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Community Relations 
SUBJECT: PUBLIC ACCESS TO RECORDS 
 
 Access to District records will be consistent with the rules and regulations established by the New 
York State Committee on Open Government and will comply with all the requirements of the New York 
State Freedom of Information Law (FOIL). 
 
Records Access Officer 

The Superintendent, subject to the approval of the Board, will designate a Records Access Officer 
who will have the duty of coordinating the District's response to public requests for access to records. 
 
Fulfilling FOIL Requests 
 The District will provide copies of records in the format and on the medium requested by the 
person filing the FOIL request if the District can reasonably do so regardless of burden, volume, or cost 
of the request. The District may charge a fee for copies as permitted by law and regulation.  
 
 The District may require a person requesting lists of names and addresses to provide a written 
certification that they will not use the lists of names and addresses for solicitation or fundraising 
purposes and will not sell, give, or otherwise make available the lists of names and addresses to any 
other person for the purpose of allowing that person to use the lists of names and addresses for 
solicitation or fundraising purposes.  
 
Requests for Records via Email 
 If the District has the capability to retrieve or extract electronic records with reasonable effort, it 
will provide the records electronically upon request. The District will accept requests for records 
submitted in the form of email and respond to those requests by email using the forms supplied by the 
District. This information will be posted on the District website, clearly designating the email address 
for purposes of receiving requests for records via this format. 
 
 When the District maintains requested records on the internet, the response will inform the 
requester that the records are accessible via the internet and in printed form either on paper or other 
information storage medium. 
 
Notification 
         The District will post a notice in the district office and main building office (s)  in a conspicuous 

location.  The notice will contain the locations where records will be made available for inspection and 

copying; the name, title, business address, and business telephone number of the Records Access 

Officer; and the right to appeal a denial of access to records with the name and business address of the 

person or body to whom the appeal should be directed. 
 
Additional Provisions 
 Regulations and/or procedures governing access to District records in relation to FOIL requests 
will be developed.  

Education Law § 2116 

Public Officers Law Article 6 

21 NYCRR Part 1401 

 

NOTE: Refer also to Policy #1510 -- Regular Board Meetings and Rules (Quorum and Parliamentary  
Procedure) 
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SUBJECT: SMOKING, TOBACCO, AND CANNABIS (MARIJUANA) USE 
 

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

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

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

 
 Exceptions may exist for authorized medical cannabis use.  
 
Definitions  
 

For purposes of this policy, the following definitions apply: 
 

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

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

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

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

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

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

containing tobacco, cannabis, or cannabinoid hemp. 
 

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

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

 
 
Notification  
 

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

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

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

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

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

 
20 USC §§ 6081-6084 and 7971-7974 

41 USC § 8101 et seq. 
Education Law § 409 

Penal Law § 222.10 
Public Health Law §§ 1399-n, 1399-o, 1399-p, and 1399-aa 

8 NYCRR §§ 155.5 and 156.3 
 
 
 
 
NOTE: Refer also to Policies #3280 - Use of School Facilities, Materials, and Equipment 

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

 
Adoption Date:  10/25/2021 
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SUBJECT: ALCOHOL, TOBACCO, DRUGS, AND OTHER SUBSTANCES (STAFF) 
 

Prohibited Conduct 
 The District, recognizing that students are often influenced by teachers and other members of a 
school's staff, impresses upon staff the importance of maintaining a high level of professionalism 
appropriate to their position, which, in turn, will set a positive example for students. 
 
 Accordingly, when in the workplace or when the effects of these actions may impair job 
performance, staff are prohibited from consuming, sharing, selling, using, and/or possessing:  
 a)  Illegal drugs,; 
 b)  Cannabis (marijuana) or any other controlled substance in schedules I through V of the 

Controlled Substances Act;  
 c) Counterfeit and designer drugs;  
 d) Drug paraphernalia,; or  
 e) Alcohol.  
 
 Exceptions may exist for authorized medical cannabis use.  
 
 Additionally, the misuse and/or unprescribed use of prescription and over-the-counter drugs is 
prohibited in the workplace or when the effects of these actions may impair job performance. 

Further, all staff are bound by the conduct prohibitions contained in District policy #5640 -- 
Smoking, Tobacco, and Cannabis (Marijuana) Use.  

 
Disciplinary Measures 

Staff will be informed of the range of penalties or consequences, up to and including, termination 
of employment, that may be imposed for engaging in prohibited conduct. Penalties and consequences 
will be in accordance with any applicable law, District policy, collective bargaining agreement, and/or 
other similar document. 
Information on Substance Use Related Services 
 

The Superintendent has designated one or more individuals to provide information regarding 
where and how to find available substance use related services to students, parents, and staff. 

• Assistant Superintendent for Administrative Services 
• School Counselors 
• School Social Workers 

 
Any information provided by a student, parent, or staff member to the designated individual(s) 

will not be used in any school disciplinary proceeding and will, in addition to any other applicable 
privilege, be considered confidential in accordance with law. 

20 USC §§ 6083(a), 7118, and 7973(a); 41 USC § 8101 et seq.; Cannabis Law § 127; Civil Service Law § 75; 
Education Law §§ 409, 2801, 3020-a, and 3038; Labor Law § 201-d; Penal Law § 222.10; Public Health Law 

§§ 1399-n and 1399-o 
NOTE: Refer also to Policies #3410 - Code of Conduct  

 #5640 - Smoking, Tobacco, and Cannabis (Marijuana) Use 
 #7320 - Alcohol, Tobacco, Drugs, and Other Substances (Students) 
District Code of Conduct 

Adoption Date:  10/25/2021 
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SUBJECT: REGISTRATION AND PROFESSIONAL LEARNING  
 
Registration 
 
 All employees who are certificate holders must register with the State Education Department 
(SED) every five years through the TEACH system. An employee is a certificate holder if they hold a 
permanent or professional certificate in the classroom teaching service, a permanent or professional 
certificate in the educational leadership service (i.e., school building leader, school district leader, or 
school district business leader), or a Level III Teaching Assistant certificate. Only registered employees 
may teach or supervise in the District. 
 
 Employees who were certificate holders prior to July 1, 2016 had to apply for initial registration 
during the 2016-2017 school year and each subsequent five-year period thereafter. 
 
 Any individual who is issued a new certificate is automatically registered with SED. These 
certificate holders must renew their registration every five years during their birth month. 
 
 Any certificate holder who fails to register by the beginning of the appropriate registration period 
may be subject to late filing penalties. 
 
 Certificate holders must notify SED of any change of name or mailing address within 30 days of 
such change through the TEACH system. Any certificate holder who willfully fails to inform SED of 
changes to their name and/or address within 180 days of such change may be subject to moral character 
review. 
 
Continuing Teacher and Leader Education (CTLE) Credit Hours 
 
 All continuing teacher and leader education certificate holders (CTLE certificate holders) must 
successfully complete a minimum of 100 hours of acceptable CTLE hours during each five-year 
registration period to maintain a valid certificate. An employee is a CTLE certificate holder if they hold 
a professional certificate in the classroom teaching service, a professional certificate in educational 
leadership service, or a Level III Teaching Assistant certificate. This requirement may be completed at 
any time over the course of a five-year period. Credit hours cannot carry over to subsequent registration 
periods.  
 
 SED sets high standards for courses, programs, and activities that qualify for CTLE credit, and it 
must approve all CTLE sponsors. Generally, acceptable CTLE will be in the content area of any 
certificate title held by an individual or in pedagogy.  
 
 
 
 

Continued 
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SUBJECT: REGISTRATION AND PROFESSIONAL LEARNING   
 
 The District will describe opportunities for teachers and administrators to engage in CTLE in its 
professional learning plan. The District will annually certify, in a format and on a timetable prescribed 
by the Commissioner of Education, that the requirements to have a professional learning plan for the 
succeeding school year have been met and that it has complied with the professional learning plan for 
the current school year.  
 
 The District will provide CTLE opportunities that are designed to improve the teacher or leader's 
pedagogical and/or leadership skills and are targeted at improving student performance, among other 
things. A peer-review teacher or principal acting as an independent trained evaluator who conducts a 
classroom observation as part of a teacher evaluation under relevant sections of the Education Law may 
apply the observation time to fulfilling CTLE requirements. Time spent mentoring may also be counted 
toward required CTLE credit hours. 
 
Language Acquisition CTLE and Exemption 
 
 Employees holding an English to speakers of other languages (all grades) certificate or a bilingual 
extension are required to complete a minimum of 50% of the required CTLE hours in language 
acquisition aligned with the core content area of instruction taught, including a focus on best practices 
for co-teaching strategies, and integrating language and content instruction for English Language 
Learner (ELL) students. All other certificate holders must complete a minimum of 15% of the required 
CTLE hours dedicated to language acquisition addressing the needs of ELLs, including a focus on best 
practices for co-teaching strategies and integrating language and content instruction for ELLs. A 
minimum of 15% of the required CTLE hours for employees holding a Level III Teaching Assistant 
certificate will be dedicated to language acquisition addressing the needs of ELLs and integrating 
language and content instruction for ELLs. 
 
 Employees holding school district business leader certificates are exempt from the language 
acquisition CTLE requirements for each year that they are employed in the District. Instead, they must 
complete a minimum of 15% of the required CTLE hours dedicated to the needs of ELLs and federal, 
state, and local mandates for ELLs. 
 
 Employees may be eligible for a waiver of language acquisition CTLE requirements. Each school 
year when there are fewer than 30 ELLs enrolled in the District or ELLs make up less than 5% of the 
total student population, the District may obtain an exemption. If the District obtains this exemption, 
employees would be exempt from the language acquisition CTLE requirement for each year that they 
are employed in the District. 
 
CTLE Adjustments 
 
 The Commissioner may adjust an employee's number of CTLE hours and/or time to complete 
them due to poor health, as certified by a health-care provider; extended active duty in the Armed Forces; 
or other acceptable good cause. 

Continued 
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SUBJECT: REGISTRATION AND PROFESSIONAL LEARNING   
 
 Any employee holding a certificate in the classroom teaching service who obtains certification 
from the National Board for Professional Teaching Standards will be considered CTLE-compliant for 
the registration period in which they obtain this certification. However, the employee must still meet 
any language acquisition requirements. 
 
Recordkeeping and Reporting Requirements 
 
 Employees must maintain a record of completed CTLE hours for at least three years from the end 
of the applicable registration period. The record must include the title of the program, the total number 
of hours completed, the number of hours completed in language acquisition addressing the need of 
ELLs, the sponsor's name, any identifying number, attendance verification, and the date and location of 
the program.  
 
 The District will maintain a record of any professional learning it conducts or provides for 
educators for at least seven years from the date of completion. These records will be available for review 
by SED. 
 
 
 

Education Law §§ 3006, 3006-a, and 3012-d 
8 NYCRR Subpart 80-6  

8 NYCRR §§ 100.2(dd) and 154-2.3(k) 
 
 
 
 
 
NOTE: Refer also to Policy #6160 -- Professional Growth/Staff Development 
 
 
 
 
 
 
 
 
 
Adoption Date:  10/25/2021 
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SUBJECT: ELEMENTARY AND SECONDARY STUDENTS:  GENERAL 

 
Elementary and secondary students at Lewiston-Porter Central School, while in attendance at school, 

school functions or under school supervision, shall be governed by the policies set forth by the District. 
 
 
 
 
 
 
 

Education Law Section 1709 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adoption:  10/25/2021 
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SUBJECT: COMPREHENSIVE STUDENT ATTENDANCE POLICY 

Statement of Overall Objectives 

The District is an active partner with students and parents in the task of ensuring that all students meet 

or exceed the New York State Learning Standards. The District recognizes that consistent school attendance, 

academic success and school completion have a positive correlation, and therefore, the District has developed, 

and, if necessary, will revise a Comprehensive Student Attendance Policy to meet the following objectives: 
 

a) Increase school completion for all students; 

b) Raise student achievement and close gaps in student performance; 

c) Identify attendance patterns in order to design attendance improvement efforts; 

d) Know the whereabouts of every student for safety and other reasons; 
e) Verify that individual students are complying with education laws relating to compulsory 

attendance; 
f) Determine the District's average daily attendance for State aid purposes. 

 
Responsibilities of Stakeholders 

Responsibilities of School Personnel 
 

All school personnel will encourage students to be in school every day and staff will maintain 

accurate attendance records.  Attendance office personnel, working with school administration, are 

responsible for the maintenance of attendance records, notification to parents / persons in parental relation 

of student absences, and the promotion of good student attendance. 
 

Responsibilities of Parents / Persons in Parental Relation 
 

Parents / persons in parental relation of student are to notify the Attendance Office when their child is 

absent or tardy.   

 
Responsibilities of Students 

 

Students must attend school each day. A student who is absent is to provide a valid written explanation 
for the absence from his/her parent / person of parental relation. This is to be given to the appropriate school 
personnel upon returning.  It is the responsibility of the student, working with their teacher, to make up all 
class work missed.  The responsibility lies with the student to contact the teachers to determine what 
assignments have been missed and when they are due.  Failure to make up missed work may negatively 
impact a student’s overall progress or achievement. 

 
 

Continued
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SUBJECT: COMPREHENSIVE STUDENT ATTENDANCE POLICY  
 

Description of Strategies to Meet Objectives 

The District will: 
 

a) Create and maintain a positive school building culture by fostering a positive physical and 
psychological environment where the presence of strong adult role models encourages respectful 
and nurturing interactions between adults and students. This positive school culture is aimed at 
encouraging a high level of student bonding to the school, which in turn should lead to increased 
attendance. 

b) Develop a Comprehensive Student Attendance Policy based upon the recommendations of a 
multifaceted District Policy Development Team that includes representation from the Board, 
administrators, teachers, students, parents and the community. The District will hold at least one 
public hearing prior to the adoption of this collaboratively developed Comprehensive Student 
Attendance Policy. 

c) Maintain accurate recordkeeping via a Register of Attendance to record attendance, absence, 
tardiness or early departure of each student. 

d) Utilize data analysis systems for tracking individual student attendance and individual and group 
trends in student attendance problems. 

e) Develop early intervention strategies to improve school attendance for all students. 
 

Determination of Excused and Unexcused Absences, Tardiness and Early Departures 
Based upon our District's education and community needs, values and priorities, the District has 

determined that absences, tardiness and early departures will be considered excused or unexcused according 
to the following standards. 

 
a) Excused:  An absence, tardiness or early departure may be excused if due to personal illness, 

illness or death in the family, impassable roads due to inclement weather, religious observance, 
quarantine, required court appearances, attendance at health clinics, approved college visits, 
approved cooperative work programs, military obligations or other such reasons as may be 
approved by the Board. 

 
b) Unexcused:  An absence, tardiness or early departure is considered unexcused if the reason for 

the lack of attendance does not fall into the above categories (e.g., family vacation, hunting, 
babysitting, haircut, obtaining learner's permit, road test, oversleeping). 

 

Student Attendance Recordkeeping/Data Collection 
The record of each student's attendance (including when a student is present, absent, tardy, or dismissed early) 

shall be kept in a register of attendance in a manner consistent with Commissioner's Regulations. An absence, 
tardiness or early departure will be coded to record the reasoning.  

 
Continued 
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SUBJECT: COMPREHENSIVE STUDENT ATTENDANCE POLICY  

 

Attendance shall be taken and recorded in accordance with the following: 
 

a) For students in non-departmentalized kindergarten through grade eight (i.e., self-contained 
classrooms and supervised group movement to other scheduled school activities such as physical 
education in the gym, assembly, etc.), such student's presence or absence shall be recorded subject 
by subject. For purposes of APPR and Teacher-Student Data Linkages (TSDL), classroom 
attendance for all students K-12 must be recorded on a subject by subject basis for Teacher of 
Record Determinations. 

b) For students in grades 9 through 12 or in departmentalized schools at any grade level (i.e., 
students pass individually to different classes throughout the day), each student's presence or 
absence shall be recorded after the taking of attendance in each period of scheduled instruction. 

c) Any absence for a school day or portion thereof shall be recorded as excused or unexcused in 
accordance with the standards articulated in this policy. 

d) In the event that a student at any instructional level from grades K through 12 arrives late for or 
departs early from scheduled instruction, such tardiness or early departure shall be recorded as 
excused or unexcused in accordance with the standards articulated in this policy. 

 
A record shall be kept of each scheduled day of instruction during which the school is closed for all 

or part of the day because of extraordinary circumstances including adverse weather conditions, impairment 
of heating facilities, insufficiency of water supply, shortage of fuel, destruction of or damage to a school 
building, or such other cause as may be found satisfactory to the Commissioner of Education. 

 
Attendance records shall also indicate the date when a student withdraws from enrollment or is dropped 

from enrollment in accordance with Education Law Section 3202(1-a). 
 

At the conclusion of each class period or school day, all attendance information shall be compiled 
and provided to the designated school personnel who are responsible for attendance. The nature of the 
absence, tardiness or early departure shall be coded on a student's record in accordance with the 
established District/building procedures.  A petition to Family Court, or other prescribed intervention 
strategies may result if a student under 16 years of age continues a poor attendance pattern. 

 

Student Attendance/Course Credit 
The District believes that classroom participation is related to and affects a student's performance and 

grasp of the subject matter and, as such, is properly reflected in a student's final grade. For purposes of this 
policy, classroom participation means that a student is in class and prepared to work. 

 
 
 
 

Continued 
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SUBJECT:    COMPREHENSIVE STUDENT ATTENDANCE POLICY  

 
The District expects that students attend all scheduled classes every day. For promotion to the next 

grade may be in jeopardy due to excessive absenteeism. Student absences, tardiness, and early departures 
may affect a student's grade, for the marking period. If a student identified as having a disabling condition 
by the Committee on Special Education does not meet the attendance requirements, he/she will be referred 
to the Committee on Special Education (CSE) before any other action is taken. 

 
A student who is absent from school must provide a valid written explanation including date and a 

specific reason for the absence, signed by a parent / person in parental relation to the Attendance Office 

when he/she returns.  A student who is absent for an appointment is encouraged to be in attendance for as 

much of the day as possible.  A student who misses twenty minutes or more of a class period (50% of 

class time) is considered absent from that class. 
 

For students in grades 6 – 12, any student with excessive absences in a course may be denied credit 

for the course. For any absence, it is the responsibility of the student and parent / person in parental relation, 

working with the classroom teacher, to make up all missed assignments, assessments and class work Once a 

student has reached the maximum days of absence for a class, the teacher will cease to grade any papers from 

the student. If the teacher continues to collect and grade papers, the student may receive a grade for the 

course.  The teacher should maintain a folder of collected work pending a possible review process.  A 

student who violates the attendance policy must remain in class in order to receive instruction.  Once a 

student in grades 6 – 12 has reached the maximum number of absences, that student must remain in class in 

order to qualify for admittance to summer school.   

 
For summer school and courses meeting 1/2 year or 1/4 year, the same policy will apply and a 

calculation of the absences will be prorated accordingly. 
 

Transfer students and students re-enrolling after having dropped out will be expected to attend a 
prorated minimum number of the scheduled class meetings during their time of enrollment. 

 

Students will be considered in attendance if the student is: 
 

a) Physically present in the classroom or working under the direction of the classroom teacher 
during the class scheduled meeting time; or 
 

Continued
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SUBJECT: COMPREHENSIVE STUDENT ATTENDANCE POLICY  
 

b) Working pursuant to an approved independent study program; or 

c) Receiving approved alternative instruction. 

Students who are absent from class due to their participation in a school sponsored activity are to 
arrange with their teachers to make up any work missed in a timely manner as determined by the student's 
teacher. Attendance at school sponsored events where instruction is substantially equivalent to the 
instruction which was missed shall be counted as the equivalent of regular attendance in class. 

 
Upon returning to school following an absence, tardiness or early departure, it shall be the 

responsibility of the student to consult with his/her teacher(s) regarding arrangements to make up missed 
work, assignments and/or tests in accordance with the time schedule specified by the teacher. 

 

Notice of Minimum Attendance Standard/Intervention Strategies Prior to the Denial of Course Credit 
 

In order to ensure that parents/persons in parental relation and students are informed of the District's 
policy regarding minimum attendance and course credit, and the implementation of specific intervention 
strategies to be employed prior to the denial of course credit to the student for insufficient attendance, 
the following guidelines shall be followed: 

 
a) N o t i f i c a t i o n  of  the  District's  Comprehensive  Student  Attendance  Policy  will  be  

mailed  to parents/persons in parental relation and provided to students at the beginning of each 
school year or at the time of enrollment in the District. 

b) School newsletters and publications will include periodic reminders of the components of the 
District's Comprehensive Student Attendance Policy. Copies of the Attendance Policy will also 
be included in parent/student handbooks. 

c) At periodic intervals, a designated staff member(s) will notify, the parent/person in parental 
relation of the student's absence, tardiness, or early departure and explain the relationship of the 
student's attendance to his/her ability to receive course credit.  

d) A designated staff member will review the District's Attendance Policy with the parent/person in 
parental relation who has a student with excessive absences, tardiness or early departures. Further, 
appropriate student support services/personnel within the District, as well as the possible 
collaboration/referral to community support services and agencies, will be implemented prior 
to the denial of course credit for insufficient attendance by the student. 

 

Notification Process 

Procedures:  Parents / persons in parental relation will be notified when a 
student’s attendance has exceeded the following schedule: 
 

Grades K –  5:  Written notification will be given at 5, 10, 15 & 20 absences.  Notification of possible 
retention will occur at  20 absences. With the progression of notification, meetings will be established between 
parents / persons in parental relation and school personnel to discuss and implement strategies up to and 
including denial of grade level promotion. 

 

Continued
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SUBJECT:    COMPREHENSIVE STUDENT ATTENDANCE POLICY  
 

 
Grades 6 -12:  For Full-Year courses, notification will be given at 5, 10, 15 & 20 absences.  Written 
notification of loss of credit will occur at  20 absences by certified mail. For Half-Year (Semester) courses, 
notification will be given at 5 & 10 absences.  Written notification of loss of credit will occur at 14 absences 
by certified mail.  For Thirteen Week courses, notification will be given at 5 & 10 absences.  Written 
notification of loss of credit will occur at 10 absences by certified mail. 

 

Notice of Students who are Absent, Tardy or Depart Early  
The parent/person in parental relation to a student who is absent, tardy or departs early will be notified.. 

 
If deemed necessary by appropriate school officials, or if requested by the parent/person in parental 

relation, a school conference shall be scheduled between the parent/person in parental relation and 
appropriate staff members in order to address the student's attendance. The student may also be requested 
to attend this conference in order to address appropriate intervention strategies that best meet the needs of 
the student. 

 
Chronic Absenteeism  
  Chronic absenteeism is defined as missing at least 10% of enrolled school days in a year for any 
reason, excused or unexcused. Chronic absenteeism differs from truancy because it emphasizes missed 
instructional time rather than unexcused absences. Missed instructional time can increase a student's risk for 
disengagement, low achievement, and dropping out, among other things. 
 
  Students who miss at least 5% of enrolled school days in a year are at risk of becoming chronically 
absent. In light of this, the District will implement intervention strategies for students who are at risk for 
being chronically absent.  
 

Attendance Incentives Programs 
In order to encourage student attendance, the District may develop and implement grade- 

appropriate/building-level strategies and programs. 
 
 

Continued 
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SUBJECT: COMPREHENSIVE STUDENT ATTENDANCE POLICY  
 

Accountability 
 

Excessive absences, tardiness and early departures will result in accountabilities as described in the 
District's Code of Conduct. Parents/persons in parental relation will be notified by designated District 
personnel at periodic intervals to discuss their child's absences, tardiness or early departures and the 
importance of class attendance and appropriate interventions. Individual buildings/grade levels will address 
procedures to implement the notification process to the parent/person in parental relation. 

 

Intervention Strategy Process 
 

In order to effectively intervene when an identified pattern of absences, tardiness or early departures 
occur, designated District personnel will pursue the following: 

 
a) Identify specific element(s) of the pattern (e.g., grade level, building, time frame, type of 

excused absences, unexcused absences, tardiness or early departures); 
 

b) Contact the District staff most closely associated with the element. In specific cases where the 
pattern involves an individual student, the student and parent/person in parental relation will 
be contacted; 

 

c) Discuss strategies to directly intervene with specific element; 
 

d) Recommend intervention to Superintendent/designee if it relates to change in District policy or 
procedure; 

 

e) Implement changes, as approved by appropriate administration; 
 

f) Utilize appropriate District and/or community resources to address and help remediate student 
unexcused absences, tardiness or early departures; 

 

g) Monitor and report short and long term effects of intervention. 
 

Appeal Process 
 

A parent/person in parental relation may request a building level review of their child's attendance 
record. 

 
A parent/person in parental relation of a student who is in jeopardy of grade level promotion or has 

been denied course credit, may file for a case review with an administrator within 5 days of notification of 
possible retention or loss of credit.  Students in grades 9 – 12, in certain instances, may file an appeal on 
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their own behalf. Parents / persons in parental relation and/or students presenting appeals should be 
prepared with proper documentation.  

 

Building Review of Attendance Records 
 

The Building Principal will work in conjunction with the building attendance clerk and other 
designated staff in reviewing attendance records at the end of each term. This review is conducted to identify 
individual and group attendance patterns and to initiate appropriate action to address the problem of 
unexcused absences, tardiness and early departures. 

 

Review by the District 
 

The District may annually review attendance records and if such records show a decline in student 
attendance, the District may make revisions to the Policy and plan deemed necessary to improve student 
attendance. 

 

Community Awareness 
 

The District  shall promote necessary community awareness of the District's Comprehensive 

Student 
Attendance Policy by: 

 
a) Providing a plain language summary of the policy to parents or persons in parental relation to 

students at the beginning of each school year and promoting the understanding of such a policy 
to students and their parents/persons in parental relation; 

 
b) Providing each teacher, at the beginning of the school year or upon employment, with a copy of 

the policy; and 
 

c) Providing copies of the policy to any other member of the community upon request. 
 

  
Education Law Sections 3024, 3025, 3202, 3205, 3206, 3210, 3211 and 3213 

8 NYCRR Sections 104.1, 109.2 and 175.6 
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SUBJECT: EARLY RELEASE OF STUDENTS FROM SCHOOL 
 

Students shall be released only to a parent (or parents), to their legal guardian, or to 
another lawful custodian during the school day. 

 
The term "legal custodian" shall mean all such persons identified as such on the 

student's enrollment form. 
 

A student shall not be released to any person other than the legal custodians except 
when the principal has reasonable assurance that the release is authorized by the legal 
custodian. Questioned authorization for the release of a student shall be confirmed by the 
principal with the legal custodian.  The principal may demand appropriate identification 
or authorization in writing from the student's legal custodian.  Further, the principal may 
demand that written authorization be confirmed by telephone or in person. 

 
When a person attempts to change the rights of release involving the originally stated 

legal custodian, the principal shall follow District procedures before releasing the student. 
 

Principals receiving requests for such changes shall explain school system procedures 
to the persons making the requests. 

 
When a District employee has reason to believe that a student has been, or is likely to 

be, removed from school grounds by a person other than the legal custodian, the principal 
shall be notified immediately. 

 
When a principal believes an unauthorized person might attempt to remove a student 

from school grounds, the principal shall use reasonable means to prevent the student's 
removal.  When necessary, the principal shall contact the student's legal custodian. 

 
If the principal concludes that a student has been removed from the school building by 

an unauthorized person, the principal immediately shall contact the student's legal 
custodian and the appropriate local law enforcement agency or officer. 

 

 
 
 
 

8 New York Code of Rules and Regulations 
(NYCRR) Section 109.2 
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SUBJECT: EDUCATION OF STUDENTS IN TEMPORARY HOUSING 
 
 The District recognizes the unique challenges that face students in temporary housing (i.e., 
homeless children and youth) and will provide these students with access to the same free and 
appropriate public education, including public preschool education, as other students, as well as access 
to educational and other services necessary to be successful in school. The District will ensure that these 
students are not separated from the mainstream school environment. The District is also committed to 
eliminating barriers to the identification, enrollment, attendance, and success of students in temporary 
housing.  
 
Identification of Students in Temporary Housing 
 
 All districts are obligated to affirmatively identify all students in temporary housing. Therefore, 
the District will determine whether there are students in temporary housing within the District by using 
a housing questionnaire to determine the nighttime residence of all newly enrolled students and all 
students whose address changes during the school year. Not all students in temporary housing can be 
identified through social service agencies or shelters, as children may be sharing the housing of other 
persons, such as family or friends, due to loss of housing, economic hardship, or other similar reason. 
For this reason, the District uses a housing questionnaire that asks for a description of the current living 
arrangements of the child or youth to determine whether the child or youth meets the definition of a 
homeless child.  
 
 In addition to using the housing questionnaire, the District will also contact the local department 
of social services (LDSS) (i.e., the social services district) to identify students in temporary housing, as 
well as the local runaway and homeless youth shelter, and any other shelters located within District 
boundaries to ensure all students in temporary housing are properly identified and served.  
 
Definitions 
 
a) "Feeder school" means: 
 

1. A preschool whose students are entitled to attend a specified elementary school or group of 
elementary schools upon completion of that preschool;  

 
2. A school whose students are entitled to attend a specified elementary, middle, intermediate, 

or high school or group of specified elementary, middle, intermediate, or high schools upon 
completion of the terminal grade of such school; or 

 
3. A school that sends its students to a receiving school in a neighboring school district. 

 
b) "Homeless child" means: 
 

1. A child or youth who lacks a fixed, regular, and adequate nighttime residence, including a 
child or youth who is: 
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(a) Sharing the housing of other persons due to a loss of housing, economic hardship, or a 
similar reason (sometimes referred to as "doubled-up");  

 
(b) Living in motels, hotels, trailer parks, or camping grounds due to the lack of alternative 

adequate accommodations;  
 
(c) Abandoned in hospitals;   
 
(d) A migratory child who qualifies as homeless under (a), (b), or (c) of this subparagraph 

or item 2) below; or 
 
(e) An unaccompanied youth; or 
 

2. A child or youth who has a primary nighttime location that is: 
 

(a) A supervised, publicly, or privately operated shelter designed to provide temporary 
living accommodations, including, but not limited to, shelters operated or approved 
by the state or LDSS, and residential programs for runaway and homeless youth 
established in accordance with applicable law; or 

 
(b) A public or private place not designed for, or ordinarily used as, a regular sleeping 

accommodation for human beings, including a child or youth who is living in a car, 
park, public space, abandoned building, substandard housing, bus or train station, or 
similar setting. 

 
c) "Migratory child" means a child or youth who made a qualifying move in the preceding 36 months: 
 

1. As a migratory agricultural worker or a migratory fisher; or 
 

2. With, or to join, a parent or spouse who is a migratory agricultural worker or a migratory 
fisher. 

 
d) "Preschool" means a publicly funded prekindergarten program or a Head Start program 

administered by the District and/or services under the Individuals with Disabilities Act 
administered by the District.  

 
e) "Receiving school" means:  
 

1. A school that enrolls students from a specified or group of preschools, elementary schools, 
middle schools, intermediate schools, or high schools; or 
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2. A school that enrolls students from a feeder school in a neighboring local educational agency. 
 
f) "Regional placement plan" means a comprehensive regional approach to the provision of 

educational placements for homeless children that has been approved by the Commissioner of 
Education.  

 
g) "School district of current location" means the public school district within New York State in 

which the hotel, motel, shelter or other temporary housing arrangement of a homeless child, or the 
residential program for runaway and homeless youth, is located, which is different from the school 
district of origin.  

 
h) "School district of origin" means the school district within New York State in which: 
 

1. The homeless child was attending a public school or preschool on a tuition-free basis or was 
entitled to attend when circumstances arose that caused the child to become homeless, which 
is different from the school district of current location; 

 
2. The child was residing when circumstances arose that caused the child to become homeless 

if the child was eligible to apply, register, or enroll in public preschool or kindergarten at the 
time the child became homeless; or 

 
3. The homeless child has a sibling who attends a school in the school district in which the child 

was residing when circumstances arose that caused the child to become homeless. 
 

i) "School of origin" means: 
 

1. The public school that the child or youth attended when permanently housed or the school in 
which the child or youth was last enrolled, including a preschool or a charter school; 

 
2. The designated receiving school at the next grade level for all feeder schools for a student in 

temporary housing who completes the final grade level served by the school of origin; and 
 
3. The public school or preschool in which the child would have been entitled or eligible to 

attend based on the child's last residence before the circumstances arose which caused the 
child to become homeless if the child becomes homeless after the child is eligible to apply, 
register, or enroll in the public preschool or kindergarten or if the child is living with a school-
age sibling who attends school in the school district of origin.  

 
j) "Unaccompanied youth" means a homeless child or youth who is not in the physical custody of a 

parent or legal guardian.  
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The McKinney-Vento Liaison for Students in Temporary Housing  
 
 The District will designate an appropriate staff person, who may also be a coordinator for other 
federal programs, as the District liaison for students in temporary housing (otherwise referred to as the 
McKinney-Vento liaison). The District's McKinney-Vento liaison serves as one of the primary contacts 
between families experiencing homelessness and school staff, district personnel, shelter workers, and 
other service providers. The McKinney-Vento liaison coordinates services to ensure that homeless 
children and youth enroll in school and have the opportunity to succeed. 
 
 The District's McKinney-Vento liaison must ensure that: 
 

a) Students in temporary housing are identified by school personnel and through coordination 
activities with other entities and agencies; 

 
b) Students in temporary housing enroll in, and have full and equal opportunity to succeed in, 

the District's schools; 
 

c) Students in temporary housing and their families receive educational services for which they 
are eligible, including Head Start programs administered by a local educational agency, Early 
Head Start, early intervention services under part C of the Individuals with Disabilities 
Education Act, and other preschool programs administered by the District; 

 
d) Students and parents in temporary housing receive referrals to health care services, dental 

services, mental health and substance abuse services, housing services and other appropriate 
services; 

 
e) Parents or guardians of students in temporary housing are informed of the educational and 

related opportunities available to their children and are provided with meaningful 
opportunities to participate in the education of their children; 

 
f) Parents and guardians of students in temporary housing, and unaccompanied youth, are fully 

informed of all transportation services, including transportation to and from the school 
district of origin and are assisted in accessing transportation services; 

 
g) Disputes regarding eligibility, school selection, enrollment and/or transportation are 

mediated in accordance with applicable laws and regulations; 
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h) Assistance in commencing an appeal, in accordance with applicable law, of a final 
determination regarding eligibility, enrollment, school selection, and/or transportation is 
provided to the student in temporary housing's parent or guardian or the unaccompanied 
youth; 

 
i) A record is maintained of all appeals of enrollment, school selection, and transportation;  

 
j) Public notice of the educational rights of students in temporary housing is posted in locations 

where these students receive services, such as schools, shelters, public libraries, and soup 
kitchens, in a manner and form understandable to the parents and guardians of students in 
temporary housing, and unaccompanied youth;  

 
k) School personnel providing services to students in temporary housing receive professional 

learning and other support;  
 

l) Unaccompanied youths: 
 

1. Are enrolled in school; 
 

2. Have opportunities to meet the same challenging state academic standards as the state 
establishes for other children and youth, including receiving credit for full or partial 
coursework earned in a prior school pursuant to Commissioner's regulations; and 

 
3. Are informed of their status as independent students under section 480 of the Higher 

Education Act of 1965 and that the youths may obtain assistance from the McKinney-
Vento liaison to receive verification of this status for purposes of the Free Application 
for Federal Student Aid (FAFSA);  

 
m) School personnel, service providers, advocates working with students in temporary housing, 

parents and guardians of students in temporary housing, and students in temporary housing 
are informed of the duties of the McKinney-Vento liaison; and 

 
n) Assistance with obtaining any necessary immunizations or screenings, or immunization or 

other required health records is provided to the parents or guardians of the students in 
temporary housing.  

 
School District and School Designations   
 
 A designator will make the initial decision about which school district and school a student in 
temporary housing will attend. A designator is: 
 

a) The parent or person in parental relation (guardian) to a student in temporary housing;  
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b) The student in temporary housing, together with the McKinney-Vento liaison, in the case of 
an unaccompanied youth; or 

 
c) The director of a residential program for runaway and homeless youth, in consultation with 

the student in temporary housing, where the student is living in that program. 
 
 The District will ask the designator to designate one of the following as the school district of 
attendance for the student in temporary housing:  
 

a) The school district of current location; 
 

b) The school district of origin; or 
 

c) A school district participating in a regional placement plan.  
 
 The District will also ask the designator to designate one of the following as the school where a 
student in temporary housing seeks to attend:  
 

a) The school of origin; or 
 

b) Any school that permanent housed children and youth who live in the attendance area in 
which the child or youth is actually living are eligible to attend, including a preschool.  

 
 A student in temporary housing is entitled to attend the schools of the school district of origin 
without the payment of tuition for the duration of their homelessness and through the remainder of the 
school year in which the student becomes permanently housed and for one additional year if that year 
constitutes the student's terminal year in that school building, subject to a best interest determination. 
 
Designation/STAC 202 Form 
 
 The District will identify all students in temporary housing, and a designation form will be 
completed by the designator for all these students and any other student who claims homelessness. 
Designations must be made on the STAC 202 form provided by the Commissioner.  
 
 The appropriate designator must complete the designation form. The District makes designation 
forms available to a student in temporary housing who seeks admission to school or to the parent or 
person in parental relation who seeks to enroll the child in school.  
 
 The District will provide completed designation forms to the McKinney-Vento liaison 
immediately, but no later than two business days from the earlier date on which the child or youth either: 
 

a) Sought enrollment in school; or  
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b) Was placed in a temporary housing facility or residential facility for runaway and homeless 
youth.  

 
 Where a parent or person in parental relation or a child who is neither placed in a temporary 
housing facility by the LDSS nor housed in a residential program for runaway homeless youth, 
designates the District as the school district of current location, the District will forward to the State 
Education Department a completed designation form and a statement of the basis for its determination 
that the child is a homeless child entitled to attend the District's schools.  
 
Immediate Enrollment and Best Interest Determinations 
 
 Upon identification of a child who is in temporary housing and/or receipt of a completed 
designation/STAC 202 form, the District will:  
 

a) Immediately review the designation form to ensure that it has been completed and admit the 
student in temporary housing even if the child or youth is unable to produce records normally 
required for enrollment, such as previous academic records, medical records, immunization 
records, proof of residency or other documentation and even if the child or youth has missed 
application deadlines;  

 
b) Determine whether the designation made by the designator is consistent with the best 

interests of the student in temporary housing. In making best interests decisions the District 
will: 

 
1. Presume that keeping the child in the school of origin is in the child's best interest, 

except when doing so is contrary to the wishes of the parent or guardian (or youth in 
the case of an unaccompanied youth); and  

 
2. Consider student-centered factors such as the effect of mobility on student 

achievement, education, health, and safety of the child, giving priority to the wishes of 
the child's parent or guardian (or the youth, if a homeless unaccompanied youth). If the 
District determines that it is in the best interest of the student in temporary housing to 
attend a school other than the school of origin or the designated school, the District will 
provide the parent or guardian (or youth, if an unaccompanied youth) with a written 
explanation of its determination, including information about the right to appeal.  

 
c) Provide the child with access to all of the District's programs, activities and services to the 

same extent as they are provided to resident students;  
 

d) Immediately contact the school district where the child's records are located in order to obtain 
a copy of these records and coordinate the transmittal of records for students with disabilities 
pursuant to applicable laws and regulations;  
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e) Immediately refer the parent or guardian of the student in temporary housing to the 
McKinney-Vento liaison who must assist in obtaining necessary immunizations or 
immunization or medical records if the child or youth needs to obtain immunizations or 
immunization or medical records;  

 
f) Forward the STAC 202 form to the Commissioner and the school district of origin, where 

applicable. In all cases, the District will give a copy of the completed STAC 202 form to the 
designator and keep a copy of the STAC 202 form for the District's records;  

 
g) Arrange for transportation in accordance with applicable laws and regulations; and 

 
h) *Arrange for the child to receive free school meals.  

 
Request for Records 
 
 Within five days of receipt of a request for school records from a new school, the District will 
forward, in a manner consistent with state and federal law, a complete copy of the student in temporary 
housing's records, including, but not limited to, proof of age, academic records, evaluations, 
immunization records, and guardianship papers, if applicable. 
 
Tuition Reimbursement 
 

The District is eligible to request reimbursement from the State Education Department for the 
direct costs of educational services to students in temporary housing that are not otherwise reimbursed 
under special federal programs, when: 
 

a) The District is either the school district of current location or a school district participating 
in a regional placement plan; 

 
b) The District is designated as the school district of attendance; and 

 
c) The school district of origin for the student in temporary housing is within New York State. 

 
All claims for reimbursement will be made on the STAC 202 form prescribed by the 

Commissioner of the State Education Department. 
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 In addition, the District is eligible for reimbursement for the direct costs of educational services, 
including transportation costs for students who continue enrollment in the District schools after finding 
permanent housing midyear in a different school district within New York State. In these cases, the 
District will directly bill the new district where the student permanently resides for all direct costs of 
educational services, including transportation, that are not otherwise reimbursed under special federal 
programs. 
 
Transportation Responsibilities 
 
 The LDSS is responsible for providing transportation to students in temporary housing, including 
preschool students and students with disabilities who are eligible for benefits under Social Services Law 
§350-j and placed in temporary housing arrangements outside their designated districts. Where the 
LDSS requests that the District provide or arrange for transportation for a student in temporary housing 
in the circumstances above, the District will provide or arrange for the transportation and directly bill 
the LDSS so that the district will be fully and promptly reimbursed for the cost of the transportation. 
 
 If the District is the designated school district of attendance, the District will provide for the 
transportation of each student in temporary housing who is living in a residential program for runaway 
and homeless youth, including if the temporary housing is located outside the school district. The costs 
for transportation for each student in temporary housing who lives in a residential program for runaway 
youth and homeless youth located outside of the designated school district will be reimbursed by the 
State Education Department, to the extent funds are provided for the purpose, with the submission of a 
Runaway and Homeless Youth Act Transportation Program Form. Where the District provides 
transportation for a student living in a Runaway and Homeless Youth facility, the District will promptly 
request reimbursement using the Runaway and Homeless Youth Act Transportation Form. 
 
 The District will transport any student in temporary housing to their school of origin, including 
preschools and charter schools, where it is the designated district of attendance and the student in 
temporary housing is not entitled to receive transportation from the Department of Social Services.  
 
 When the District is designated as the school district of current location for a student in temporary 
housing and the student does not attend the school of origin, the District will provide transportation on 
the same basis as it is provided to resident students, unless the local transportation policy represents a 
barrier to the student's attendance in school.  
 
 If the student in temporary housing designates the District as the school district of attendance, 
transportation will not exceed 50 miles each way, unless the Commissioner determines that it is in the 
best interest of the child. 
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 Where the District is designated as the school district of attendance and it has recommended the 
student in temporary housing attend a summer educational program, the district of attendance will 
provide transportation services to students in temporary housing for summer educational programs if 
the lack of transportation poses a barrier to the student's participation in the program.  
 
 Where the District is designated as the school district of attendance, it will provide transportation 
services to students in temporary housing for extracurricular or academic activities when:  
 

a) The student participates in or would like to participate in an extracurricular or academic 
activity, including an after-school activity, at the school; 

 
b) The student meets the eligibility criteria for the activity; and  

 
c) The lack of transportation poses a barrier to the student's participation in the activity.  

 
 Where the District is designated as the school district of attendance, it will provide transportation 
as described above for the duration of homelessness, unless the LDSS is responsible for providing 
transportation. After the student becomes permanently housed, the District will provide transportation 
to the school of origin until the end of the school year and for one additional year if that year constitutes 
the child's terminal year in the school building.  
 
  
Dispute Resolution Process 
 
 The District has established the following procedures for the prompt resolution of disputes 
regarding school selection or enrollment of a homeless child or youth:  
 

a) The District will provide a written explanation, including a statement regarding the right to 
appeal, to the parent or guardian of a student in temporary housing, or to an unaccompanied 
youth, if the District determines that the District is not required to either enroll and/or 
transport the child or youth to the school of origin or a school requested by the parent or 
guardian or unaccompanied youth, or if there is a disagreement about a child's or youth's 
status as a homeless child or unaccompanied youth. The written explanation will be in a 
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manner and form understandable to the parent, guardian, or unaccompanied youth and will 
include a statement regarding the McKinney-Vento liaison's availability to help the parent, 
guardian, or unaccompanied youth with any appeal and the contact information for the 
liaison.  

 
b) The District will immediately enroll the student in the school in which enrollment is sought 

by the parent or guardian or unaccompanied youth, provide transportation to the school, and 
will delay for 30 days the implementation of a final determination to decline to either enroll 
in and/or transport the student in temporary housing to the school of origin or a school 
requested by the parent or guardian or unaccompanied youth.  

 
c) If the parent or guardian of a student in temporary housing or unaccompanied youth 

commences an appeal to the Commissioner within 30 days of such final determination, the 
student will be permitted to continue to attend the school they are enrolled in at the time of 
the appeal and/or receive transportation to that school pending the resolution of all available 
appeals.  

 
The McKinney-Vento Liaison's Dispute Resolution Responsibilities 
 
 The District's McKinney-Vento liaison must assist the student in temporary housing's parent or 
guardian or unaccompanied youth in bringing an appeal to the Commissioner of a final school district 
decision regarding enrollment, school selection and/or transportation. In the event of a dispute regarding 
eligibility, enrollment, school selection, and/or transportation, the District's McKinney-Vento liaison 
will: 
 

a) Provide the parent or guardian or unaccompanied youth with a copy of the form petition; 
 

b) Assist the parent or guardian or unaccompanied youth in completing the form petition; 
 

c) Arrange for the copying of the form petition and supporting documents for the parent or 
guardian or unaccompanied youth, without cost to the parent or guardian or unaccompanied 
youth; 

 
d) Accept service of the form petition and supporting papers on behalf of any District employee 

or officer named as a party, or the District if it is named as a party, or arrange for service by 
mail by mailing the form petition and supporting documents to any District employee or 
officer named as a party, and, if the District is named as a party, to a person in the office of 
the Superintendent who has been designated by the Board to accept service on behalf of the 
District; 

 
e) Provide the parent or guardian or unaccompanied youth with a signed and dated 

acknowledgment verifying that they have received the form petition and supporting 
documents, and will either accept service of these documents on behalf of the District  
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employee or officer or District, or effect service by mail by mailing the form petition and 
supporting documents to any District employee or officer named as a party, and, if the 
District is named as a party, to a person in the office of the Superintendent who has been 
designated by the Board to accept service on behalf of the District; 

 
f) Transmit on behalf of the parent or guardian or unaccompanied youth, within five days after 

the service of, the form petition or any pleading or paper to the Office of Counsel, New York 
State Education Department, State Education Building, Albany, New York 12234; 

 
g) Provide the parent or guardian or unaccompanied youth with a signed and dated 

acknowledgement verifying that they have received the form petition and supporting 
documents and will transmit these documents on behalf of the parent, guardian or 
unaccompanied youth to the Office of Counsel, New York State Education Department, State 
Education Building, Albany, New York 12234; 

 
h) Accept service of any subsequent pleadings or papers, including any correspondence related 

to the appeal, if the parent or guardian or unaccompanied youth so elects. They will also 
make this correspondence available to the parent or guardian or unaccompanied youth; and 

 
i) Maintain a record of all appeals of enrollment, school selection, and transportation 

determinations. 
 
Coordination 
 
 The District will coordinate the provision of services described in this policy with local social 
services agencies, housing providers and other agencies or programs providing services to students in 
temporary housing and their families, including services and programs funded under the Runaway and 
Homeless Youth Act.  
 
 The District will coordinate with other school districts on inter-district issues, such as 
transportation or transfer of school records.  
 
 The District will coordinate implementation of the above provision of services with the 
requirements of the Individuals with Disabilities Education Act (IDEA) for students with disabilities. 
 
Coordination with Title I 
 
 The District acknowledges that students in temporary housing are eligible for services under Title 
I, Part A whether or not they live in a Title I school attendance area or meet the academic requirements 
required of other children. The District will ensure that:  
 

Continued
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a) Title I, Part A funds are set aside as are necessary to provide students in temporary housing, 
who may have unique needs that differ from their permanently housed peers, with 
educationally related support services;  

 
b) Its local plan includes a description of how the plan is coordinated with McKinney-Vento; 

 
c) Its local plan describes the services provided to students in temporary housing;  

 
d) Its local plan describes the efforts it made to identify students in temporary housing, 

including unaccompanied youth, if the District reports that there are no students in temporary 
housing enrolled in the District. These efforts will include contacting the LDSS or Office of 
Children and Family Services (OCFS) to verify that there are no students in temporary 
housing in the District; and  

 
e) Its housing questionnaire asks about the living arrangements of the child or unaccompanied 

youth, including asking if they are living in a shelter; with relatives or others due to loss of 
housing or economic hardship; in an abandoned apartment/building; in a motel/hotel, 
camping ground, car, train/bus station or other similar situation due to the lack of alternative, 
adequate housing. Documentation of the District's efforts to identify students in temporary 
housing will be maintained on file and a copy of the housing questionnaire will also be kept 
on file. 

 
Reporting Requirements 
 
 The District will collect and transmit to the Commissioner of Education, at the time and in the 
manner as the Commissioner may require, a report containing information as the Commissioner 
determines is necessary, including the numbers of homeless students, their grade, and their nighttime 
residence. 
 
Access to Free Meals  
 
 The District will provide free meals to all children identified as homeless. They do not have to 
complete a free or reduced-price meal application. When the McKinney-Vento liaison or a shelter 
director provides a child's name to the District's school food service office, free school meals will 
commence immediately. 
 
Removal of Barriers  
 
 The District will review and revise its policies that may act as barriers to the identification of 
students in temporary housing and their enrollment and retention in school, including barriers to 
enrollment and retention due to outstanding fees or fines, or absences. 
 

Continued 
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Comparable Services 
 
 The District will provide services to students in temporary housing comparable to those offered to 
other students in the District, including: transportation services; educational services for which the child 
or youth meets the relevant criteria, such as services provided under Title I or similar state or local 
programs; educational programs for students with disabilities; educational programs for English 
learners; programs in career and technical education; programs for gifted and talented students; and 
school nutrition programs.  
 
Student Privacy 
 
 Information about a student in temporary housing's living situation will be treated as a student 
education record and will not be deemed to be directory information under the Family Educational 
Rights and Privacy Act (FERPA). A parent or guardian or unaccompanied youth may consent to the 
release of a student's address information in the same way they would for other student education records 
under FERPA.  
 
Training 
 
 All school enrollment staff, secretaries, school counselors, school social workers, and principals 
will be trained on the requirements for enrollment of students in temporary housing. Other staff members 
including school nutrition staff, school registered professional nurses, teachers, and bus drivers will 
receive training on homelessness that is specific to their field. 
 
 
 
McKinney-Vento Homeless Assistance Act, as amended by the Every Student Succeeds Act (ESSA) of 2015, 42 
USC § 11431 et seq. 
Education Law §3209 
Executive Law Article 19-H 
8 NYCRR § 100.2(x) 
 
 
 
 
 
 
 
Adoption Date:  10/25/2021 
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SUBJECT: ALCOHOL, TOBACCO, DRUGS, AND OTHER SUBSTANCES (STUDENTS) 
 
Prohibited Conduct 

The District recognizes that the misuse of alcohol, tobacco, electronic cigarettes (e-cigarettes), 
cannabis (marijuana), drugs, counterfeit and designer drugs, over-the-counter drugs, prescription drugs, 
vitamins, supplements, herbs, and other similar substances is a serious problem with legal, physical, 
emotional, and social implications for our students, as well as the entire community. Therefore, the 
consumption, sharing, selling, use, and/or possession of these and similar substances, as well as tobacco 
products and drug paraphernalia are prohibited in accordance with law and regulation, District policy, 
the District Code of Conduct, and/or other similar documents. 
 

Students are not permitted to be under the influence of alcohol, cannabis (marijuana), drugs, or 
other prohibited substances on school grounds or at school functions. "School function" means a school-
sponsored or school-authorized extracurricular event or activity regardless of where the event or activity 
takes place, including any event or activity that may take place virtually or in another state. 
 
 Exceptions may exist for authorized medical cannabis use.  
 
Disciplinary Accountability Measures 

Students will be held accountable in accordance with District policy, the District Code of Conduct, 
and/or other similar documents for the consumption, sharing, selling, use, and/or possession of alcohol, 
tobacco, e-cigarettes, cannabis (marijuana), drugs, counterfeit and designer drugs, over-the-counter 
drugs, prescription drugs, vitamins, supplements, herbs, and other similar substances, as well as tobacco 
products and drug paraphernalia. 
 
Information on Substance Use Related Services 
 

The Superintendent has designated one or more individuals to provide information regarding 
where and how to find available substance use related services to students, parents, and staff. 

 
• Assistant Superintendent for Administrative Services 
• School Counselors 
• School Social Workers 
 
Any information provided by a student, parent, or staff member to the designated individual(s) 

will not be used in any school disciplinary proceeding and will, in addition to any other applicable 
privilege, be considered confidential in accordance with law. 
 

20 USC §§ 6083(a), 7118, and 7973(a); Cannabis Law § 127; Education Law §§ 409, 2801, and 3038 
Penal Law § 222.10; Public Health Law §§ 1399-n and 1399-o 

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

#3410 - Code of Conduct  
#5640 - Smoking, Tobacco, and Cannabis (Marijuana) Use 
#6150 - Alcohol, Tobacco, Drugs, and Other Substances (Staff) 
#8240 - Instruction in Certain Subjects 
District Code of Conduct 

 
Adoption Date:  10/25/2021 
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SUBJECT: INSTRUCTION FOR ENGLISH LANGUAGE LEARNERS  
 
 The District recognizes its responsibility to ensure that students of foreign birth or ancestry who 
are identified as English Language Learners (ELLs) are provided with an appropriate bilingual education 
or English as a New Language (ENL) program. 
 
 The District has developed a comprehensive plan to meet the educational needs of ELLs. The plan 
will be kept on file in the District and submitted to the Commissioner of Education prior to the start of 
each school year. The plan includes: 
 

a) The District's philosophy regarding the education of ELLs; 
 

b) The District's administrative practices and procedures to screen, identify, and place ELLs in 
appropriate programs; 

 
c) The District's plan to provide parents and other persons in parental relation with information 

about all bilingual education and ENL programs available in the District and notices 
regarding program placement and the rights of parents or persons in parental relation in the 
language or mode of communication they best understand; 

 
d) The District's system to annually measure and track the academic progress and English 

language proficiency of ELLs and use of data to drive instruction; 
 

e) A description of the District's curricular and extracurricular services provided to ELLs; 
 

f) The District's administrative practices to annually evaluate ELLs; 
 

g) The District's procedure to identify support services for ELLs; 
 

h) The District's policies and procedures regarding ELLs who are students with disabilities; 
 

i) The District's procedures to exit ELLs including those students with inconsistent/interrupted 
formal education; 

 
j) The District's services to support former ELLs. 

 
 Additionally, the District will provide professional learning to all teachers, level III teaching 
assistants, and administrators that specifically addresses the needs of ELLs. For school business leaders, 
the District will provide professional learning related to the needs of ELLs and the federal, state, and 
local mandates for ELLs.  
 

The Superintendent will ensure that all data, including plans, assurances, and reports as required 
by the Commissioner's regulations, is submitted to the State Education Department in a timely manner. 
 

Education Law § 3204; 8 NYCRR Parts 117 and 154 and § 100.2(g) 
 
 
Adoption Date:  10/25/2021 
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