge no later 
than the time of inspection, except that on the request of the person giving the notice, the person's name 
and the names of individual employees or authorized employee representative will be withheld.  
 
 A District representative and an authorized employee representative will be given the 
opportunity to accompany the Commissioner of Labor during an inspection for the purpose of aiding 
the inspection. Where there is no authorized employee representative, the Commissioner of Labor will 
consult with a reasonable number of employees concerning matters of safety in the workplace. 
 
 The authority of the Commissioner of Labor to inspect a premises pursuant to an employee 
complaint will not be limited to the alleged violation contained in the complaint. The Commissioner of 
Labor may inspect any other area of the premises in which they have reason to believe that a serious 
violation of the workplace violence prevention law exists. 
 
Initiated by the Commissioner of Labor 
 
 The Commissioner of Labor may inspect any premises occupied by the District if they have 
reason to believe that a violation of the workplace violence prevention law has occurred. The current 
Public Employee Safety and Health (PESH) administrative plan will be used for the enforcement of the 
workplace violence prevention law, including a general schedule of inspection, which provides a rational 
administrative basis for the inspection.  
 

(Continued) 
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Workplace Risk Evaluation and Developing a Workplace Violence Prevention Program (WVVP)  
 
 The District will engage in a process of workplace evaluation designed to identify the risks of 
workplace violence to which employees could be exposed.  
 
 The District will then develop and implement a written WVPP to prevent, minimize, and respond 
to any workplace violence. The Workplace Violence Advisory Committee, which includes all 
authorized employee representatives, will oversee and participate in the development of the WVPP. 
During the development process, the authorized employee representative(s) will provide input on those 
situations in the workplace that pose a threat of workplace violence. 
 
 The WVPP will include the following: 
 

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

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

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

 
2.  Installing good external lighting; 

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

 
4. Providing training in conflict resolution and nonviolent self-defense responses; and 

 
5. Establishing and implementing reporting systems for incidents of aggressive behavior. 

 
c) A hierarchy of controls to which the program will adhere as follows: engineering controls, work 

practice controls, and personal protective equipment (PPE). 
 

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

 
e) A system designed and implemented by the District to report any workplace violence incidents that 

occur in the workplace. The reports must be in writing and maintained for the annual program 
review. 

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

 

 

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

 
Prohibition of Retaliatory Behavior (Commonly Known as "Whistle-Blower" Protection) 
 
 The District will not take retaliatory action against any employee because the employee exercises 
any right accorded to them under this policy.  
 
Training 
 
 At the time of hire and annually thereafter, all employees will participate in the District's 
workplace violence prevention training program.  
 
Notification 
 
 This policy will be posted where notices to employees are typically posted. The District will 
make its WVPP available to employees, authorizes employee representatives, and the Commissioner of 
Labor upon request and in the work area.  
 
 Whenever significant changes are made to the WVPP, the District will provide relevant 
information to affected employees.  
 
 

Labor Law Section 27-b 
12 NYCRR Section 800.6 
 
 

NOTE: Refer also to Policies        #3410 -- Code of Conduct 
#3411 -- Prohibition of Weapons on School Grounds 
#3412 -- Threats of Violence in School 
#3221 -- Non-Discrimination and Anti-Harassment in the District 
#3421 -- Title IX and Sex Discrimination 
#5675 -- School Safety Plans 

   #5687 -- Exposure Control Program  
   #6121 -- Sexual Harassment in the Workplace 
   #6122 -- Employee Grievances 
   #7460 -- Use of Timeout and Physical Restraint  
   #7470 -- Weapons in School and the Gun-Free Schools Act  

 
Board of Education Approval 1/22/24 
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