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I.  INTRODUCTION 
 
B.  Philosophy 
 

We, the teachers, believe that it is our duty and privilege to accept each child as we find 
him/her and to assist him/her by the best accepted methods to progress at the highest rate 
possible toward scholastic success. 
 

As a school is first and foremost an academic institution, we believe the development of 
the intellect is of prime importance.  We are dedicated to serve the individual by developing 
those fundamental skills and attitudes which lead toward this goal. 
 

We further accept the development of good citizenship, integrity and respect for others 
as a joint responsibility with the home, community and/or church.  We recognize our 
responsibility for furthering good relationships with the home and community through better 
understanding among all. 
 
C.  Brief History of the North Colonie Central Schools 
 

Our central school district was formed on June 22, 1950, by the merger of ten former 
common and union free school districts.  With its geographical center approximately at the 
Latham Traffic Circle, the district forms a rough shape of kite.  The north and south axis is Route 
9, from the Albany city line to the Mohawk River: the east and west axis is Route 7, from the 
Watervliet line nearly to that of Schenectady County. 
 

At the time of centralization, four of the former districts had already closed their one-
room schools and were sending their children to neighboring districts on a contract basis.  Of 
the six districts maintaining their own elementary schools, only two, Loudonville and Latham, 
had sufficient children and large enough buildings to maintain a graded program. The others, 
one, two and three room schools, operated multiple grades.  They were Newtonville, Goodrich, 
Airport and the Bought.  
 

In the spring of 1951, the board twice called for special district meetings to vote on the 
initiation of a much-needed elementary school building program; both times the issue was 
defeated by a narrow margin.  In the spring of 1952, the issue to build the Blue Creek, Forts 
Ferry, and Loudonville School addition was put before the people, and was approved by a 3-1 
majority.  The Forts Ferry School and the Loudonville School additions were opened for classes 
during February 1954; the Blue Creek School was first occupied in September 1954.  With the 
completion of these facilities, the Airport School was closed, sold, and moved from the site (now 
the site of the Maintenance shop.)   The Newtonville School was converted into quarters for the 
central district’s administrative staff. The Bought School was closed (after being used for over 
100 years) when the Forts Ferry School opened its doors.  In the spring of 1954, the voters of 
the district overwhelmingly supported a proposal to buy sites for two additional elementary 
schools, and for a future junior-senior high school all, following this up with a bond issue to 
construct the Southgate School in the Hamilton Park-Knob Hill area, the Boght Hills in the 
bought section, and an addition to the Goodrich School. 
 

Early in 1956, the voters approved the bond for Shaker High School and in June 1957, a 
referendum approved the construction of additions to the Southgate, Forts Ferry, and Goodrich 
Schools.  The first students entered Shaker High School September 1958.  The additions to the 
elementary schools were opened the same fall.  Presently, the North Colonie Central Schools 
administrative staff is located at 91 Fiddlers Lane, Latham, New York 12110-5349.  
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II. PROFESSIONAL INFORMATION 
 
A. Agreement Between North Colonie Teacher Association and the Board of Education 
 
  The Board of Education recognizes the North Colonie Teacher Association as the 

negotiating organization for the instructional employees of this district.  The Agreement 
between the North Colonie Teacher Association and the Board of Education governs all 
policies and procedures within the district.  All faculty members should become familiar 
with the Agreement. The Shaker Junior High School Teacher Handbook is a guide to the 
implementation of that Agreement through specific interpretations and procedures. 

 
B. Teacher Absences 
 

  It is the responsibility of the teacher to notify the BOCES substitute service and their 
immediate supervisor of any absence.  (New teachers should consult with their 
mentor.) 

 
  It is extremely important, however, that the hiring agent be notified as early as 

possible.  The hiring agent should be notified as much in advance as possible.  When 
phoning, the teacher should indicate the information listed below: 

 
   l. Teacher name  4. Dates and times needed 
   2. Name of school  5. Reason for absence 
   3. Grade and subject  6. Phone where teacher can be reached 
 
  As mentioned previously, each teacher is also required to contact his/her immediate 

supervisor between the hours of 6:00 and 7:00 AM to insure appropriate coverage. 
 
  When a teacher knows in advance he/she will be absent on a particular day or days, 

this should be discussed with the appropriate supervisor and main office secretary.  
Teachers should not hire their own substitutes.  When illness causes an absence to go 
beyond one day the main office should be notified, prior to 2:00 P.M. on the first day, in 
order to maintain the substitute.  After 2:00 P.M. call the hiring agent. 

 
  The building principal should be notified ahead of time of absence due to personal 

leave days, religious holidays, etc. 
 
  In all cases involving a faculty member who must leave the school building during the 

school day, the decision as to whether or not a substitute is called rests with the 
administration.  Thus, no telephone call to the substitute hiring agent is made under these 
circumstances. 

REMEMBER:  TEACHERS MAY NOT HIRE THEIR OWN SUBSTITUTES. 
 
C. Lesson Plans 
 

  All teachers are expected to submit lesson plans to their department supervisor by 
8:00 A.M. each Monday, unless other arrangements have been made by the supervisor.  
All teachers are also expected to have 3-day emergency plans on file in the appropriate 
hall office that could be used at any time for unexpected absence. 

 
D.      Dress for Faculty 
 

  All faculty members are expected to maintain a professional appearance when at 
school or on school business.  While there is no written dress code, it is asked that all staff 
bear in mind that we serve as highly visible role models for the student body, our 
community and our profession.  Students and parents will more readily consider us as the 
professionals we are if we project that image. 
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E. Evaluation Form 
 
  The North Colonie Evaluation Forms shall be used for all observations and summary 

evaluations.   
 
F. Faculty Meetings  
 
  Faculty professional meetings are essential to good communication and coordination 

of instructional efforts.  There are regularly scheduled department meetings, grade-level 
meetings, hall meetings, and general faculty meetings within the teacher day.  Generally 
they are held on the first Monday of each month and are conducted mostly between 2:20 
and 3:15 P.M.  Occasionally they do extend beyond 3:15 and teachers are expected to 
remain until the meeting ends. Four department meetings will be extended per the NCTA 
contract and run from 2:30 to 4:30 p.m. 

 
G. Payroll Dates 
 
  All staff members will be paid according to the schedule distributed by the Central 

Office.  (A schedule of payroll dates will be listed on the calendar, Section VIII.)  Checks 
will only be given to the employee personally or via the teacher's mailbox.  If a faculty 
member wishes to have someone else pick up a check, arrangements must be made 
beforehand through direct contact with the principal or hall principal. 

 
H. Personnel 
 

1.  Hall Principal 
 
  The hall principal serves as administrator for a hall.  The hall principal is also 

responsible for the coordination of major academic departments as assigned by the 
principal. 

 
  The hall principal is responsible for the students and staff assigned to that hall.  

He/she is primarily responsible for the improvement of instruction, supervision and 
evaluation of assigned staff.  The principal is also responsible for discipline and other such 
administrative responsibilities within the hall.  As a departmental leader, the principal is 
responsible for that curriculum and the coordination of departmental instruction. 

 
  In addition to these major responsibilities, the hall principal may be called upon to act 

as principal during the principal's absence and may also be responsible for certain 
assigned "all school" tasks. 

 
 
2.  Guidance Counselors 

 
  The guidance counselor is a key person.  The counselor can be a valuable resource 

person for each teacher.  Teachers are expected to maintain good communication with 
the counselor and to cooperate with the counselor in efforts to provide good guidance for 
each youngster. 

 
      Calhoun Hall  Ms. Lisa Suarez 
     Clay Hall  Ms. Robyn Hayes 
     Houston Hall  Mrs. Margaret Demeter 
     Norris Hall  Mr. Robert Spring 
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  3.  Secretaries 
 

  Hall Secretaries have been provided to assist in administrative tasks and to assist 
teachers with typing and minor clerical tasks as available. 

 
  The secretaries are directly responsible to the principal of the hall.  All work assigned 

to the secretaries shall be channeled through the hall principal or principal.  Teachers 
should plan ahead for any tasks they request to have done by the clerical staff.  See 
Section VII.A.  Secretaries will be used to assist teachers as determined by the principal 
or hall principal. 

 
 4.  Custodians 

 

  The custodians perform an important service to the school.  Faculty members 
requiring custodial services should contact a custodian directly or the hall principal.   

 
I. Public Relations 

 
  Support of the schools depends largely upon public understanding.  Since teachers 

affect the attitude of the public toward schools more than any other group, their 
responsibility for forming an enlightened public opinion cannot be underestimated. 
Teachers have an obligation to conduct themselves in a professional manner at all times 
within and outside of school.  Teachers also have a responsibility to attend parent/school 
meetings, orientation programs, extra-curricular activities and to communicate directly with 
the parents of students. 

 
1. Parent Programs 

 

  One of our most important means of communicating with parents is through our 
special evening programs.  Teachers are expected to make the necessary arrangements 
to insure their attendance and participation in these programs.  See Handbook Section 
VIII for specific calendar dates. 

 

2. Parent Conferences 
 

 Parent conferences are encouraged for any student at any grade level whose 
situation warrants it.  If a conference is appropriate, faculty members should discuss the 
possibility with the counselor and hall principal. 

 
J. Physical Examination 
 

  All instructional personnel are required to have a physical examination by the school 
physician by October l5 during the first year of service and again during the third year (prior to 
December l) before being appointed to tenure.  These examinations will be without cost to the 
employee.  Employees desiring to be examined by other than the school physician will be 
expected to assume the financial obligation for that examination. 

 
K. Planning Period 
 

  A planning period is a part of the daily schedule for all teachers who are teaching in the 
interdisciplinary block teams.  This planning period should be used for group communication 
activities and tasks and is not for individual teacher preparation.   

 
L. Smoking 
 

  Smoking is prohibited in the school building and on school grounds at any time. 
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M. Alcohol/Substance Use 

 
  “The Board of Education of the North Colonie Central Schools is committed to the 
prevention of use and/or abuse of alcohol and illegal chemical substances in schools and 
on district property.  Throughout this Policy and Administrative Regulations, the terms 
chemical abuse and substance abuse refers to alcohol, cocaine, marijuana, steroids and 
all controlled or imitation controlled substances according to the laws of New York State.   

 
  The District is committed to the goal of eliminating alcohol and other substance 
use/abuse in schools and on district property.  In the development of its substance 
use/abuse prevention efforts and for any disciplinary measure related to alcohol and other 
controlled substances, the District will be guided by the following principles: 

 
* Substance use/abuse is preventable and treatable. 

  
 * The abuse of alcohol and other controlled substances inhibits the District from carrying 

out its primary purpose of educating students. 
 

* The goal of substance use/abuse prevention efforts will be accomplished only through 
coordinated, collaborative efforts with parents, students, staff, and the community as a 
whole. 

 
  The district will have zero tolerance for alcohol and/or substance use/abuse during 
teaching hours for instructional employees and/or work schedules for non-instructional 
employees. Therefore, no staff member acting within the scope of his or her employment 
and/or on any district property may possess, sell, distribute or have imbibed alcohol or 
other drugs (except medication prescribed by a physician) nor may they use or possess 
drug paraphernalia during teaching hours and/or work hours for non-instructional 
employees.” 

 
 Board Policy # 5312.22 
 Policy Adopted:  June 23, 1997 
 
 
N. Teacher Day 
 
  Teachers are expected to work a 7-l/2 hour day as per the Agreement.  All staff must be in 

the building between 7:30 AM and 3:00 PM.  Teachers should not leave the building during the 
day except during their lunch period or for situations that have the approval of a principal.  
Teachers leaving the school during the school day, or departing early for any reason, must make 
personal contact with a building administrator and sign the book provided for this purpose on the 
counter in the main office. 

 
O. Unauthorized Chaperoning 
 
  Faculty members should be aware that court rulings have held the school responsible for the 

welfare of students whenever a group of students and a faculty member assemble.  This applies 
to non-recognized activities either on school grounds or off school grounds.  Faculty members 
should protect themselves and the school by avoiding ski trips, parties at private or public places 
or other such get-togethers with their students that are not recognized and approved activities. 
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P. Equal Opportunity – (BOE Policy #0100) Adopted:  03/23/09   Amended:  11/24/14 
 

  “The Board of Education, its officers and employees, offers equal employment and 
educational opportunities, without regard to age, race, religion, creed, color, national origin, 
gender, sexual orientation, marital status, disability, genetic disposition, HIV or hepatitis carrier 
status, or any other category protected by federal, state or local law.   

 
  The Board authorizes the Superintendent of Schools to establish such rules, regulations 

and procedures necessary to implement and maintain this policy.  Inquiries regarding this equal 
opportunity policy may be directed to: 

 

 Employees            General Education Students            
General Education Students 

 
  Title IX Compliance Officer         Title IX Compliance Officer        Section 504 

Compliance Officer 
 Director of Human Resources         Ms. Kathleen Skeals                        Mr. David T. Semo 
 Central Office           Shaker High School  Shaker High School 

91 Fiddlers Lane            445 Watervliet-Shaker Road           445 Watervliet-Shaker Road                                                                                                                                    
 Latham, NY 12110                  Latham, NY  12110              Latham, NY  12110    
 Telephone:  518-785-8591          Telephone:  518-785-5511              Telephone:  518-785-5511  
              ext. 3134                                   ext. 3319                                           ext. 3333  

 
Q. Teacher Lounge 
 

  A teacher lounge and dining area is provided for the staff.  As it is a place for 
relaxation, it should not be used for business purposes such as meetings, conferences 
with salesmen, etc.  

 
R. Policy Against Unlawful Harassment (inc. Sexual Harassment) and Discrimination 
 

 “Prohibited Discrimination” Prohibited discrimination of employees can take the form of 
any negative treatment of an employee, by either a District employee or official, or a third 
party engaged in school-sponsored activities which:  (a) negatively impacts an employee’s 
employment opportunities and/or employment benefits; and (b) is based upon the 
employee’s race, color, gender, creed, religion, national origin, disability, age, sexual 
orientation, or marital status.  Prohibited discrimination of employees can also take the 
form of harassment even where there is no tangible impact upon the employee’s 
employment opportunities and/or employment benefits.   The phrase “prohibited 
discrimination” as used in this Policy includes all forms of “prohibited harassment.”(defined 
in the following) 

  
  “Prohibited Harassment”  Harassment can constitute a form of prohibited discrimination 

under this Policy if it is unwelcome, offensive, and has the purpose or effect of 
unreasonably interfering with an individual’s work performance, or creating an intimidating, 
hostile or offensive working environment.  Such harassment of employees is prohibited by 
this Policy if it is based upon race, color, gender, creed, religion, national origin, disability, 
age, sexual orientation, or marital status.  In this regard, individuals subject to this Policy 
should be mindful that conduct or behavior that is acceptable, amusing or inoffensive to 
some individuals may be viewed as unwelcome, abusive or offensive to others. 

 
  “Prohibited Behavior”  While it is impossible to list all of the possible forms of prohibited 

harassment, the following is a list of examples of conduct that may constitute harassment: 
 

 Using slurs or derogatory terms based on race, color, gender, creed, religion, 
national origin, disability, age, sexual orientation, or marital status. 
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 Telling derogatory jokes or stories based on race, color, gender, creed, religion, 
national origin, disability, age, sexual orientation, or marital status. 

R.    Policy Against Unlawful Harassment (inc. Sexual Harassment) and Discrimination 
 (cont’d.) 

 

 Displaying graffiti or other derogatory or insulting writings based on race, color, 
gender, creed, religion, national origin, disability, age, sexual orientation, or marital 
status. 

 Making degrading comments about a person and/or his or her appearance based 
on race, color, gender, creed, religion, national origin, disability, age, sexual 
orientation, or marital status. 

 Sending, distributing, or displaying electronic images or electronic data (e.g., 
internet sites or e-mails) that are pornographic, profane, lewd, or inappropriate for 
a professional environment. 

 Demeaning or criticizing an individual because of his or her race, color, gender, 
creed, religion, national origin, disability, age, sexual orientation, or marital status. 

 Sabotaging, damaging, or interfering with an individual’s work because of that 
individual’s race, color, gender, creed, religion, national origin, disability, age, 
sexual orientation, or marital status. 

 Threatening or intimidating an individual because of his or her race, color, gender, 
creed, religion, national origin, disability, age, sexual orientation, or marital status. 

 
 As set forth above, this list is not intended to be all-inclusive.  Furthermore, while a single 
incident of these types of behavior may not create a hostile working environment, if such 
behavior is severe, persistent or pervasive, or if submission to such conduct is made either 
explicitly or implicitly a term or condition of employment, such conduct constitutes prohibited 
discrimination and/or harassment. 
 

 NOTE: This Policy does not regulate conduct which is unrelated to an individual’s race, color, 
gender, creed, religion, national origin, disability, age, sexual orientation, or marital status.  Although 
North Colonie Central School District intends to create a respectful working environment that is free 
from inappropriate conduct or unfair treatment, this Policy does not apply to such conduct or 
treatment absent a relation to an individual’s race, color, gender, creed, religion, national origin, 
disability, age, sexual orientation, or marital status.  In other words, this Policy is not designed to 
resolve personality disputes between colleagues or between an employee and his or her supervisor, 
unless such dispute is related to the employee’s race, color, gender, creed, religion, national origin, 
disability, age, sexual orientation, or marital status. 
 
 
POLICY 
 
 North Colonie Central School District prohibits discrimination based on race, color, 
gender, creed, religion, national origin, disability, age, sexual orientation, or marital status and 
will not tolerate any form of unlawful discrimination or harassment.  North Colonie Central 
School District will take all steps necessary to prevent and stop the occurrence of unlawful 
discrimination and/or harassment in the workplace. 
 
 All employees, including, but not limited to, North Colonie Central School District officials 
and supervisory personnel, are responsible for promoting a work environment free from 
prohibited discrimination and harassment.  All employees will be held responsible and 
accountable for avoiding or eliminating inappropriate conduct that may give rise to a claim of 
prohibited discrimination and/or harassment.  Employees are encouraged to report violations to 
one of the Compliance Officers listed in Section 9 of this Policy and on the District’s website, 
www.northcolonie.org/policymanual/5010.pdf, in accordance with the Complaint Procedure set 
forth in this Policy.  Officials and supervisors must take immediate and appropriate corrective 

http://www.northcolonie.org/policymanual/5010.pdf
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action when instances of prohibited discrimination and/or harassment come to their attention to 
ensure compliance with this Policy. 
 
 Any questions regarding the scope or application of this Policy should be directed to one 
of the Compliance Officers listed in Section 9 of this Policy and on the District’s website, 
www.northcolonie.org/policymanual/5010.pdf.” 
 
A copy of the entire policy will be made available upon request. 

 
 Board Policy # 5010 (Note:  Prior Policy # 5020.1) 
 Policy Adopted:  October 24, 1988 
 Policy Amended:  January 23, 2006 
 Policy Amended:  June 16, 2008 
 
 
S. School Board Officer & Employee Code of Ethics 
 

     Board Policy # 2160 
     Policy Adopted:  August 24, 1970 
     Policy Amended:  February 24, 1997 
     Policy Amended:  October 23, 2006   
     Policy Amended:  November 20, 2006 
    Policy Amended:  October 27, 2008   
    Policy Amended: December 21, 2015 
 
                                          POLICY FOLLOWS 

 
 
 
NORTH COLONIE                                                                                         2160 
 
 
                   SCHOOL BOARD OFFICER & EMPLOYEE CODE OF ETHICS 
 
 
Section 1. Pursuant to the provisions of section eight hundred six of the general municipal 
law, the Board of Education of the North Colonie Central School District recognizes that there 
are rules of ethical conduct for public officers and employees which must be observed if a high 
degree of moral conduct is to be obtained and if public confidence is to be maintained in our unit 
of local government.  It is the purpose of this local law to promulgate these rules of ethical 
conduct for the officers and employees of the Board of the North Colonie Central School District.  
These rules shall serve as a guide for official conduct of the officers and employees of the 
Board of the North Colonie Central School District.  The rules of ethical conduct of this local law 
as adopted, shall not conflict with, but shall be in addition to any prohibition of article eighteen of 
the general municipal law or any other general or special law relating to ethical conduct and 
interest in contracts of municipal officers and employees. 
 
Section 2. Definition. 

a. “Officer or Employee” means an officer or employee of the Board of the 
North Colonie Central School District whether paid or unpaid, including 
members of any administrative board, commission or other agency 
thereof. 

b. “Interest” means a pecuniary or material benefit accruing to a municipal 
officer or employee unless the context otherwise requires. 

 
Section 3. Standards of Conduct.  Every officer or employee of the Board of the North Colonie 
Central School District shall be subject to and abide by the following standards of conduct. 
 

http://www.northcolonie.org/policymanual/5010.pdf
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a. Gifts. He/She shall not directly or indirectly, solicit any gift; or accept or 
receive any gift annually having a value of seventy-five ($75.00) dollars or 
more, from an individual, family, or companies, groups of individuals such 
as teams, clubs, and classrooms whether in the form of money, services, 
loan, travel, entertainment, hospitality, thing or promise, or any other 
form, under circumstances in which it could reasonably be inferred that 
the gift was intended to influence him/her or could reasonably be 
expected to influence him/her, in the performance of his/her official duties 
or was intended as a reward for any official action on his/her part. 
SOURCE: This provision is part of the statutory code, applicable to all 

municipalities (General Municipal Law, 805-a, (1) ) 
 

b. Confidential Information. He/She shall not disclose confidential 
information acquired by him/her in the course of his/her official duties or 
use such information to further his/her personal interest. 
SOURCE: This provision is part of the statutory code, applicable to all 

municipalities (General Municipal Law, 805-a, (1) (b) ) 
 

School Board Officer & Employee Code of Ethics 
 

 NORTH COLONIE 
   

c. Representation Before One’s Own Agency. He/She shall not receive, or 
enter into any agreement, express or implied, for compensation for 
services to be rendered in relation to any matter before any municipal 
agency of which he/she is an officer, member or employee or of any 
municipal agency over which he/she has jurisdiction or to which he/she 
has the power to appoint any member, officer or employee.  
SOURCE: This provision is part of the statutory code, applicable to all 

municipalities (General Municipal Law, 805-a, (1) (c)) 
 

d. Representation Before Any Agency For a Contingent Fee.   He/She shall 
not receive, or enter into any agreement, express or implied for 
compensation for services to be rendered in relation to any matter before 
any agency of his/her municipality, whereby his/her compensation is to be 
dependent or contingent upon any action by such agency with respect to 
such matter, provided that this paragraph shall not prohibit the fixing at 
any time of fees based upon the reasonable value of the services 
rendered. 
SOURCE: This provision is part of the statutory code, applicable to all 

municipalities (General Municipal Law, 805-a, (1) (d)) 
 

e. Disclosure of Interest in Legislation. to the extent that he/she knows 
thereof, a member of the Board and any officer or employee of the North 
Colonie Central School District, whether paid or unpaid, who participates 
in the discussion or gives official opinion to the Board on any legislation 
before the Board shall publicly disclose on the official record the nature 
and extent of any direct or indirect financial or other private interest 
he/she has in such legislation. 
SOURCE: Administrative Code of the City of New York 898.  1-0. 

 

f. Investments in Conflict With Official Duties.  He/She shall not invest or 
hold any investment directly or indirectly in any financial, business, 
commercial or other private transaction, which creates a conflict with 
his/her official duties. 
SOURCE: The subject matter of this provision is a required part of a 

local code, when adopted (General Municipal Law, 806).  
The language has been patterned after the existing 
provision in Public Officers Law, 74 (2). 
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g. Special Privileges or Exceptions. He/She shall not seek to secure special 
privileges or exceptions for himself/herself or others by interceding in 
public or private with any municipal agency. 

 

h. Appointments.  The appointment of officers and employees shall be on 
the basis of merit.  The hiring of relatives of members of the appointing 
Board or of the appointing officer, who are not now employed by the 
District, shall be prohibited. 

 
i. Private Employment. He/She shall not engage in, solicit, negotiate for or 

promise to accept private employment or render services for private 
interests when such employment or service creates a conflict with or 
impairs the proper discharge of his/her official duties. 
SOURCE: The subject matter of this provision is a required part of a 

local code, when adopted (General Municipal Law, 806).  
The language has been patterned after the existing 
provision in Public Officers Law 74 (3, (a) ).  

 

j. Future Employment.   He/She shall not, after the termination of service or 
employment with such municipality appear before any board or agency of 
the Board of the North Colonie Central School District in relation to any 
case, proceeding or application in which he/she personally participated 
during the period of his/her service or employment or which was under 
his/her active consideration. 
SOURCE: The subject matter of this provision is a required part of a 

local code, when adopted (General Municipal Law, 806).  
The language has been patterned after the existing 
provision in Public Officers Law, 73 (7) (8) (a). 

 

Section 4. Nothing herein shall be deemed to bar or prevent the timely filing by a present or 
former municipal officer or employee of any claim, account, demand or suit against the Board of 
the North Colonie Central School District, or any agency thereof on behalf of himself/herself or 
any member of his/her family arising out of any personal injury or property damage or for any 
lawful benefit authorized or permitted by law.  
 

Section 5. Distribution of Code of Ethics.  The Superintendent of Schools of the North 
Colonie Central School District shall cause a copy of this code of ethics to be distributed to 
every officer and employee of the School District before entering upon the duties of his/her 
office or employment. 
 

Section 6. Penalties.  In addition to any penalty contained in any other provision of law, any 
person who shall knowingly and intentionally violate any of the provisions of this code may be 
fined, suspended or removed from office or employment, as the case may be, in the manner 
provided by law. 
 

Ref: General Municipal Law §806 
Matter of Guilderland Central School District, 23 EDR 262 (1984) 
Matter of Murphy, 17 EDR 462 (1978) 

 

Note: Prior policy, 4110(a)-(c) 
Policy Adopted:   August 24, 1970           Amended:  February 24, 1997 
           Amended:  October 23, 2006 
           Amended:  November 20, 2006 
           Amended:  October 27, 2008 
           Amended:  December 21, 2015  
 
III. INSTRUCTIONAL PROGRAM   
 
A. Audio-Visual/Library 
 



15 
 

 The library represents an important support service to our instructional program.  It 
should be used for reading and reference work; students should not bring work to the library 
which could be completed in the classroom or study hall. 
 
 The library staff consists of two library/media specialists one full time and one half time, 
and a clerk. 
 
 The library/media specialist will place books on reserve in the library.  Teachers may 
bring their students to the library at other times providing arrangements are made with a 
librarian.  In the event that extended use of the library or research is expected of students, the 
teacher should make arrangements for his/her class to visit the library. 
 
 A specific schedule is maintained for classes to utilize the library facilities.   
 
 It is imperative to remind all staff that the purpose of this scheduled time is to implement 
the objectives of the curriculum.  After instruction has taken place, students should be 
encouraged to select and check out books for leisure reading, reports, etc. 
 
B. Co-Curricular Program 
 
 The co-curricular program has educational value separate from, and in addition to, the 
regular academic curriculum.  It is the responsibility of all faculty members to make the 
co-curricular program an effective one. 
 
 All faculty members are asked to take part in the co-curricular program, either by 
supervising activities or as club advisors.  In general, student activities will be conducted on a 
voluntary basis during after-school hours. 
 
C. Discipline 
 
 An important part of our educational responsibility is to teach youngsters to conduct 
themselves properly in social situations.  To insure effective school operation and a proper 
learning environment, control is necessary at all times. 
 
 1.  Handling of Routine Classroom Discipline Problems 
 
 The classroom teacher is expected to handle all routine discipline situations in the 
classroom and to maintain order at all times.  Students should not be sent from the classroom 
except in emergency situations.  Please refer to Section III. C. 2 for specific regulations.  
Procedures which teachers should follow include "talking to"; keeping after school or before 
school; special work during study halls; contacting parents.  Classroom teachers should check 
with other teachers, counselor and hall principal for background information and possible 
approaches to employ.  Contacting the student's parents is encouraged as a means to improve 
behavior.  If the student fails to respond to these actions, the problem should be referred to the 
students' hall principal.  Only after the teacher has exhausted the normal procedures, briefly 
mentioned above, should the student be referred to the hall principal. 
 

Whenever it becomes apparent that a student is not responding to normal classroom 
disciplinary action, the teacher should compile a written record of incidents and actions taken on 
a discipline referral form which is forwarded to the hall principal. 
 
 Teachers are expected to use the Behavior Incentive Program as intended, not as a 
disciplinary consequence for in-class misbehaviors.  The white card system is to supplement, 
not supplant, regular disciplinary measures included here. 
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 If a teacher wishes to keep a student after school, the parent must be notified or the  
student must be given the opportunity to notify his parent.  State law prohibits keeping a student 
after school if parents object.  As a general rule, the student may be informed that he will be  
C. 1.  Handling of Routine Classroom Discipline Problems   (cont'd.) 
 
detained the following day on the assumption that he will inform his parents.  In the event that a 
parent does not concur, or refuses to permit the detention of his child, the hall principal should 
be notified. 
 
 In an emergency situation, a student may be sent to the hall office or internal suspension 
room, accompanied by the teacher or another staff member, whichever is convenient.  If a 
teacher sends a student out of class, the teacher must contact the student's parent(s) and 
explain the situation.  Children should not be sent out of the classroom by themselves if the 
situation is deemed to be an emergency.  Students should not be left in the hall office 
unattended.  If there is no one in the hall office, the student should remain under the teacher's 
supervision until such time as the situation can be resolved.  Send a student to get assistance 
from someone on the staff to escort the child or to monitor your class in your absence. 
 
 The action which the hall principal takes will depend upon the seriousness of the 
problem and past history.  In general, the hall principal will follow the guidelines for disciplinary 
action as developed by the discipline committee.  The hall principal will be responsible for 
coordinating staff efforts and insuring good communication with all staff members who have any 
responsibilities for that student.  Referrals will be returned to teachers to notify them of 
administrative actions which has been taken. 
 
 When the hall principal identifies a student as a serious and chronic discipline problem, 
he will notify the principal and a case conference will be set up involving appropriate classroom 
teachers, counselor and school psychologist.  The object of the case conference will be to 
develop a comprehensive plan to improve the student's behavior. 
 
C. 2.  Protocol for Teacher Removal of a Student from a Classroom 
 
 Therapeutic Removals 
 
 Therapeutic removals are effective means of helping some students to gain their 
composure and return prepared to learn in an academic setting.  In an elementary school, a 
student may be sent to a counselor, principal or time-out room for therapeutic time-out 
purposes.  In the junior high, a teacher may send a student to the Internal Room.  In the high 
school, a ninth or tenth grader may be sent to the LaFollette Hall Office, a counselor, or to a 
special education teacher.  An eleventh or twelfth grade student may be sent to the Taft Hall 
Office, a counselor, or a special education teacher.  Each school has procedures whereby the 
teacher documents the reason a student was sent from the classroom.  It is expected that the 
teacher will communicate with both the parents and principal about why the student was sent 
out of class, unless it is mutually agreed between the principal and the teacher that a call to the 
parent(s) is not warranted. 
 

Removal for Disciplinary Reasons 
 
 Students Who Are Violent or Substantially Disrupt a Class Endangering the Health and 
Safety of Others:  A teacher may remove from class a student who is violent and substantially 
disruptive of the educational process.  Violent students are defined in the statute as elementary 
or secondary students under 21 years of age who: commit acts of violence against any school 
employee; who commit acts of violence on school property against any student or other person 
lawfully on school grounds; possess, on school property, a gun, knife, incendiary bomb, or other 
dangerous instrument capable of causing physical injury or death; threaten, on school property, 
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to use any instrument that appears capable of causing physical injury or death; knowingly or 
intentionally damage or destroy the personal property of any person lawfully on school property; 
or knowingly or intentionally damage or destroy school property.  (School property means in or  
C. 2.  Protocol for Teacher Removal of a Student From a Classroom   (cont'd.) 
 
within any building, structure, athletic field, playground, parking lot or land contained within the 
real property boundary line of a public elementary or secondary school, or in or on a school 
bus.) 
 
 The use of call buttons should be limited to those few situations of extreme behavior, 
such as a student who is violent or substantially disrupts a class by endangering the health and 
safety of others. The office will send someone to assist the teacher and escort the student to the 
principal’s office. The teacher will submit a written statement about what occurred to the 
principal as soon as possible. 
 
 After the student receives due process (see #5300R), the principal will decide on 
appropriate discipline.  If the student is suspended, the principal will notify parents orally and in 
writing, within 24 hours, the nature of the circumstance that caused the suspension, that the 
parent/guardian has a right to an informal conference with the principal, and the right to 
interview witnesses.  One of the conditions of a student’s reinstatement following a suspension 
should be a conference attended by the principal, the student and his/her parent/guardian, and 
when appropriate the teacher and counselor.  The purpose of this meeting is to develop a plan 
to address the behavior that caused the suspension. 
 
 Students Who Have Substantially Disrupted the Class But Are Non-Violent:  If the 
teacher has decided that it is appropriate for the student to leave the classroom because the 
student has substantially disrupted the class and violated the North Colonie code of conduct, 
the teacher will need to give an immediate explanation to the student about why he or she is 
being asked to leave the classroom.  This can be accomplished in several ways, including the 
following: 
 

1) The teacher gives the student a written form on which the student’s behavior has 
been checked off, and asks the student to proceed to the office where the student will 
write his or her own version of what  occurred 

 

    OR 
 

2) The teacher asks the student to step into the hallway, describes what has occurred, 
and gives the student an opportunity to express his or her version of the incident.  The 
student will then be sent to the principal’s office or an alternative location. It is not 
recommended that the teacher enter into a dialogue with the student in front of other 
students. 

 
After a student is removed from the classroom, the teacher will complete a disciplinary 
referral form, and speak with the principal as soon as possible regarding the incident.  
After this discussion, the principal will make a determination of whether the student’s 
removal was warranted, and if so, the number of days the student would be removed 
from class.  If the principal does not uphold the removal, the student will attend the next 
scheduled class meeting.  Whether or not the removal is upheld, the principal will send a 
written communication to parents notifying them the child has been removed from the 
classroom. 

 
The principal has several grounds on which to overturn a student removal from class.  
They are: a lack of substantial evidence to support a removal, if the removal is a 
violation of law, or if a removal is inconsistent with the district’s code of conduct.  In 
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these cases, the Principal may return a student to class.  If the student’s conduct 
warrants a suspension rather than a removal from class, the  

 
Principal will suspend the student.  This last situation will not be viewed as a teacher’s 
removal of a student from class. 

 
It is our expectation that the teacher will contact the parent or guardian within 24 hours 
of the student’s removal from class.  (Parents’ work numbers are available in the hall 
office.)  It is understood by all parties that the most desirable situation is for the teacher 
and parent to have a dialogue about what occurred in class.  If a teacher cannot contact 
the parent after making a diligent effort, the teacher will communicate with the principal. 

 
A parent may request a conference within 48 hours of the removal from class.  If the 
conference is held, the teacher, parent, student, principal, and counselor when 
appropriate, should be present.  The meeting should be scheduled within the confines of 
the teacher’s contractual day, unless there are extenuating circumstances and teachers 
have agreed to meet otherwise.   Teachers should be relieved from supervision 
responsibilities, whenever possible, prior to using the teacher’s preparation period.  The 
student is not permitted to return to the classroom and must continue to receive 
educational programming for the duration of the removal or pending the outcome of a 
conference if one is held.  It is the disciplining teacher’s responsibility to provide work for 
the student who is removed.  

 
 “All students, including those with disabilities, are expected to adhere to all 
school behavioral codes.  Disabled students with chronic discipline problems must be 
referred to the School’s Pupil Service Team.  If the Pupil Service Team concludes that 
the child’s program and/or placement should be reviewed it will immediately refer a 
Section 504 student to the Section 504 team or an IDEA classified student to the 
District’s Committee on Special Education (“CSE”).  In the first instance, the Section 504 
team or the CSE should review the student’s program and placement to ensure 
appropriateness.  The Section 504 team or CSE may, if appropriate, amend a child’s 
Section 504 Plan or IEP.  Additionally, whenever a disabled child is to be suspended, the 
Building Administrator must inform the Building’s Section 504 Coordinator or Director of 
Special Education so that reviews regarding the child’s program and placement will take 
place.” 
 

Board Policy # 5300 
Policy Amended:  April 24, 2006 
 
 3.  Handling "Out of Classroom" Disciplinary Situations 
 
 As the staff is responsible for the supervision of all students at all times during the day, 
each teacher should accept the responsibility for supervising students whenever and wherever 
necessary. 
 

 During the passing of classes, all teachers must station themselves so that they may 
supervise the corridors as well as their rooms.  Teachers may not retire to their hall office or the 
lounge until the change of classes has been completed.  Teachers moving from a planning 
period to a preparation period should also station themselves in the corridor during these times.  
The end result should be that all faculty will be stationed in the corridors while students are 
moving between classes.  While specific schedules are not written for supervision of the 
lavatories, it is assumed that all faculty members will periodically check the lavatories and 
assume responsibility for their supervision.  Teachers who are teaching in the classrooms 
nearest the stairwells are expected to supervise the stairwells during the passing of classes.  It 
is imperative that we all share equally in the supervision of students between class periods. 
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4. Handling of Discipline Situations in the Dining Room  
  

Dining room supervision is an aspect of "out of class" supervision that requires more 
specific guidelines, but the same principles as outlined in III.C.2. should be followed. 

 
The key to dining room supervision is the prevention of problems, rather than reacting 

after the fact. 
 

 Lunchroom Monitors/Teachers should circulate around the room rather than stand in one 
spot giving the appearance of looking for trouble.  (There is nothing wrong with sitting at a table 
with students for short periods of time, provided the position provides a good view of the room.)  
By casually approaching a potential problem area, the lunchroom monitor/teacher can prevent 
many problems by mere presence. 
 

 When there are infractions to dining room rules such as "roaming", eating without a tray, 
etc., the lunchroom monitor/teacher should follow the same general steps as indicated above in 
III.C.2.--stop the misbehavior (get the student seated, have him get a tray, etc.) and then assess 
the situation.  (Was it oversight or deliberate-has it happened before?, etc.) 
 

 The lunchroom monitor/teacher should talk to the student to make certain the student is 
aware of the rule. (It is a good idea to explain why the rule exists and why his actions cannot be 
tolerated.) 
 

 If a student breaks the rule a second time, the lunchroom monitor/teacher should isolate 
the student for a short period of time (the remainder of the period or for the next day) in the 
discipline section. 
 

 If there is still another infraction, the student should be assigned to the isolated lunch 
area for one week.  At this point, it would be well to advise the hall principal of the problem and 
the action taken. 
 

If the previous action fails to resolve the problem, the supervisor should fill out a formal 
referral on the "Discipline Referral Form". 
 

The procedure outlined here is for relatively minor infractions of the lunchtime rules.  
Needless to say, serious situations such as direct verbal refusal to comply with a directive, a 
fight, etc. should be handled as emergencies either by bringing the student directly to the hall 
principal (if he/she is present) or to the main office. 
 
 5.  Internal Suspension Room 
 
 A room is provided to handle formal internal suspensions as assigned by a hall principal.  
Teachers may assign students to the internal suspension room for the remainder of a period 
only, and should do so only when other interventions are not effective.   As soon as possible, 
the teacher should submit a detailed summary of the incident to the appropriate hall principal.  A 
telephone call to the parent/guardian to explain the reason is required.  The internal suspension 
room is located upstairs in Calhoun Hall.  
 
 Teachers assigned to monitor the internal suspension room should be on time for this 
duty.  Students must not be unsupervised; the teacher should remain in the room until the next 
scheduled teacher arrives.  The record book of students present needs to be maintained 
accurately and carried during any school evacuations.   
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 Rules of behavior for students assigned to this room should be followed closely.  
Violations of these rules should be reported to the hall principal.  In the event there are no 
students assigned to the internal suspension room, teachers assigned should remain unless 
assigned otherwise by a principal. 
 
 6.  Guidelines for Normal Disciplinary Action 
 
 In all cases the actual consequences assigned will be at the discretion of the 
administration. Please refer to the Student Handbook or Board of Education Policy manual for 
specific examples. 
 
 7.  Tardiness to Class 
 

Students are allowed four minutes to pass from one class to the next.  Separate bells 
ring signifying the end of one class period and the start of the next.  Teachers keeping students 
after the bell has sounded ending their class should issue that student a pass.  Students who 
are not in their assigned classroom by the second bell without a "hall" pass from a teacher are 
to be considered as being late and have their names recorded as such. 
 

It is the responsibility of the classroom teacher to resolve problems related to student 
tardiness unless a chronic case arises.  The following steps should be employed prior to referral 
to the hall principal: 
 1st lateness:   verbal warning 

2nd lateness:  warning and make-up time assigned with teacher to compensate for lost 
class time 

 3rd lateness:  parental contact, additional make-up time 
 4th lateness:   referral to hall principal 
 
 White cards should be issued subsequently to the first lateness; keep in mind that the 
white cards are not intended to be a disciplinary consequence, in and of themselves.  They are 
a secondary system intended to attach misbehavior to attendance at school activities. 
 
 Please note, the student should not be sent to the hall office for a pass.  Each teacher 
should maintain an accurate record of student’s lateness to class. 
 
 8.  Corridor Supervision Periods 
 
 Teachers assigned to corridor duty should circulate throughout the building and provide 
an active supervisory presence.  That person will be responsible for the following tasks: 
 

1) Checking the condition of lavatories at the beginning and end of each period, and 
periodically throughout the period.  Please pay particular attention to this detail. 

 2) Insuring against wanderers by checking student passes 
 3) Providing assistance and direction for students and visitors 
 
 The person assigned to main entrance duty should remain there for the entire period. 
 
 9.  Vandalism  
 

 A procedure has been established to combat vandalism by immediate identification.  
Should staff observe any graffiti or damage it should be reported immediately to the main office 
receptionist who will record a description, time and who reported it.  Staff may report in person 
or by note.  In the latter case, staff should include all the above pertinent information. 
 
D. Board Policy -- Discipline - Physical Restraint – Administrative Regulations 
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 The Board believes that the maintenance of order and decorum are essential to the 
effective operation of the school system, and that a proper respect for authority should be 
fostered in every member of the student body. 
 
 To further these objectives, the Board has adopted the following policy with respect to 
the use of physical restraint 
 
 Physical Restraint - The District staff is authorized to use reasonable means of restraint 
on any student or students to maintain order (see Policy #1520 – Public Conduct on School 
Property) or to prevent physical injury or property damage. 
 

All cases of physical restraint shall be reported to the Superintendent of Schools 
within 24 hours of such occurrence. 
 

 Administrative Regulations  
 
 1.  “Reporting – All cases involving physical restraint or therapeutic physical restraint ( or 
corporal punishment) shall be reported on the prescribed form (5314-E) to the immediate 
supervisor or director and building principal who will contact the Superintendent of Schools as 
soon as possible but within 24 hours of such occurrence.  The principal and supervisor will 
determine if the restraint was appropriate.  Parent or guardian shall also be notified by the 
principal or hall principal.” 
  

 2.  “Complaints – A person in parental relationship to a student who feels that Policies 
5314A – C, regarding physical restraint, therapeutic physical restraint, or corporal punishment, 
have been improperly applied to their child shall first review their concern with the school 
employee involved and that employee's supervisor.  If, after such review, parents/guardians are 
not satisfied with the disposition of the matter, within ten school days they may present a formal 
complaint in writing to the Superintendent of Schools.” 
   

“The Superintendent and the parent will review the complaint and determine an 
appropriate course of action to address the complaint.  This might include a conference with the 
parent and/or other administrators, referral of the complaint to an ad hoc panel as defined in the 
NCTA/NCCS contract under Article XVII Section B or other actions as deemed appropriate by 
the Superintendent.  In any event, the parent or guardian will be given an opportunity to air the 
complaint and present written evidence supporting the concern.  The parent will be given 
reasonable time to prepare.  At the end of the process, the superintendent will then forward 
his/her determination in the matter to all parties involved.  An appeal of the Superintendent’s 
determination would proceed in writing to the Board of Education within 10 school days of 
receipt of the decision.” 
  

 3.  “Reporting of Corporal Punishment Complaints – The Superintendent shall report all 
complaints of corporal punishment, including complaints or reports of physical contact where 
corporal punishment was found to have occurred, and their disposition to the Commissioner of 
Education, as required by the Commissioner’s Regulations.” 
  
E. Homework 
 

1. Homework shall be defined as that activity which is intended to extend beyond 
the time of the instructional period, and which is to be completed in the study hall 
or out of school.  Homework is a necessary component of instruction.  Homework 
assignments should be meaningful; homework should contribute to a student’s 
grade in a relevant and appropriate manner. 

 
 2. Teachers should assign homework with the following purposes in mind: 
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   a. Practice and drill on work recently learned 
   b. Review of work learned over longer periods 
   c. Research and discovery 
   d. Creativity 
   e. Preparation of class activities 
   f. Adherence to form 
   g. Promptness 
   h. Neatness and orderliness of work 
   i. Planning of time 
   j. Development of good study habits 
   k. Development of responsibility 
 

3. Assigned homework shall involve material which must be reviewed by the 
teacher.  Homework assignments are to be completed on time and appropriate 
consequences assigned if deadlines are missed.  Teachers are expected to 
return collected assignments in a timely manner. 

  
 4. Attention should be paid to quality and usefulness of assignments. 
 

5. Attention to individual differences among pupils is to be considered in making 
assignments.  It is inappropriate to assume that all students can successfully 
complete the same assignment. 

 
6. In order to avoid overload situations when assigning homework, teachers should 

adhere to the following minimums and maximums:  Grades 4 through 6, 30 to 60 
minutes daily; Grades 7 and 8, 60 to 120 minutes daily homework will be 
assigned in English, social studies, mathematics, science foreign language and 
may be assigned in other areas as needed; Grades 9 through 12, homework will 
be assigned in English, social studies, mathematics, science, language, and 
business, with a maximum of 45 minutes per class lesson.   Other 
departments may assign homework where appropriate within this guideline. 

 
7. It is desirable to make some homework assignments on a long-range basis to 

give students experience in scheduling their own time. 
 

8. Homework assigned for a weekend should equal no more than that which would 
normally be considered for a night's work, except where special circumstances 
merit. 

 
9.   Homework assigned for a vacation period should be of reasonable length.  

Students may be expected to utilize time during vacation periods for review and 
long-range assignments. 

 
10. The principal and/or department supervisor shall monitor the implementation of 

the policy and regulations governing homework to insure full compliance by all 
teachers. 

 
11.   A copy of the homework policy and regulations shall be forwarded to all parents 

at the beginning of each school year via a special notice or the students’ 
handbook.  (District Policy # 4730) 

 
F. Promotion and Retention of Students Regulation - # 4750-R 
  

 B.  Junior High School (Grades 7-8) 
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“Each block team will implement appropriate intervention and support for students who 
qualify for these services as per criteria set forth in the Academic Intervention Services 
(A.I.S.) plan. 
1. After the end of the first semester each academic team of teachers will identify 

students at risk for retention who have not demonstrated sufficient mastery of 
skills to achieve at the next grade level.  Parents will be notified by the counselor 
at this time. 

 
 2. Mastery of skills to achieve at the next grade level shall be defined as follows:” 
 
  Grade 7: 
 

 “A passing achievement average of five (5) quality points earned in all four (4) 
academic core areas (math, science, English and social studies) in grade 7. 

 Quality points may be earned during the four quarterly assessments and the final 
examination, which is weighted in equal fashion. 

 At least two (2) quality points must be earned in the second half of the school 
year for each academic core course, i.e., at least two (2) points must be earned 
based on grades for the third quarter, fourth quarter and final exam. 

 Any of the four academic core courses failed must be repeated in summer 
school.  Students who fail all four academic core courses may not be allowed to 
attend summer school.  A decision will be made by the Building Principal in each 
individual situation. 

 Students must earn 3 quality points in the art/tech/h&c sequence.   

 Students must earn 3 quality points in the pe/music/health sequence.   

 Students must earn 5 quality points in the foreign language sequence, unless 
exempted from foreign language by an IEP. 

 Students who, by the fourth quarter, have not earned the required 3 or 5 quality 
points in a special area sequence, will be required to complete extra project(s) to 
earn the required quality points.” 

 
  Grade 8: 
 

 “A passing achievement average of eight (8) quality points earned in four (4) of 
the five, including foreign language, academic areas.  Students exempted from 
foreign language must earn 8 quality points in three of the four academic 
courses. 

 Quality points may be earned by grades assigned for the four quarters, the mid-
year exam and the final exam. 

 At least 4 quality points must be earned in the second half of the school year for 
each academic core course. 

 Any of the four academic core courses failed must be repeated in summer 
school.  Students who fail all four academic core courses may not be allowed to 
attend summer school.  A decision will be made by the Building Principal in each 
individual situation. 

 Students must earn 3 quality points in the art/tech/FACS sequence. 

 Students must earn 3 quality points in the pe/music/health sequence. 

 Students, who by the fourth quarter, have not earned the required 3 quality points 
in a special area sequence, will be required to complete extra project(s) to earn 
the required quality points.” 

 
 Quality points are assigned each marking period in each academic area as     

follows: 
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A = 4 
      B = 3 
      C = 2 
      D = 1 
      F = 0 
 

 Students in grade 8 who fail one course, and are thereby eligible for promotion, 
will be recommended very strongly to retake the course in summer school if the 
course failed was math, science, social studies or English, and/or if the course 
failed was foreign language, the students will be required to repeat the course or 
pursue a different language at the entry level in high school. 

 

 By beginning of the fourth quarter the guidance counselor will insure that the 
following information is collected:  standardized test scores, report card grades, 
and written assessment by each academic teacher, reading teacher and 
counselor.  In addition, written assessments by appropriate Pupil Services 
personnel should be provided for all identified youngsters.  Communication with 
the parents of at-risk students will continue. 

 

  By June 1 the building principal will receive the tentative recommendations of the 
academic teachers, and counselor, appropriate Pupil Services personnel and hall 
principal concerning the student’s progress, academic alternatives and future 
placement options. For identified students, recommendations should be obtained 
from the Pupil Services team.  

 

 As required in Administrative Regulation #5100R, if a student’s absence reaches 
40 days, the required case conference will be held to consider the student for 
possible retention. 

 

 Attendance at a summer program approved by the building principal may be 
utilized in order to meet promotion requirements.” 

 
C. Guidelines Applicable to Both Elementary and Junior High 

 
1. “Unless retained once in his/her school career, no student should be 

promoted beyond grades 6 or 8 without the student having demonstrated 
sufficient basic skills which would enable him/her to function in an 
instructional group at the next grade level. 

 
2. Students identified in Section B.1. shall have included in their cumulative 

record a summary report including specific recommendations for the child’s 
educational program and the outcome expected to be achieved as a result of 
the decision to retain, promote or accelerate the student.  (Recommendations 
must take into account existing resources.) 

 
 

   
3. Persons in parental relationship to a student who express concern about a   

decision regarding the promotion or retention of their child shall be made 
aware of their right to challenge such decision and shall be provided a copy 
of the policy and regulations dealing with promotion.  Any such challenge 
shall be made in writing to the Building Principal and should include a 
statement of the reason for the challenge. Replies to formal challenges will be 
made in writing by the Principal within ten days of receipt of the challenge.  
Should the persons in parental relationship wish to pursue the matter further, 
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their challenge may again be presented in writing to the Superintendent.  The 
Superintendent shall consider the issues and decide upon a course of action, 

      including options such as referring the matter to a District review panel.  This  
panel will be selected by the Superintendent of Schools and will be 
comprised of the Assistant Superintendent(s) of Schools, one additional staff 
member, two parents/guardians (or if the challenging parent/guardian would 
prefer, two additional professional staff members may be substituted) and the 
District Director of Pupil Services who shall serve as the review panel’s 
chairman.  With respect to such challenges, persons in parental relationship 
will receive written notice as to where and when the review panel will meet 
and shall be given reasonable time to prepare for the meeting in order to 
present evidence supporting their concern.  Within two weeks of the formal 
meeting, the panel will present its findings and reason for making the 
determination to the persons making the challenge to the student’s 

     Principal, and to the Superintendent of Schools. 
 

4.  Each Principal will submit as part of the building’s Annual Evaluation Report a                      
summary of decisions made regarding the retention of students identified in   
Section  B.1. 

 
5. The provisions of subparagraph D.3 of this regulation shall apply to any 

course for which a junior high student can earn high school credit. 
 

 Regulation Amended:  May 7, 2009 
 
POINTS OF EMPHASIS FOR GRADE 7 
  
 A.  Students must earn five (5) quality points in each of math, science, English and social 

studies. If not, the student will have to repeat the failed class in summer school. 
 

 B.  At least two (2) quality points must be earned based on the third quarter, fourth quarter 
and final exam report card grades.  If this is not accomplished, the student will be required to  

      attend summer school to earn needed quality points. 
 
POINTS OF EMPHASIS FOR GRADE 8 
 

 A.  Students must earn eight (8) quality points, instead of five (5), to meet the promotion  
      requirement.  There are now six (6) opportunities to earn points, however, in that mid-year  
      exam grades will be listed on the report card. 
 

B.  Students need to earn eight (8) quality points in four of the five core subjects: math,   
science, English, social studies, and foreign language. 

 
 C.  At least four (4) quality points must be earned based on the 3rd quarter, 4th quarter and       
final exam report card grades. 

 
      D.  Students will be required to attend summer school to repeat failed courses or to earn      
      points that were not earned in the second half of the school year. 
 
G. Pupil Personnel Services    
 

  1.  Services 
 

Pupil Personnel Service is concerned with assisting a child in developing to the 
maximum his physical and mental well-being.  The Pupil Personnel Services include 
guidance, health, psychological services, speech,  Special Education classes and 
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Learning Resource Area.  The Pupil Personnel Service is responsible for a district wide 
testing program.  These test results are included in each youngster's permanent record 
and can be a very valuable assistance to the teachers.  Faculty members becoming 
aware of any student problems of a psychological or health nature are expected to 
discuss the situation with the student's counselor. 

 
  2.  Testing 
 

  The following standardized tests are administered in the junior high according to 
the dates specified in Section VIII. 

  7th Grade      New York State assessments; Math, English/Language Arts 
  8th Grade      New York State assessments; Math, English/Language Arts, 

           Science and Foreign Language Proficiency. 
  NYSESLAT: NYS English as a Second Language Achievement Test 
 
H. Reporting to Parents 
 

  1.  Philosophy 
 

The purpose of a report card is to inform the parent of the teacher's judgment of 
a student's progress.  It should be recognized by all faculty that while objectivity is a 
goal, in the final analysis a teacher's grades contain a large element of subjective 
professional judgment.  The report card attempts to record this judgment in terms of 
academic achievement, effort, & conduct. 

 
  2.  Achievement Grades 
 

  Achievement grades reflect the student's achievement in relation to curriculum 
objectives.  While no definite distribution of marks in the A, B, C, D, and F ranges is       
required, it is expected that in heterogeneously grouped classes the curriculum is 
demanding enough to produce some "spread" of marks.  A (+) can be used to indicate a 
student achieving in the upper segment of any letter range except F.   

 
  A student's grades should not come as a surprise to parents.  No student should   

receive an F unless the parent was warned at least three weeks beforehand through a 
Teacher Comment Sheet or Interim Progress Report.  No student's grade may drop 2 
or more letter grades unless parents have been warned at least three weeks 
beforehand, (i.e. A to C or 93 to 73) unless poor achievement took place during the last 
few weeks of the marking period, after the interim report.  In such an instance, personal 
contact should be made by the teacher to explain the situation.  Students are not to be 
given "modified” grades unless approved by the hall principal. 

 
  Achievement grades are given in all areas except physical education and study 

skills including the performing arts.  Achievement grades reflect a student's 
achievement in relation to curriculum objectives. 

 
Grade Conversion Chart 

 
     Numerical        Letter    GPA                        Numerical          Letter           GPA 
  
    97.0+ and up      A+     4.0            77.0+ - 79.9            C+              2.3 
    93.0+ - 96.9         A                 4.0             73.0+ - 76.9            C              2.0 
    90.0+ - 92.9         A-       3.7            70.0+ - 72.9            C-              1.7 
    87.0+ - 89.9         B+       3.3            68.0+ - 69.9            D+              1.3 
    83.0+ - 86.9         B                 3.0            65.0+ - 67.9            D              1.0 
    80.0+ - 82.9         B-      2.7                       <65                         F                     0.0 
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3.  Final Examinations 
 

District-wide final examinations will be given at the conclusion of the school year.  
These  examinations will be included in the computation of the student's quality points as 
per the district's promotion/retention policy.  These grades will be recorded as A, B, C, D, 
F for grades 7 and 8 except for those courses that earn high school credit, in which case 
numerical grades are given. Unless approval is given by a principal, no student will be 
excused from any final examination.  Any student absent from an examination will be 
required to make it up prior to any quality points being calculated. 

 
  4.  Effort Grades 
 

As one of our goals is to encourage a student to achieve the very best he is 
capable of achieving, the effort grade is a crucial evaluation.  We cannot expect a 
student to achieve more than he is capable of achieving; we can expect maximum effort.  
The effort grade is a means of positively recognizing the effort which a student does 
expend.  The grading of a student's effort is subjective judgment which requires a 
professional appraisal in terms of each individual youngster.  Effort grades are  
categorized as follows: 

         
E = Excellent Effort: These students show effort that is beyond the normal effort   

expected of them based on their ability.  Homework, class work and projects 
are consistently on time and demonstrate superior scholarly endeavor, 
generally exceeding prescribed criteria.  Participation is enthusiastic, 
inquisitive, attentive, and the student demonstrates an exemplary work 
attitude.  Can be used when achievement is better than expected based on 
ability. 

 
G = Good Effort: These students meet the normal or typical expectations for 

effort. Average effort when compared to individual ability.  Homework, class 
work and projects are done to teacher’s satisfaction and rarely late or 
deficient.  Work generally meets required criteria, but infrequently exceeds 
them or shows an effort to go beyond what is required.  Participation and 
attention is evident and positive. Appropriately used when a bright student is 
doing well, but could do better. 

 
 

N = Needs Improvement: These students fall short of meeting expectations for    
effort. Substandard effort when compared to individual ability.  Any factor, 
including homework, class work and/or project quality or punctuality, may be 
deficient.  Work may frequently fall short of established criteria.  Other 
factors independently justifying this designation would be lack of positive 
participation and/or attention. May also be used to indicate lower 
achievement than ability would suggest, such as when a capable student’s 
shortfall in any of these categories has been detrimental to an achievement 
grade (i.e.: an “A” student getting a “B” due to missed or late obligations). 

 
U = Unacceptable: These students fail to meet their obligations.  Homework,    

class work  and projects repeatedly are not done to satisfaction.  Student 
may have a poor attitude toward making up missed work.  Interventions have 
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failed to foster improvement. May be inattentive in class or frequently off 
task. 

 
 
 
  5.  Conduct Grades 
 

As the school has the obligation to encourage good citizenship and the 
development of positive social attitudes, students are evaluated in their progress toward 
these goals.  Conduct grades are categorized as follows: 

 

  E = Excellent Conduct: Student exhibits conduct that is Beyond the Norm for an  
Adolescent. Student is extra courteous , mature, helpful, sharing and   
respectful. Meets the expectation of a role model for behavior and 
participation in academics. Student does not need redirection, is attentive 
and does not break school rules. “Stands out from the crowd.” 

 
G = Good Conduct: Normal adolescent conduct observed.  This student  

generally behaves appropriately with only minor transgressions of standards 
and policies. Exhibits normal age appropriate levels of courtesy and respect.  
Need for redirection is minimal.  Generally on task, but minor errors may be 
evident and the student exhibits normal, good citizenship, but not 
outstanding. 

 

N = Needs Improvement: This student needs more redirection than the average 
student.  May communicate inappropriately, including minor transgressions 
of inappropriate language.  May be occasionally disrespectful of adults, 
peers or school property.  Student may exhibit a moderate level of off task, 
inattentive and/or non-participatory behavior.  The student may occasionally 
break school or class rules and/or may exhibit disruptive behavior. 

 

 U = Unacceptable: Student exhibits behavior that is noticeably inappropriate.   
Student may be any of the following: off task, disrespectful, poor peer or 
adult relations, requires persistent redirection, does not respect or observe 
rules, brings negative attention to self, may be non-participatory.  

 
 
  6.  Procedure for Marking Report Cards, Interim Progress Reports 

 

New procedures for interim and report card grading on-line are in place.  
 
 
  7.  High Honor, Honor and Merit Roll 
 

High Honor, Honor and Merit rolls will be based on achievement, effort, and 
conduct. 

 
  In order for a student to qualify for the High Honor Roll: 
 

 Achievement grade average of 3.7 or higher 

 All Effort and Conduct grades are E or G 
 
  In order for a student to qualify for the Honor Roll: 
 

 Achievement grade average of 3.3 - 3.69 

 All Effort and Conduct grades are E or G 
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In order for a student to qualify for the Merit Roll: 
 

 Achievement grade average of 3.0 - 3.29   

 All Effort and Conduct grades are E or G  
 

8. Requirements for Courses Receiving High School Credit 
 

Regular School Year:   
 

 Teachers will take attendance each period and inform the Hall Principal 
according to the reporting schedule.  All absences from class must be recorded; however, 
absences due to school sponsored or school authorized activities will be excluded from 
counting toward denial of course credit provided the student performs any assigned 
make-up work.  In addition, absences for students whose physical and/or psychological 
condition necessitates absence from school for more than ten days (consecutive or 
cumulative) may be excluded from counting toward denial of course credit provided the 
student performs any assigned make-up work.  All other absences, whether excused or 
unexcused, are countable to determine eligibility for course credit.” 

 

 “The Hall and Building Principal will contact parents by mail at prescribed 
intervals prior to denial of course credit.” 

 

Board Policy # 5100 
Note: A complete description of this attendance policy is contained in Board 

Regulation #5100-R (“Student Attendance Regulation”) 
 

  9.  Interim Progress Report 
 

The Interim Progress Report is used to notify parents of a student's progress.  
These must be completed by the close of the fifth week in each of the first three marking 
periods.  Fourth quarter interim reports are sent as deemed needed by individual 
teachers.  No student may receive an F in achievement nor a U in effort or conduct, nor 
drop two levels (A to C; B to D) unless the parent has been advised of the problem.  In 
all cases where potential problems exist, teachers are expected to contact the parent(s) 
to discuss the issues.  In the highly unusual circumstances of a student who has done 
satisfactory work through the first five weeks but begins to slip, a phone call must be 
made and a record of the call maintained.  This is especially true for the fourth quarter 
when progress reports are optional; if a student's grade in achievement, effort or conduct 
will be an F and/or drop two letter grades, parents have to be contacted.  Parents must 
also be contacted during the fourth quarter if a student will end the year failing a course. 

 

Interim Progress Reports for 2018-2019 should be completed as of the following 
dates:  

    1st marking period  October 5 
    2nd marking period  December 17 
    3rd marking period  March 9 
    4th marking period  May 21 
 

Several procedures are available to make positive parental contacts.  The procedures 
include: 

    a) Interim Progress Report 
    b) Notice of Commendation 
    c) Phone call or personal contact 
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All staff are required to record their positive parental comments.  The block 
teams should keep this record in the block log. 
 

 
I. Ability Grouping and Special Programs 
 
  There are special programs designed to meet the needs of various abilities.  It is  

appropriate that the curricula in the academic subjects are geared to meet the needs of 
the top ability, average and remedial student and that the classes be structured 
according to this grouping. It is not appropriate, however, that junior high-aged students 
not be tracked into rigid homogeneous groups.  

 
  1.  Reading 
 

The improvement of reading skills is our highest priority.  All teachers share in 
the responsibility for reading instruction. Remedial instruction for youngsters 
whose reading skills are up to two years below grade level are provided by 
members of the reading and/or English staff.  Whenever possible, these students 
will be drawn from study hall.  Students will probably not be able to participate in 
performing groups if they are in a reading class. 

 
  2.  Seventh Grade Math 
 

While math classes are generally heterogeneous in nature, those students who 
show high ability in Math 7 will be grouped.  Different programs include: 

 
  Math 7 - Students will take the regular math 7 course.  

Fundamental Math 7 This is an Academic Intervention Service for 7th graders 
who need extra assistance in math.  Students enrolled in Fundamental Math 7 
meet every day for 20 minutes in lieu of silent reading. 
 
3.   Eighth Grade Math 

 
Math 9R – This is available to 8th grade students who demonstrate a strong 
ability and interest in mathematics & who plan on pursuing a five-year math 
sequence. The final exam for this course is the Integrated Algebra Regents 
exam.  Students successfully completing the course will receive one high school 
Regents credit. 
Math 8 – Eighth grade math is appropriate for those students who plan on 
pursuing a Regents math sequence beginning in grade nine. 
Fundamental Math 8 – This is an Academic Intervention Service for 8th graders 
who need extra assistance in math.  Students enrolled in Fundamental Math 8 
meet every day for 20 minutes in lieu of silent reading.  

 
4. Seventh Grade English 
 
English 7 – This course is designed to emphasize basic skills in the areas of 
reading, writing, listening and speaking. 
Fundamental ELA – This is an Academic Intervention Service for students who 
need extra assistance in language arts.  Those students enrolled in Fundamental 
ELA meet every other day for 20 minutes in lieu of silent reading. 
 
5. Eighth Grade English 
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English 8 – This program is designed to provide students with a strong 
background in basic skills.  Development of reading, writing, listening & speaking 
is stressed. 
English 8E (Enriched) – This program is designed to meet the needs of the 
most capable students within the area of language arts while addressing the 
same instructional objectives as English 8. 
Fundamental ELA – This is an Academic Intervention Service for students who 
need extra assistance in language arts.  Those students enrolled in Fundamental 
ELA meet every other day for 20 minutes in lieu of silent reading. 

 
   

6.   Modified Programs 
 
  The Modified Program in 7th and 8th grade is designed for students whose skill 

deficiencies prevent them from adequately completing the regular program.  
Students are evaluated on the basis of the content of the course and an 
alternative final examination is provided at the end of the year.  Students are 
admitted to the Modified Program only upon the approval of the appropriate hall 
principal after discussion/notification with the student’s parent/guardian. 

 
  7.   Seventh Grade Science 
 
  Science 7 – Students will take this regular course in life sciences. 
 
  8.  Eighth Grade Science /Earth Science 
 

 Science 8 – A course in physical science covering main areas of physics & 
chemistry. 

Earth Science - Students with exceptional ability in science may be enrolled in 
the 8th grade Regents level course.  This course is essentially the same course taught at 
the high school with minor modifications.  Final examination is the New York State Earth 
Science Regents.  Students who successfully complete the program will receive one 
high school credit. 

 Biology (Living Environment) - Students with exceptional ability in science 
may be enrolled in the 8th grade Regents level course.  This course is essentially the 
same course taught at the high school with minor modifications.  Final examination is the 
New York State Living Environment Regents.  Students who successfully complete the 
program will receive one high school credit. 

 
  9.  Special Education Programs: 
 
  Pupil Services Academic Skills Class, Learning Resource Area 
 

 The Pupil Services Academic Skills I Program is a self-contained model for 
more disabled students.  Students attending are labeled Mentally Retarded, Severely 
Language Impaired, Severely Learning Disabled, etc.  A certified special education 
teacher, a teacher assistant, a part-time speech therapist and aide services, as needed, 
are available.  Enrollment is limited to 12 students; pre-vocational occupational skills, as 
well as self-help, language, social, fine and gross motor and other basic skills, are 
reinforced. 
 
 The Academic Skills II Classes are part of a self-contained special education 
program for moderately handicapped students.  A teacher and one para-professional to 
assist are assigned. Class size is limited to 12 children per period.  The emphasis is to 
maximize basic academic skills and provide an occupational direction for the student. 
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 The Learning Resource Area total enrollment is limited to 20 students; 
instruction is provided for "up to 5 students at a time."  Students are instructed for a 
period of time each day as mandated by the student's IEP.  Remediation is geared to the 
pupil's area of disability (language, math, reading) and support is provided for 
mainstream subjects.  Students participating in this program will receive either a high 
school diploma or an IEP diploma, depending upon ability and achievement.  
 
 The Learning Resource Area is a highly-individualized, small-group instructional 
program for students with serious academic deficiencies. Students may be placed in the 
L.R.A. for a maximum of 3 hours; placement is dependent upon recommendations from 
the Pupil Services Team.  Blocks or individual teachers may submit names for 
consideration through the child's guidance counselor or through the team chairperson. 
 

Since pupils' abilities vary, regular education and special subject teachers are 
encouraged to check with the special education teachers as to each pupil's level of 
academic functioning, specific problems, and general expectations.  In general, written 
assignments need to be modified for the majority of special education and LRA pupils.  
In order to prevent undue frustration, pupils should be reassured by the special subject 
teachers that they are not responsible for all assignments.  At the same time, however, 
pupils should be encouraged to do all they can to the best of their ability. 
 

(See list of considerations for adapting.)  Pupils should be informed of alternate 
assignments individually.  Tests should be modified whenever possible and pupils may 
have tests read to them in special education setting. (See chart of Suggested Use of 
Alternative Testing Techniques.) 

 
 When tests and papers which would normally receive a failing grade are 
returned, they should be marked with a grade relative to the student's ability, or with 
comments such as "OK" or "Good Try" rather than with failing numeral or letter grades.  
Alternate reporting also is a necessity with these pupils. Report card grades should 
reflect individual achievement, effort and conduct.  Teachers should expect acceptable 
conduct from all pupils.  If problems occur, teachers should contact the special education 
teacher for help in modifying pupil behavior. 

 
J. Policy Regarding Controversial Issues and Guest Speakers 

We believe that it is the responsibility of the school to assist students in the 
critical examination of the various issues and points of view facing society today.  Such 
investigation and evaluation of controversial issues is deemed essential if the school is 
to achieve its objective of education students as thinking and discriminating individuals. 
 

To this end, the school provides opportunity for such discussion and critique 
through the planned academic program, extra-curricular club activities, guest speakers 
and forums. 

 
In this process it is, however, incumbent upon the school and its staff to insure a 

balanced and objective presentation of such controversial issues, and to present and 
review not only the positions of extreme, but those of the moderate point of view as well.  
It is further expected that all such discussions and presentations will be conducted within 
the bounds of good judgment and proper decorum, and with full consideration of the 
rights and sensibilities of others.  Profanity, obscenity, libel, slander, disruption or 
advocating breaking the law are not considered legitimate means of implementing the 
intent of this policy.  Those with a past history of such conduct shall not be considered 
appropriate speakers to school groups.  
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This policy statement shall apply to guest speakers invited to address any school 
group.  All invitations to outside speakers shall be cleared through and approved by the 
school principal. 

 
K. Field Trips 
 
 Please see the following memos from the Transportation Department regarding mid-
day field trips for 2018-2019 and approved Charter Bus Companies for 2018-2019. 
 

Should a teacher wish to consider a field trip, he should first consult his department 
supervisor.  Some departments have budgeted limited funds for this purpose.  Field trip 
requests should be approved by the immediate supervisor and/or hall principal before being 
submitted to the building principal for final approval.  A check sheet of required tasks will be 
given to the requesting teacher(s). 
 
 Under certain circumstances, field trips may be arranged with students sharing in the 
expense. 
 

1. Field trips may be described as group activities involving an entire class which would 
leave the school property for a class function and return prior to the end of the 
normal school day.  Field trips are to be conducted only during the school day and do 
not apply to club activities. 

 
When a group of Shaker Junior High School students leave our building, they are to be 
properly supervised and their conduct must always reflect the attitudes and discipline 
which we expect of our students at all times. 
 
When a teacher wishes to take a field trip, the following procedure should be followed: 
 

a) Pick up Field Trip Request form(s), Bus Request form(s) and checklist in 
the Main Office. 

b) Submit completed form(s) (with a list of participating students) to your Hall 
Principal for approval. 

c) Submit approved Field Trip Request form(s) to the Main Office at least 
seven days prior to the scheduled field trip. 

 
 
 
2.   Chaperones 

a) There must be at least one chaperone on any field trip for every twenty 
students.  At least one female and one male must be in attendance as a 
chaperone. 

b) Parents may be used as chaperones. 
c) If a particular department is sponsoring the field trip, chaperones must be 

teachers in that department.  Preference must be given to teachers 
currently teaching those students participating in a departmentally 
sponsored field trip. 
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North Colonie Central School District 
Transportation Department 
445 Watervliet-Shaker Rd. 

Latham, NY 12110 
(518)785-9486 

Fax: (518)783-8879 
 

To:  All District Principals/Directors/Department Supervisors  
From:  John P. Myers, Director of Transportation  
Date:  August 1, 2018  
RE:  Mid-day Field Trips for 2018-19  
 
Please forward the information below to those who will be booking field trips using North Colonie school 
buses:    
 
1. Field trip request forms must be received in the transportation office at least two weeks prior to the 
trip date, to assure proper scheduling according to our contractual requirements.  The contact person for 
field trips in our office is Transportation Operations Coordinator Amanda Cutter, at extension 3747, or 
amandacutter@ncolonie.org.   
  
2. ALL mid-day trips should be scheduled for a pick-up after 8:50am, to return to the school of origin no 
later than 1:45pm.  The safest time for scheduling is after 9am, to return by 1:30pm.  
  
3. Requests for trips leaving before 8:50am and/or returning after 1:45pm need Transportation Director 
approval.  The approval or denial of these trips will be determined by the expected availability of buses 
and drivers on the trip date.  We strongly discourage these early/late trips. Even if approved, a trip 
departure or return pickup will be delayed if we run short on regular school route buses and/or drivers.  
  
4. The last day for mid-day field trips with district buses for 2018-19 is Friday, June 7, 2019   
  
5. Closed dates:  No mid-day trips using our school buses can be booked on the following dates, due to 
elementary track meets, half days, exam days, etc.  Friday, 10/26/18 Thursday, 11/1/18 Tuesday, 
11/27/18 Regents Week 1/22-25/19 Wednesday, 5/29/19 Thursday, 5/30/19 Tuesday, 6/4/19  Additional 
notifications will be sent out when other dates close.  
  
6. Motor Coach (Charter) Buses:  Any motor coach transporting district students must be inspected at our 
bus garage before the students are loaded. School staff will book their own charter coach trips as needed, 
but the Transportation Department must receive a copy of the details, so we can schedule the necessary 
pre-trip inspection, and pre-check the drivers’ licenses.  The school should contact Transportation 2 days 
before the charter bus trip to confirm the trip is still going as scheduled. A separate memo concerning 
approved charter bus companies will be provided. ONLY APPROVED CARRIERS CAN BE USED.  
  
Please contact me directly if you have any questions regarding the above.  
  
Copy:  Scott Hoot, Assistant Superintendent for Business 
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North Colonie Central School District 
Transportation Department 
445 Watervliet-Shaker Rd. 

Latham, NY 12110 
(518)785-9486 

Fax: (518)783-8879 
 
To:  School Principals, School Secretaries, Department Directors, Department Supervisors  
 From:  John P. Myers, Director of Transportation  
 Date: August 22, 2018  
 RE:  Approved Charter Bus Companies 2018-19 (Pending Board Approval) 
 
Please find below the list of North Colonie Schools approved charter bus companies for the 2018-19 
school year (pending Board approval).   
 
The list is unchanged from last year. 
  
 The companies listed below were chosen because of their respectable maintenance records, drivers’ 
certification under Article 19-A, and D.O.T. inspection passing rates (for the previous year).    
 NOTE: All charter buses providing work for any department of this district must undergo a quick 
inspection by our mechanics at our bus garage before proceeding to their pick up location.  While these 
companies are aware of this, your staff should remind them, and include this time when booking your 
trips. This includes buses traveling empty for a return trip: For example, a bus traveling empty to NY to 
pick up a group at an airport, to return back here.  
   
Brown Coach   853-4412  Ms. Judy Russell   
Yankee Trails  286-2400  Mr. Joel Keens   
Upstate Transit of  
Saratoga 584-5252  Ms. Chris Kulls    
Hunter Motor Coach  731-6248     Ms. Leslie Phalen  
 
 School Bus Companies:  
Durham School Svcs LP 237-4514  Stacey Christian • Durham School Services LP bought out Folmsbee 
Transportation, a school bus company that had been approved for the last few years.  ONLY this branch of 
Durham is approved at the number referenced above. No other Durham branch is approved for 2018-19.  
 
Star & Strand   272-8248  Scott Thorner/Jay Schneider • Small buses only (25 pass. Max) 
 
Brown Transportation 853-4412  Ms. Judy Russell  
Upstate Transit of Saratoga 584-5252  Ms. Chris Kulls  School Services  
 
 NO OTHER CARRIERS ARE APPROVED FOR USE!  
  
NO SUBCONTRACTING UNLESS IT’S ONE OF THE ABOVE CARRIERS  (This is VERY important. When carriers 
run out of their own buses, they will subcontract to another carrier. They may NOT do this, unless it is to 
one of the carriers listed above.) Transportation must receive two weeks’ notice to allow us to schedule 
the necessary pre-trip inspection, and pre-check the drivers’ licenses.  The school must also contact Sara 
Sherwin two days before the trip, at the Transportation Department (ext. 3748), to confirm the trip is still 
going as scheduled.   
  
 Copy: Scott Hoot, Assistant Superintendent for Business 
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III. INSTRUCTIONAL PROGRAM 
 
L.        SJHS Academic Intervention Services Policy 

 
Introduction 
 

Academic Intervention Services (AIS) means additional instructional and/or 
student support services which supplement quality first instruction* provided in the regular 
instructional program.  These services are intended to assist students who are at risk of not 
achieving the State learning standards in English language arts, mathematics, social studies 
and/or science, or those who are at risk of not gaining the knowledge and skills needed to meet 
or exceed designated performance levels on State assessments.  AIS shall be provided solely 
to those students who qualify for this extra support based on the established criteria identified in 
this document.  AIS shall be made available to students with disabilities on the same basis as 
non-disabled students provided, however, that such services shall be provided to the extent 
consistent with the student’s individualized education program. 
 

Shaker Junior High School educators believe that students should be afforded 
appropriate and targeted opportunities for academic assistance and intervention, based on root 
cause analyses of multiple measures so that they may be successful in meeting the New York 
State Learning Standards.  The following is a description of the Shaker Junior High School 
Academic Intervention Services (AIS) Plan: 
 
AIS Components 
 

 Additional instruction that supplements “Quality First Instruction”1 of the general 
curriculum (regular classroom instruction) and/or 

 Student support services needed to address barriers to improve academic 
performance and other support services 

 
School Guidelines for Determining Eligibility for Academic Intervention Services 
 
Eligibility for AIS Services may be determined by the following:  
 

 State Assessment Results and/or 

 District Criteria 
 
 
 

 
 

                                                           
1Quality First Instruction: Multiple teaching strategies that meet the needs of all students                                                          

implemented in the regular instructional program. 
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III.  INSTRUCTIONAL PROGRAM 

 
 1.  Benchmarks for AIS 
 

     A.  State Assessments Criteria 
 

Students in grade 7/8 will receive AIS if they score below the designated performance levels  
(levels 1 and 2), on the Elementary State assessments in ELA, mathematics, science or social 
studies, unless AIS has been discontinued based on a decision by an AIS Screening Committee. 
Other criteria that will prompt consideration for AIS are listed below. 

 
 
Automatic Inclusion in AIS 

 
       Eligibility Criteria 

 
             Exit Criteria 

 
Grade 6 NYS Assessment; ELA, 
Math, Science 

 
Score of level 1 or 2   

 
Score of 3 or 4 on  

grade 7 NYS  

Assessment or passing 
 
Grade 5 NYS Assessment; Social  

Studies 

 
Score of level 1 or 2 

 
of related course in 
grade 7 or teacher 
recommendation 

 
          B.  Shaker Junior High Criteria 

 
In grades 7 and 8 where no state assessments are given or where scores are not available for timely 

intervention, 
Students will be eligible for AIS if they are determined to be at risk of not meeting State standards, 
according to criteria listed below.  The school procedure will always be used when a student is absent for 
all or part of a State assessment, or when a student transfers from out-of-state or another country. 

 
 

Junior High School Measures 
 
        Eligibility Criteria 

 
          Exit Criteria 

 
Eligible for AIS - students who 
qualify in two or more of the following 
categories are eligible for AIS 
 

 
 

 
 

 
 
 

 

 
Mid-year Exams - grade 7 and 8 

 
Fail  

 
Pass 

 
Final Exams - grade 7 and 8 

 
Fail 

 
Pass 

 
Report card grades 

 
Grade of  D or F in 2 or 
more core academic 
classes 

 
Grade of C or above 
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III. INSTRUCTIONAL PROGRAM 

 
  1.  B.  Shaker Junior High Criteria (cont’d.) 

 
 

Junior High School Measures   
 
Eligibility Criteria 

 
Exit Criteria 

 
     New Entrant Screening 

 
 

 
 

 
7th grade Benchmark Criteria for ex. 
social studies, math, science, 
English mid-year or final exam; Rdg. 
Screening; 1st Qtr. Report card; etc. 

 
 
As listed previously 

 
 
As listed previously 

 
     ESL 

 
Failure on NYSESLAT 

 
Passing NYSESLAT 

 
     Remedial Reading/Writing 
Qualified 

 
Score at/below 23%ile 
(national) on approved 
screening assessments 

 
Score above 23%ile (national) 
on approved screening 
assessments  

 
2.   Access to AIS Services 

 
      Appropriate intervention must occur prior to referral to the AIS Screening Committee.  This should include  

quality first instruction (essential) plus appropriate use of the following: 
1. Additional instructional time with the teacher (after school, lunch periods, etc.)  
2. Documented teacher action (e.g. telephone calls home, conferences, instructional 

strategies, etc.) 
3. Guidance involvement/action 
4. Student Assistance counselor 
5. Family contact/conference 
6. “Team” meetings (academic and non-academic) to discuss, monitor 
7. Administrative Action 

 
Once a variety of appropriate instructional practices have occurred within the context of the classroom 
and any/all of the intervention strategies listed above have been explored, a referral to the AIS Screening  
Committee may occur. 

 
A.  AIS Screening 

 
The screening committee for each hall would be comprised of the block teachers, guidance counselor and 
hall principal assigned to that hall.  Special education teachers would be included as appropriate. 

 
B.  AIS Screening Committee Function 

 
The purpose of the AIS Screening Committee is to review any or all of the following information included in 
a student’s profile, according to the benchmark/eligibility criteria listed previously in this document: 

 Academic Performance 

 Attendance 

 Family Issues 

 Health/Medical/Nutrition Issues 

 Mobility/Transfer Issues 

 Social/Emotional Issues 

 Behavioral Issues 
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III. INSTRUCTIONAL PROGRAM 
 

To determine if a student meets AIS eligibility criteria, and to develop the necessary Action Plan, the  
following form should be utilized. 
 
 

AIS Action Plan 
 
 

Student’s Name: __________________________  Grade: _________________ 
 

 
1. 

 
Services needed 

 
 

 
2. 

 
Provider(s) of services 

 
 

 
3. 

 
Goals with timeframe 
Short term: 
Long term: 

 
 

 
4. 

 
When Provided 

 
 

 
5. 

 
Outcome(s) 

 
 

 
6. 

 
Guidance Counselor* 

 
 

 
7. 

 
Date of review 

 
 

 
*Case manager responsible to monitor services being provided. 

 
 
 

3.  Types of AIS Services That May Be Provided 
 

Students are eligible for AIS, including those with disabilities and/or limited English proficiency, if they  
fail to meet the designated State performance standards or district approved criteria.  Additionally, Limited  
English Proficient (LEP)/English Language Learners (ELL) students who do not achieve the annual 
designated performance standards as stipulated in CR Part 154 are eligible for AIS.  

 
Shaker Junior High School will provide Academic Intervention Services (AIS) in the areas of academic  
Instruction and support services.  Decisions related to the frequency and intensity of services to be 
provided will be made based on individual needs as determined by the AIS Screening Committee.  An 8th 
grade student who has not been receiving AIS but who earns a score of 2 or lower on a NYS assessment 
will be expected to attend a six-week summer school program in that subject area.  AIS may be 
discontinued if the student successfully completes the summer school program. The final determination 
will be made by the Shaker High School AIS Screening Committee. 
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III.  INSTRUCTIONAL PROGRAM 
 

A.  Possible Range of Intervention Services and Resources : 
 

1. Scheduling options such as 

 additional class or LRA time 

 reduction of certain subject requirements 

 extended day working with classroom teachers 
2. Small Group Instruction after school 
3. Individualized Instruction after school 
4. REACH 
5. Summer School 
6. Study Skills Instruction 
7. Attendance Monitoring 
8. Individually Designed Strategies (address behavior/health related issues) 
9. Affective Group Support 
10. Alternative Educational Placement 
11. Referral to Community Agencies 
12. Tutoring 

 
4.  Procedures for Parent/Guardian Notification and/or Involvement 

 
The AIS committee case manager will be responsible for parental notification indicating a need for  
Academic Intervention Services.  This notification, (signed by the hall principal), will be made in writing, 
and will include a summary of the services to be provided to the student, including when the services will  
begin and the reason(s) for requiring AIS.  Parents will be kept apprised of their child’s progress 
through quarterly reports; parent conferences or consultations (in person, telephone, fax or e-
mail) will be offered each semester.   
Suggestions for working with the student at home could also be included.  At the beginning of each 
school year a letter must be sent to inform the parents if AIS is to be continued. 

 
A.  Documentation of Student Progress 

 
Quarterly documentation will be mailed to parents indicating the progress being made.  Reasons for  
continuation or discontinuation of the AIS, including State assessment data and the measures of evidence 
used in the district procedure, will be included, as appropriate.  Communication with parents will ultimately 
be the responsibility of the AIS case manager.  Such reports will be translated into the native language of  
the parent/caregiver, where appropriate.  The District will also make accommodations for parents with 
different modes of communication, such as those visually impaired or with limited literacy skills in English 
or their native language. 

 
B.  Criteria for Ending AIS Services 

 
Academic Intervention Services will end when the student has successfully attained the district standards 
according to the state and/or district criteria, as outlined previously in this plan. 

 
C.  Process and Timeline (for students required to receive AIS) 

 
Academic Intervention Services may start at any time, as determined by the AIS Screening Committee but 
must begin as soon as practical at the beginning of the semester following a determination that a 
student needs such services.  
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IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
 

A.  Absentee Assignments 
 

  Teachers are responsible for providing absentee assignments for students who are legally 
absent for three or more days.  These should be turned into the hall secretary. 

 
B.  Accounts 

 
1.  Activity Accounts 

 
  All club accounts are approved by the Board of Education.  An account cannot be set up 
 without Board of Education approval. 

 
Teachers wishing to purchase items through the various club accounts should check with the 

hall principal or the activity accounts advisor.  Teachers should not pay for items with their own 
funds since it is not normally possible to make checks out directly to faculty members.  Items should 
be charged to the correct account with an appropriate bill and that bill should be submitted in order 
that a check can be made out.  No check will be made payable to a faculty member or a student 
unless a service has been performed. 

 
  Business with the Central Treasurer should be conducted in the attendance office.  Deposits will 

be accepted only by the Central Treasurer. 
 

  All deposits should be accompanied by a deposit form.  The form can be picked up in the 
attendance office.  Receipts from games, dances, etc. should be supported by statements of 
admissions.  Loose change should be wrapped in coin wrappers and bills in bill wrappers with the 
name of the account written on them. 

 
  When payment is to be made, all disbursing orders must be completely filled out, numbered, 

dated and signed by the faculty advisor.  Each check must be accompanied by an original bill or 
claim.  Bills submitted after the 25th of the month will be paid on the next month's business. 

 
All club accounts will be balanced monthly.  All club accounts will be closed as of  

  June 30th.  No deposits may be made or checks withdrawn after this date. 
 

2.  Handling of Funds  
 

Faculty members are not to collect money for any purpose except for  an activity for which an 
account has been established in the activity fund.  Teachers wishing to sponsor a special project 
should secure the approval of the hall principal and establish such an activity account prior to the 
collection of any monies. 

 
Teachers who wish to have students purchase certain items (books or subscriptions) should 

consult Section IV.J.ll of the handbook under School Store.  No subscription or other expenses for 
students may be offered without the approval of the department supervisor. 
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IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
 
 C. Attendance Procedure 

 
 It is of the utmost importance to have an accurate attendance record. Teachers should take attendance 
during homeroom and each class/supervisory period--this task should not be given to students.  Attendance 
must be taken during each class or supervisory assignment and an accurate on-line record kept. 
 
 1. The homeroom teacher will pick up the homeroom packet from the attendance secretary. 
 
 2. The homeroom teacher should check attendance. 
 
 3. The homeroom teacher will receive excuses from students who have been absent.  If the excuse is 

not received within a 3-day period after absence, the teacher should contact the parent.  The 
homeroom teacher must keep all absence excuses on file and given to the attendance secretary at 
the end of the year. 

 
 4. A student who is tardy after the 2nd homeroom bell must report to the attendance secretary. 
  Students tardy to school are required to provide a note for the tardiness from a parent/guardian. 
 
 5. Classroom attendance must be posted at the conclusion of each class period, except for 
  Band/Chorus/Orchestra which must be recorded by 3:00 P.M. that day. 

 It is the responsibility of each classroom teacher to resolve absences, as is currently done. 
The attendance secretary needs to be notified by the classroom teacher of actual cut classes, 
otherwise all absences will be considered “excused” absences. 
Substitute teachers will not record attendance on-line, as they will not be given access to Infinite 
Campus.  Each teacher needs to maintain multiple copies of updated class rosters to provide for 
substitutes.  Each substitute teacher is responsible to submit completed class attendance rosters to 
the attendance office prior to leaving for the day.   
 Failure to adhere strictly to the homeroom attendance procedures can result in considerable 
embarrassment and anxiety since the attendance secretary calls the parent/guardian at home/work 
of each student on the absentee list.  A parent who believes his/her child is in school may become 
upset when told that his/her youngster is  absent.  Parents expect us to know whether or not a 
student is present; they have every right to expect this. 
 

 6. Students who need to be excused early for any reason must report to the attendance secretary 
during homeroom for an early dismissal pass.  The original early release form will be given to the 
student and must be taken to the main office when the student leaves the building.  
Parents/Guardians are required to come into the main office to sign out the youngster. 
 

 7. Students who are sent home during the day due to illness will have an early dismissal slip completed 
by the nurse, or, in emergencies, the hall principal or the secretary in the main office.  The early 
dismissal will be placed in the mailbox of the attendance secretary.  
 

 8. An absentee list, including all known early dismissals, will be made available on-line each morning. 
Advisors and coaches for extramural, interscholastic and field trip information will submit rosters to 
the attendance secretary at least two days prior to a scheduled event.  This information will be 
included on the attendance list. 

 
 9. The attendance secretary will call the home/work of each absent student’s  
  parent/guardian and will record the date and reason for an absence. 
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D. Homeroom 
 

 The homeroom period sets the tone for the school day; the homeroom teacher(s) should regard this 
function as an important one.  Two teachers are assigned to each homeroom; both should be in attendance 
daily.  Students must be in their homeroom by the second bell, otherwise they are considered tardy; they  
should be sent to the attendance secretary. 

 
 We open the day with the Pledge of Allegiance to the flag and a moment of silence.  It is 
the responsibility of the homeroom teacher to insure the proper atmosphere during this time.  Following the 
pledge and the moment of silence, the morning announcements will be given via closed circuit T.V.  Very often 
these announcements pertain to items of vital concern.  Students must be in the habit of listening intently to all 
announcements; no talking or other business should be conducted during morning announcements.  The 
homeroom teacher should use the time during announcements for a visual attendance check.  There will be a 
few moments following the announcement before the bell rings when business of other nature may be 
conducted. 
 
E. Lost and Found 
 
 All books which are found should be turned in to the Attendance Office where students may claim their 
book(s).  Found clothing should be turned in to the Nurse’s Office.  Twice during the school year items not 
claimed will be donated to a charity.  
 
F. Passes 
 
  Students are not to be out of classroom during class time without a pass. 
 
G. Permanent Records 
 
 The permanent record of each student is housed in the Guidance Office. As each teacher is responsible 
for being aware of the individual background and needs of each student, faculty members are expected to 
become familiar with the information in the permanent record of each of their students.  The guidance 
counselor is responsible for the interpretation of the information contained in each record. 
 
H. Referrals for Health or Psychological Testing:  Physical, Mental or Reading Disabilities 
 
 All referrals of a nature, which are not predominantly discipline, should be made through the guidance 
counselor.  When a faculty member becomes aware of any such individual problem it should be immediately 
called to the attention of the counselor. 
 
 
 
I. School Building and Equipment Control 
 

1.  Building -- Outside Use 
 
In accordance with district policy, faculty members who wish to use the building for any special 

activity beyond the normal school hours or regular schedule, are required to fill out a building 
Request Form.  These forms are available in the main office.  Permission to use the building must 
be obtained from the principal. 

 
2.  Bulletin Boards 

 
Bulletin boards can be good visual education tools.  Attractive displays can contribute toward an 

atmosphere that is conducive to learning.  Classroom teachers are responsible for utilizing the 
boards in their classroom for this purpose. 
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The bulletin boards in the halls are the responsibility of the block teachers and those in the main 

areas are the responsibility of the Art and Music Departments.  Teachers and departments are 
encouraged to utilize the hall and the main corridor bulletin boards as long as fire code regulations 
can be met. 

 
3.  Equipment--Authorized Use of School-Owned Equipment--Board Policy #8330  
 
 “Use of Portable School Equipment -- School equipment is purchased with tax monies for the 
educational benefit of the North Colonie Central Schools.  Thus, its use is restricted to the schools 
except that such equipment may be used free of charge for parent-teacher group programs, school 
programs presented to community groups, and for town governmental functions.  In all such 
instances, the equipment shall be under the supervision of a qualified member of the school staff.” 

 
 “Removal of School Equipment -- By Students:  No student shall be permitted to remove any 
school-owned equipment from the school premises unless it consists of articles of standard issue, 
such as athletic uniforms and musical instruments which are charged out to the students' custody 
and are accounted for in the school records.  Students are not allowed to remove tools from the 
schools for any reason whatsoever. 
By Staff:  Employees of the North Colonie Central Schools may be permitted to remove 
school-owned equipment from the school premises if it is done to serve some school-connected 
purpose and either has the specific approval of the Principal/Administrator or is part of a standard, 
approved practice, as when a camera is used to cover an away-from-home athletic event.  Every 
such removal shall be made a matter of record in the department or section that carries the item or 
items of equipment on inventory."    Policy Amended:  January 25, 1999 

 
  4.  Information Technology and Network Use 

 
The North Colonie Central School District Board of Education is committed to providing 

maximum opportunities for teaching and learning.  Locating and sharing of research information and 
ideas is encouraged.  The Board considers information technology, including computer networks, 
valuable tools for education and employment, providing for local, state, national and international 
collaboration. 

 
Internet and Intranet use is a privilege, not a right.  The Superintendent and Board have 

established regulations and guidelines governing the use of technologies, including access, 
acceptable equipment and software, use of copyrighted material and sanctions for inappropriate 
use.  This policy and related guidelines is available upon request to all staff, parents and students. 

 
Use of District technology is intended to support instruction, learning, and the use of data to 

drive decision-making.  The Internet and other electronic research materials are available to staff 
and students to support the instructional environment and to meet administrative information 
requirements and regulations.  However, the District takes no responsibility for losses sustained by 
staff or students as a result of system or network failures. 

 
All users must comply with The North Colonie School District Board of Education Policy and 

Administrative Regulations for use of these technologies.  Failure to comply will result in disciplinary 
action including but not limited to loss of computer privileges, formal disciplinary actions, and where 
warranted, other civil and/or criminal proceedings. 

 
Board Policy # 4550 (Note:  Prior Policy # 6300) 
Policy Adopted:  August 26, 1996 
Amended:  June 21, 1999 
Amended:  March 12, 2007 
Amended:  May 19, 2008 
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REGULATION #4550-R 
INFORMATION TECHNOLOGY AND NETWORK USE 

 
Administrative Regulations 
 
Anyone accessing published materials via the Internet is responsible for determining if the materials are 
copyrighted. The North Colonie School District has no responsibility for the accuracy or the quality of 
information obtained through Internet services. 
 
Any district network security problems must be reported immediately to the Network Administrator.  E-mail is 
not confidential and messages related to or in support of illegal activities will be reported to the appropriate 
authorities. Network accounts are confidential to the user and should not be revealed to other users unless 
expressly authorized by the Superintendent. Use of another individual’s account, staff or student, is strictly 
prohibited unless expressly authorized by the Superintendent.  The district provides the capability for faculty 
and staff to electronically share documents and resources through network file storage. There should never be 
a need for any individual to use the network account of another individual.  
 
General Guidelines 
 
Access to and use of district technology resources is limited to district employees and students, and to 
community members who are participating in on-site coursework, as needed.  The use of district technology 
resources is intended for district-related use only, to support instruction, learning, administrative office 
requirements, and the use of data to drive decision-making.  The District will determine what software may be 
installed on district-owned computers. Software that is not owned by the district, and is not reviewed and 
approved for installation, is not permitted on district computers. The District retains the right to review the 
contents of stored files and E-mail of any users.  The District takes no responsibility for losses sustained by 
users as a result of system or network failures.  Network etiquette, consistent with expected civil behavior 
should be observed, e.g., no abusive language, inappropriate behavior or illegal activities. 

 
Users must not misrepresent themselves or The North Colonie Central School District.  Users should never 
give out personal identifying information such as home address, age, telephone number or physical location.  
 
IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
 
I. 4.  Information Technology and Network Use – Regulation #4550-R    (cont’d.) 
 
Release of Student Directory Information – Opt Out 
 
From time to time, student directory information (name, grade, awards, activities, photograph, etc.) is published 
on the North Colonie Web site, in school publications or released to the media to recognize student 
achievement or depict activities of the North Colonie School District.   
 
Parents/Guardians who object to the disclosure of their child’s directory information should notify the Central 
Registrar’s Office in writing by September 25th of each school year, or at the time of student registration.  
Parents/Guardians may rescind their objection, at any time in the school year, by notifying the Superintendent 
of Schools in writing.  
See 4550-E.2. Opt Out Form. 

 
The Family Educational Rights and Privacy Act (FERPA), a Federal law, allows schools to disclose 
appropriately designated “directory information” without written parental consent, unless the parents have 
advised the school district to the contrary.  The primary purpose of directory information is to allow the school 
district to include this type of information from a child’s education records in school publications, on the school 
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Web site or for appropriate release to the media or other outside organizations such as companies that make 
school rings or publish yearbooks.  Examples include: 
 

• A school playbill, showing your child’s role in a drama production; 
• School yearbooks, school newspapers;  
• Honor roll or other recognition lists (released to the media, posted on the district Web site, etc.); 
• Graduation programs;  
• Concert programs; 
• Newsletters; 
• Sports stories in the local newspaper including photos of athletes and/or team statistics showing 

weight and height of team members; 
• A photo of, and/or information pertaining to your child in the district newsletter depicting him or 

her at work in their classroom or engaged in out-of-classroom experiences. 
 
Directory information, which is information that is generally not considered harmful or an invasion of privacy if 
released, can be disclosed to outside organizations, by law, without a parent’s prior consent.   
 
While the District will honor the request of any parent/guardian who has submitted written notification opting 
their child out of publicity efforts, the district is not responsible for, and parental request does not apply to 
media that cover news stories, sporting events or school events.  

 
Prohibited Activities:   
Prohibited use of North Colonie Information Network includes: 
 

 Theft, vandalism, changes to or malicious acts involving school district hardware or software. 
 Hosting of UseNet groups and listservs without authorization from the District Director of 
Information Technology including the lending, selling or copying of licensed software. 
 Attempts to access accounts of other users or restricted software applications.  
 Any personal use that detracts from or interferes with the performance of the employee’s 
responsibilities.  
 Any malicious attempt to destroy material of another user including creating and/or installing of 
computer viruses. 
 Harassment of others or discrimination, as prohibited by law and the North Colonie prevention of 
harassment  policy by E-mail or other software applications. 
 Uncivil and unprofessional language on any part of The North Colonie Information Network. 
 Private use of The North Colonie Information Network for commercial or for profit purposes 
including product advertisement.  
 Use of North Colonie Information network e-mail account to espouse 

a partisan political viewpoint or position or to advocate for approval or favorable votes in support of 
a particular candidate(s) for a political or a school district office or position.  

 Use of North Colonie Information network e-mail account to espouse or support Union activities.  
 Distribution of religious or other materials that could potentially violate the Establishment Clause of 
the First Amendment.  
 Using the Internet/email to engage in illegal activity. 
 Using the Internet/email to access obscene or pornographic materials. 
 Using the Internet/email to transmit obscene or pornographic materials. 
 Using the Internet/email to send hate mail or to harass other users. 
 Using the Internet/email to violate copyright or other intellectual property rights. 
 Disrupting Internet/online/email services or its supporting hardware and software, interrupting 
information, vandalizing data, introducing or using computer viruses, and attempting to gain access to 
restricted information or networks.   

 
Consequences of Inappropriate Use of District Hardware and/or Software  
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Failure to comply with these Administrative Regulations may result in disciplinary action including, but not 
limited to sanctions established as part of student guidelines or staff contracts.   In the event that a law or 
district policy has been violated, the matter may be referred for legal action to include suspension or expulsion 
from school (for students), or legal penalties pursuant to law.   
 
June 21, 1999 
Amended:  March 12, 2007 
Amended:  May 19, 2008 
 

4a. Guidelines for Employee Web Pages 
 
 While employee web pages are not considered official material, they should be developed in 
such a manner as to reflect well upon the District and school.  Teacher web pages should provide 
information that is helpful to students such as major assignments, homework, useful Internet links, 
and reinforcement activities.  It is important to remember that not all students have computers and 
Internet access at home.  Assignments that are Internet accessible only shall not be required, and 
access to a teacher’s web site may not provide an advantage over students who do not have 
access. 

 
Guidelines for content include: 
 
1. All work must be free of any spelling or grammatical errors. 

 
 2. Documents may not contain objectionable material or point directly to objectionable material. 
 

3. Full names of students, or any demographic or private information (addresses, phone numbers, 
e-mail addresses, etc.) must not be provided.  See Board of Education Policy #4550.  Our policy 
is not to release private information on pages read by the public for security as well as privacy 
reasons.  Prior to posting any student pictures, student name or student work, written 
permission must be received from the parents or guardian. 

 
4. Copyrighted material, images, or software must not (by Federal law) be published or made 

available. 
 

5. Any published Internet links should be active and current.  The linked material must not be 
objectionable in its content and advertising. 

 
6. Content published should be educational in orientation, concept, and design.  The  
 “publishing voice” on your page should be professional and aligned with District policies  
 and applicable laws. 

 
7. A web page that identifies you as a North Colonie employee shall not be a forum for  
 personal beliefs, endorsements, or opinions. 

 
8. A the time an employee leaves a school building or the school district, the web page (any  
 references to North Colonie Central School District) shall be removed from the Internet. 

 
 In closing, it is important to recognize that these guidelines relate to web pages in which an 
employee identifies herself/himself as a North Colonie employee.  These guidelines do not apply to 
personal web pages where the individual is not identifiable as a North Colonie employee.  It is 
important, however, to recognize that all certificated employees (teachers, administrators) are subject 
to the standards of moral character as defined by Part 83 of the Commissioner’s Regulations. 
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The following guidelines are provided by the Schoolnotes.com web site and provide 
additional, useful guidance.  The following are considered objectionable and inappropriate 
and are banned from employee web sites. 

 
1. Displaying material containing nudity or pornographic material of any kind; 

 
2. Providing material that is grossly offensive to the online community, including blatant 

expressions of bigotry, prejudice, racism, hatred, or profanity; 
 

3. Promoting or providing instructional information about illegal activities, or promoting physical 
harm or injury against any group or individual; 

 
4. Defaming any person or group; 

 
5. Using your free Member Pages(s) for commercial purposes; 

 
6. Displaying material that exploits children under 18 years of age; 

 
7. Using your page for acts of copyright, trademark, patent, trade secret or other intellectual 

property infringement; 
 

8. Violating Internet standards for the purpose of promoting your member page. 
 
 5.  Keys / ID Badges 

 
The following rules regarding the use of school keys should be adhered to strictly: 

  a)  Keys are not to be loaned to students under any circumstances. 
b)  When it is absolutely necessary for a student to enter a locked room over which you have control,     
      you are to let him in and then lock the room again after he has left. 

  c)  Teachers are expected to sign for all keys and ID badges issued in September and will be r 
       required to turn them in the following June. 
  d)  If a key or ID badge is lost, the main office should be notified immediately 
  e)  The building is normally open until 11:30 PM Monday - Friday.  An alarm system functions on 

      weekends and whenever the custodial staff is not on duty.  The building is not accessible to staff    
          at that time.  

 
 6.  Rooms 

 
  The residents of the North Colonie School District have furnished us with a well-equipped 

building; they have every right to expect us to keep it that way.  This is the responsibility of every faculty 
member. 

 

  In order to secure the maximum utilization of our classrooms, it will be necessary for rooms to 
be used by more than one teacher.  Therefore, it is everyone's responsibility to see that rooms are left 
neat and orderly at the close of each period.  Any signs of damage should be reported to the hall 
principal immediately. 

 

  As a safety measure, classroom windows are never to be opened more than halfway.  Venetian 
blinds should be adjusted to insure that they will not be damaged by the wind when windows are open.  
All windows are to be closed at the end of the school day. 

 

  Special efforts should be made to see that desks are not used as wastebaskets and that no 
marks are made in or on desks or chairs. 

 

  Teachers are not expected to become cleaners, but it will be greatly appreciated if each room is 
kept in such a manner as to allow the custodian to clean it daily in an efficient and time-saving manner. 
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 7.  Textbooks 
 

  Textbooks and materials loaned to students must be carefully controlled to insure our obligation 
to the Board of Education and residents of the district.  The following procedure should be strictly 
adhered to enabling us to prevent loss or damage to textbooks and to levy fines when necessary. 

 
a) All textbooks must be numbered and a textbook label must be located on the inside 

cover of each textbook. 
  b) When a textbook is issued to a student, a textbook record form and textbook label must 

be properly completed. 
  c) Teachers should encourage students to place book covers on all textbooks owned by 

the school. 
   d) Periodic textbook checks should be conducted to emphasize the obligation of the 

student in caring for his textbooks. 
  e) Fines for lost or damaged textbooks will be levied and collected at the end of the year. 

   f) Students who do not pay their fines will not be issued textbooks the following year until 
these fines are paid. 

 
8.  Public Address Announcements 

 
  Announcements may be originated by faculty members only and must bear their signature.  
Announcements should be typed or printed on the Public Address Announcement Form provided and 
should be completely filled out as to time to be read, etc.  As much as possible announcements for the 
morning should be submitted one day ahead of time. 

 
   An announcement will be read only once during the day; if it must be read for more than 

one day, this must be clearly marked on the form.  Clarity and brevity are most important.  
Announcements of a negative nature are not to contain lists of student names.  Announcements will be 
given at the opening of the school day via the closed circuit televisions located in all classrooms.  Except 
in special cases, all announcements will be made during the morning homeroom. 

  
 9.  Pets and Animals 

 
   No animals, pets, or reptiles of any sort are to be brought into the building without the 

permission of the hall principal.  Pets should be housed in cages that would make them inaccessible to 
students. 
 
10.  School Store 

 
   A schedule of school store hours will be developed and posted early in the school year.  
  

  Teachers who have received permission from the department supervisor to have subscriptions 
or items sold should contact the school store manager for further information and proper procedures. 

 
 
J. Students 
  

1.  Dress 
 

 It is the responsibility of the staff to foster student dress and appearance which is appropriate for 
the business of school.  Appropriate faculty dress and appearance serve to establish a positive role 
model for youngsters.  All staff members should maintain a professional, appropriate appearance on a 
daily basis, insuring that their dress is consistent with a business-like environment. 
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 Each staff member has the obligation to enforce the student dress policy.  The student dress 
policy is available in the student handbook, on the school’s web site, etc.  This applies to all locations 
within the school whether it be in a classroom, hallway, cafeteria, general assembly area, etc.   

 
 In the event that a teacher finds a student uncooperative in matter of appropriate dress or 
appearance, the teacher should discuss this with the hall principal or principal to determine who should 
establish contact with the parent, to whom the problem should be referred.  Although the parent may 
possess the legal right to challenge a final determination as to the appropriateness of the dress and 
appearance of his child, the Board is confident that all reasonable parents will cooperate in this aspect of 
the education of their children. 

 
2.  Students Suspected of Substance Abuse 

 
  “When a faculty member suspects that a student has a drug or alcohol related problem, but is  

not necessarily under the influence at the present, he/she has the responsibility to notify the Hall 
Principal or Guidance Counselor.  At this time the referring teacher will be asked to complete a form 
which is intended to gather information about student behavioral characteristics (5312.1E). 
The Guidance Counselor will then distribute to, and collect, the form from the student's teachers.  A 
meeting will then take place among the referring teacher(s), the guidance counselor, the (Hall) Principal 
and other appropriate staff including outside resources assigned to the school. 

 
  The purpose of this meeting is to examine data and facts and to make a determination whether 
the student is involved with drugs or alcohol.  If so determined, another meeting should be scheduled 
which includes the parent to establish intervention strategies.  The referring teacher is invited to the 
second meeting, but attendance is not mandatory.  If in an unusual instance, parents are not included in 
the second meeting, reasons should be listed and reviewed with the Director of Pupil Services.  Minutes 
of the meetings and a record of intervention strategies should be kept in the (Hall) Principal's office, and 
not in the cumulative folder.  After the second meeting, teachers who completed forms and provided 
information will be contacted and informed of the outcome of the meeting. 

 
  If the situation/observation continues, the team and the parent will reconvene to determine what 
other agencies or individuals should be involved.  Counseling sessions provided by the guidance 
counselor, school psychologist or outside agency personnel are recommended.  The Pupil Services 
Team should be involved. 

 
  The ultimate objective is to provide effective intervention to eliminate the substance use and abuse.” 
 

 Administrative Regulations #5312.1-R   Amended:  November 5, 2009 
 

3.  Drug and Alcohol Abuse 
 

Use or Possession 
  “The first offense for use, under the influence of, or  possession of controlled substances, 
imitation controlled substances, alcoholic beverages, marijuana or its derivatives, prescription drugs 
(except when taken as directed by a physician) or drug paraphernalia by a student on school premises 
shall subject the offender to an immediate suspension from school for a five day period, counseling with 
the student assistance counselor will be recommended followed by a reinstatement conference with the 
student and parent(s).  Subsequent offenses for use, under the influence of, or possession of controlled 
substances, imitation controlled substances, alcoholic beverages, prescription drugs (except when taken 
as directed by a physician), drug paraphernalia, marijuana or its derivatives, by a student on school 
premises shall subject the offender to immediate suspension from school, pending a disciplinary hearing 
before the Superintendent which could result in a long-term suspension.” 

 

Board Policy # 5312.1 
Policy Adopted:  June 11, 1973 
Amended:  October 27, 2008 
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 *Definition of controlled substances, or imitation controlled substances (See Sec. 220.00 NYS Penal 

Law)   Any narcotic drug, depressant or stimulant drug or hallucinogenic drug. 
 
 4.  Smoking and Tobacco Products 

 

        “The Board of Education, recognizing health hazards associated with smoking, prohibits 
possession of tobacco products, smoking, or any other use of other tobacco products on school 
premises. 

 

  For the purpose of this policy, school premises shall mean any building, structure and 
surrounding grounds contained within the District’s legally defined property boundaries, and vehicles 
used to transport children or school personnel. 

 
  First Violation 
 
 1. up to a 3-day external suspension; 
 
 2. Reinstatement conference with student, parent(s) and student assistance counselor, 
  hall Principal, and guidance counselor; 
 

3. Mandatory one-hour instruction session, with student assistance counselor to discuss the 
 harmful effects of using tobacco; and 
 
4. Recommend counseling sessions with student assistance counselor. 
  

 Second Violation (same school year) 
 

 1. up to a 5-day external suspension; 
 
 2. Reinstatement conference with student, parent(s), Building Principal/hall Principal, 
  guidance counselor, and student assistance counselor; 
 
 3. Probation--conditions set by Building principal; and 
 

4. Mandatory weekly counseling sessions with student assistance counselor. 
 

Third Violation (same school year) OR  
Violation of Probation Conditions 

 
 Disciplinary hearing before the Superintendent.” 

 
Board Policy # 5312.3 (Note:  Replaces prior policy, 5131.8 (b) 
Policy Adopted:  November 10, 1960 
Amended:  June 29, 2015 

 
   

5.  Dangerous Weapons in School 
 

  “No student shall bring, possess, or use, on school premises, any rifle, shotgun, pistol, revolver, 
other firearm, taser, knife, dangerous or defensive chemical sprays, explosive (including ammunition) or 
any object, which is not necessary for school activities, and which could be used as a weapon.  A 
weapon is defined as any instrument capable of firing a projectile, the frame or receiver of any such 
weapon, a firearm muffler or silencer, any explosive device, or any other instrument capable of inflicting 
bodily harm or which might be used or threatened to be used to cause physical injury in offensive or 
defensive conduct against another person. 
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Firearms 

 
  No student shall bring or possess a firearm on any portion of the premises or property of the 
district.  A firearm is defined, consistent with 921 of Title 18 of the United States Code, as any weapon 
(including a starter gun)) which will or is designed to or may readily be converted to expel a projectile by 
the action of an explosive; the frame or receiver of such weapon; any firearm muffler or silencer; or any 
destructive device.  

 
   Any student found guilty of bringing or possessing a firearm, as defined in section 921 of Title 18 
of the United States Code onto school property after a hearing has been provided pursuant to section 
3214 of the Education Law will be subject to a one-year suspension or expulsion from school.  However, 
after the student has been found guilty, the Superintendent may review the penalty and may modify such 
suspension on a case-by-case basis.  If the Superintendent believes a one-year suspension penalty to 
be excessive, the Superintendent may modify the penalty based on criteria including but not limited to: 
 
1. the age of the student; 
2. the student’s grade in school; 
3. the student’s prior disciplinary record; 
4. the Superintendent’s belief that other forms of discipline may be more effective; 
5. input from parents, teachers and/or others; and 
6. other extenuating circumstances. 

 
  The Superintendent shall refer any student, under the age of 16, who has been determined to 
have brought or possessed a firearm to school to the Colonie Police and Family Court; students over the 
age of 16 will be referred to the Colonie police. 

 
Other Weapons 

 
  Bringing or possessing a weapon other than a firearm, on the person of a student or on the 
premises of a school, but not on the person, shall subject the offender to a minimum of an immediate 
suspension from school for a five day period for grades 7-12 and two to five days for grades K-6.  The 
Superintendent of Schools will review the matter and determine whether to refer the student to a 
disciplinary hearing with the Superintendent which could result in a long-term suspension.  
Reinstatement will occur only after a reinstatement conference with the student and parent(s)/guardian(s) 
is held.   
 
  The Family Court or Colonie police will be notified, if appropriate, so that criminal proceedings 
may be instituted. 

 
  Subsequent offenses for bringing or possessing a weapon shall subject the offender to 
immediate suspension from school, pending a disciplinary hearing before the Superintendent, which 
could result in a long-term suspension or expulsion.  The Colonie Police will be notified so that criminal 
proceedings, if appropriate, may be instituted. 
 
  The use or threat of use of any weapon other than a firearm shall subject the offender to 
immediate suspension from school, pending a disciplinary hearing before the Superintendent which 
could result in a long-term suspension or expulsion.  The Colonie police will be notified, so that criminal 
proceedings, if appropriate, may be instituted. 

 
  Students with disabilities can be suspended consistent with the provisions of the Individuals with 
Disabilities Education Act and Article 89 of the Education Law. 

 
 Adults: 
 



53 
 

 The prohibitions set forth in this policy shall also pertain to adults on district property.  This 
policy shall not apply to those items which, although falling within the definition of a “weapon”, are being 
used for employment related activities (e.g., a utility knife carried by a maintenance employee 
employed by the district; etc.) 

 
  Any adult failing to comply with this policy shall be reported to the Colonie Police Department 
and may be prosecuted to the fullest extent of the law.  Employees may also be subject to district 
disciplinary procedures, up to an including termination.” 
 
Board Policy # 5312.2 (Note:  Prior Policy # 5131.7, revised) 
Policy Adopted:  June 29, 1992 
Policy Amended:  August 27, 2012 

 
 
J. 6.  Policy Against Harassment (including Sexual Harassment) & Discrimination 
 
  “Prohibited Discrimination of Students” 

 

 unwelcome verbal harassment of a sexual nature or abuse, including unwelcome sexual 
advances or flirtations; or 

 unwelcome pressure for sexual activity; or 

 unwelcome, sexually motivated or inappropriate patting, pinching, or physical contact; or 

 unwelcome sexual behavior or words, including demands for sexual favors; or 

 unwelcome behavior, verbal or written words or symbols directed at an individual because of 
gender; or 

 unwelcome or offensive electronic displays of a sexual nature (e.g., e-mails or internet displays); 
or 

 the use of authority to emphasize the sexuality of a student in a manner that prevents or impairs 
that student’s enjoyment of educational benefits, climate or opportunities; or 

 other behavior which is based on a person’s gender, is not welcome, and has the actual effect of 
creating a hostile learning environment for that individual. 

 
  “Prohibited Harassment” 
 

 SPECIAL NOTE TO STUDENTS REGARDING SEXUAL HARASSMENT:  All students in the North 
Colonie Central School District should be aware that no fellow student, teacher, coach, administrator, 
or other individual working for the District has the right to: 

 

 touch you in a sexual way that makes you feel uncomfortable; 

 request or force you to have any type of personal relationship; 

 make unwelcome sexual remarks about you, your body or your personal life; 

 ask, pressure, or force you to have any sexual contact with them; 

 engage in any other type of behavior toward you which is prohibited by this Policy. 
 
   

If another student or an employee of the District does any of the things listed above you should:  
 
(1) tell the person who is making you feel uncomfortable to “stop” and let him or her know that the 
conduct is not welcome; and/or (2) file a written complaint with one of the District’s Compliance Officers 
in accordance with the complaint procedures described in Section 4. 
 
  NOTE:  Any student who is unsure whether an incident constitutes prohibited discrimination or 
harassment under this Policy is encouraged to either:  (a) contact any one of the Compliance Officers 
listed in Section 9 of this Policy and on the District’s website, 
www.northcolonie.org/policymanual/5020.pdf, or a Building Principal; or (b) file a complaint in 

http://www.northcolonie.org/policymanual/5020.pdf
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accordance with Section 4 of this Policy.  No adverse actions or discipline will be taken against any 
student who makes a good faith complaint under this Policy.  Therefore, any student who honestly 
believes (s)he has been subjected to conduct which may be prohibited by this Policy or has witnessed 
such prohibited conduct, even if (s)he is uncertain about the definitions contained in this Policy, is 
encouraged to contact a Compliance Officer, a Building Principal, and file a complaint.” 
 
A copy of the entire policy will be made available upon request. 
 
Board Policy # 5020.1  (Note:  Prior Policy # 4120(a), (b) 
Policy Adopted:  October 24, 1988 
Policy Amended:  January 23, 2006 
Policy Amended:  June 16, 2008 

 
J. 6a.  Internet Safety Policy 
 

  “It is the policy of the North Colonie Central School District to: (a) prevent user access over its 
computer network to, or transmission of, inappropriate material via Internet, electronic mail, or other 
forms of direct electronic communications; (b) prevent unauthorized access and other unlawful online 
activity; (c) prevent unauthorized online disclosure, use, or dissemination of personal identification 
information of minors; and (d) comply with the Children’s Internet Protection Act (Pub. L. No. 106-554 
and 47 USC 254(h).) 
 
  To the extent practical, technology protection measures (or “internet filters”) shall be used to 
block or filter Internet or other forms of electronic communications, and block access to inappropriate 
information.  Specifically, as required by the Children’s Internet Protection Act, blocking shall be applied 
to visual depictions of material deemed obscene or child pornography, or to any material deemed 
harmful to minors. 
 
  Subject to staff supervision, technology protection measures may be disabled, or in the case of 
minors, minimized only for bona fide research or other lawful purposes. 
 
  To the extent practical, steps shall be taken to promote the safety and security of users of the 
North Colonie Central Schools online computer network and to prevent inappropriate network usage 
when using electronic mail, chat rooms, instant messaging, and other forms of direct electronic 
communications.  As required by the Children’s Internet Protection Act, prevention of inappropriate 
network usage includes:  (a) unauthorized access, including so-called “hacking” and other unlawful 
activities; and (b) unauthorized disclosures, use, and dissemination of personal identification information 
regarding minors. 
 
  It shall be the responsibility of all members of the North Colonie Central Schools staff to 
supervise and monitor usage of the online computer network and access to the Internet in accordance 
with this policy and the Children’s Internet Protection Act.  Procedures of the disabling or otherwise 
modifying any technology protection measures shall be the responsibility of the Director of Information 
Technology or designated representatives. 

 
  As defined by the Children’s Internet Protection Act: 
 

   Technology protection measure:  the term technology protection measure means a specific 
technology that blocks or filters Internet access to visual depictions that are: 
 
1. Obscene, as that term is defined in section 1460 of title 18, United States Code; 
2. Child Pornography, as that term is defined in section 2256 of title 18, United States Code; or 
3. Harmful to Minors.  The term “harmful to minors” means any picture, image, graphic image file, or 

other visual depiction that: 
a.  Taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex 
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or excretion; 
b.  Depicts, describes, or represents, in a patently offensive way with respect to what is 

suitable to minors, and actual or simulated sexual act of sexual contact, actual or 
simulated normal or perverted sexual acts, or a lewd exhibition of the genitals; and 

c. Taken as a whole, lacks serious literary, artistic, political or scientific value as to minors 
4. Sexual Act; Sexual contact.  The terms “sexual act” and “sexual contact” have the meanings given    

 such terms in section 2246 of title 18, United States Code. 
 

Cyber-bullying 
 
   Cyber-bullying includes, but is not limited to, the following misuses of technology:  
harassing, teasing, intimidating, threatening, or terrorizing another student or staff member by way of 
any technological tool, such as sending or posting inappropriate or derogatory email messages, 
instant messages, text messages, digital pictures or images, or website postings (including blogs) 
which have the effect of: 
 

1. Physically, emotionally or mentally harming a student; 
2. Placing a student in reasonable fear of physical, emotional or mental harm; 
3. Placing a student in reasonable fear of damage to or loss of personal property; or 
4. Creating an intimidating or hostile environment that substantially interferes with a 

student’s educational opportunities. 
 

Each staff member shall be responsible to maintain an educational environment free from cyber-
bullying. 

 
Each student shall be responsible to respect the rights of his/her fellow students and to ensure an 
atmosphere free from all forms of cyber-bullying. 

 
  Network users may not use vulgar, derogatory, or obscene language. 
 
  Network users may not post anonymous messages or forge e-mail or other messages. 
 
  Students shall be encouraged to report cyber-bullying complaints to any District staff member. 
 

Any District staff member who receives a cyber-bullying complaint shall gather information or seek 
administrative assistance to determine if cyber-bullying has occurred.  If the behavior is found to 
meet the definition of cyber-bullying, the building principal or his/her designee shall inform the 
parents or guardians of the victim and also the parents or guardians of the accused. 

 
The commission of cyber-bullying shall subject the offending student to appropriate disciplinary 
action, consistent with the student discipline code, which may include, but is not limited to, 
suspension or notification to the appropriate authorities.” 
 
Board Policy # 4560 
Policy Adopted:  January 25, 2010 

 
J. 7.  Student Privileged Activities   
 

“The Board of Education recognizes that students in the North Colonie Central Schools shall, as a 
natural outgrowth of their education and training, have the right to express their own opinions and 
ideas.  They should be encouraged to take stands and support policies and programs both publicly 
and privately. 

   
These actions, on the part of our students, shall be known as privileged activities and shall not be 
denied solely because they may include unpopular viewpoints. 
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  Privileged activities shall be those forms of personal expression which do not include obscenity, 
disruptive activities which deny the rights of others, false statements about persons or groups, and/or 
the advocating of the violation of the law or official school regulations.” 
 
Board Policy # 5215 (Note:  Prior Policy # 5139) 
Policy Adopted:  November 13, 1969 
Policy Amended:  November 24, 1997 

 
J. 7a.  Student Privileged Activities Regulation 

 
1. “General guidelines: 

a. Privileged activities shall not interfere with the school program. 
b. Privileged activities shall not interfere with the orderly flow of traffic in the school 

    or on the school grounds. 
 

2. Students may express themselves on bulletin boards established for this purpose.  Notices shall 
comply with the policy on privileged activities as found in Board policy. 

 
  3. Students may wear buttons, badges, arm bands and carry placards on school property provided 

the privileged activity policy is complied with. 
 

 4. Students may collect signatures on school property for petitions concerning school and non-
school matters.  Such petitions must meet the privileged activity criteria. 

 
5. Distribution of literature and posted materials: 

 
a. Material must be submitted to the Principal, or his/her designee, and approved under the 

definition of privileged activities as defined in Board policy.  The place and manner of 
posting and distribution shall be subject to the approval of the Principal who shall 
respond to requests within two days, if possible.  The purpose of said review shall be 
solely to determine if the materials submitted comply with Board policy.  

b. The district will not permit the distribution, posting, or displaying within the school any 
commercial advertising, or obscene materials, anything of libelous nature or involving 
the defamation of character, or advocating violation of the law or school regulations, or 
anything which could be considered harassment or discrimination (see Policy 5010). 

c. Any posted notices and printed matter circulated or distributed on or within the  
school premises shall bear the name of the sponsoring student or student organization.  
In the case of a student organization, the names of two of its principal officers shall be 
listed.” 

 
  Board Regulation # 5215-R (Note:  Prior Regulation # 5139(a)-(c) 
  Amended:  May 21, 2001 
 
 
J.  8.  Students Requiring Assistance Because of Physical Disability 
 
   Students on crutches, in wheelchairs, etc. are particularly vulnerable to further injury.  It  

is important that we establish proper procedures to insure their safety.  Any student on crutches, or with 
other such disabilities, must report to the Health Office on their first arrival in school.  The nurse will 
complete a physical disability pass for that student specifying the assistance required (by checking 
appropriate columns).  The pass should then be presented to the hall principal who will designate the 
name of any student who will accompany the disabled student at the necessary times.  This pass will 
then serve as notice to the main office staff, library staff and classroom teachers. 
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  It will be the responsibility of the classroom teacher to determine whether a student should be 
released from class at the usual time or a few minutes before that. 
 
  The health office staff will operate the elevator for the disabled student and the accompanying 
student when transportation upstairs is necessary and the teacher on hall supervision will do the same 
for downstairs transportation.  At no time should a student be alone on the elevator and at no time should 
there be more than the one designated student to accompany the disabled student on the elevator.  No 
student is to be assisted on the elevator unless that student has permission to do so. 

 
  Teachers should make certain that there are plans for evacuating any handicapped students 
who are in their charge during drills and emergencies.  As a general rule, students as those on crutches 
or otherwise disabled should be seated nearest the doorway and be the first out of the room.  Once out 
of the room, the disabled should allow all others to exit and then they should follow.  If assistance is 
required, particularly on stairwells, the classroom teacher or other staff members should render that 
assistance.  Under no circumstances should the elevator be used.  In the case of long-term disabilities or 
in instances where additional arrangements or assistance are called for, a special individual evacuation 
plan will be established by the hall principal. 
 
  If, in the opinion of the school nurse, an individual plan is required, she will contact the hall 
principal who will confer with the nurse, counselor and classroom teachers to draft that plan, copies of 
which will be filed in the health office and principal's office and copies will be distributed to all staff as 
appropriate. 

 
J. 9.  Suspected Child Abuse, Maltreatment or Neglect 
 

   “The Board of Education recognizes that because of their sustained contact with school-aged 
children, employees may be in a position to identify abused, maltreated or neglected children and refer 
them for treatment and protection. 
 The purpose of mandatory reporting is to identify suspected, abused, maltreated or neglected 
children as soon as possible, so that such children determined to be abused, maltreated or neglected 
can be protected from further harm and, where appropriate, can be offered services to assist them or 
their families. 

 
   Pursuant to Subdivision I of Section 413 of the NY Social Services Law, any school official who 
has reasonable cause to know or suspect that a child has been subjected to abuse or maltreatment 
must immediately report this to the New York State Central Register (SCR) of Child Abuse and 
Maltreatment also known as the Child-Abuse Hotline, as required by law.  Any staff member has a legal 
and moral responsibility to ensure that a report is made. 
 
   Whenever such school official is required to report in his or her capacity as a member of the 
staff of the North Colonie Central School District, he or she shall make the report as required by New 
York State Law and this Board Policy and immediately thereafter notify the Hall Principal or Building 
Principal or his or her designated agent.  Such Building or Hall Principal, or the designated agent of 
such Principal, shall be responsible for all subsequent administration necessitated by the report.  Any 
report shall include the name, title and contact information for every staff person of the institution who is 
believed to have direct knowledge of the allegations in the report.” 
Board Policy # 5460 
Policy Adopted:  January 26, 1998 
Policy Amended:  October 27, 2008 
 

 
 
 
SEE FOLLOWING: 
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AMENDED REGULATION # 5460-R     Suspected Child Abuse, Maltreatment or Neglect 
EXHIBIT #5460-E.1  Mandated Reporter (MR) Procedure  
EXHIBIT #5460-E.2  Mandated Reports Log Sheet  
 
 
 
NORTH COLONIE 5460-R 
 
 SUSPECTED CHILD ABUSE, MALTREATMENT OR NEGLECT 
 

I. Definitions 
 
A. Child Abuse 
 

Section 412 of Title 6 of the Social Services Law defines an abused child as a child under 18 years of 
age who is defined as an abused child by the Family Court Act.  Section 1012 of the Family Court Act 
defines an abused child as a child less than eighteen years of age whose parents or other person 
legally responsible for care: 

 
1. inflicts or allow to be inflicted upon such child physical injury by other than accidental means 

which causes or creates a substantial risk of death, or serious or protracted disfigurement, or 
protracted impairment of physical or emotional health or protracted loss of or impairment of the 
function of any bodily organ, or 

 
2. creates or allows to be created a substantial risk of physical injury to such a child by other than 

accidental means which would be likely to cause death or serious or protracted disfigurement, 
or protracted impairment of physical or emotional health or protracted loss or impairment of the 
function of any bodily organ, or 

 
3. commits, or allows to be committed, a sex offense against such child, as defined in the penal law, 

provided, however, that the corroboration requirements contained therein shall not apply to 
proceedings under this article. 

 
B. Maltreatment/Neglect 
 

Section 412 of Title 6 of the Social Services Law defines a maltreated child as a child under 18 years of 
age defined as a neglected child by the Family Court Act or one who has had serious physical injury 
inflicted upon him/her by other than accidental means.  Section 1012 of the Family Court Act defines a 
neglected child as a child less that 18 years of age 

 
1. whose physical, mental or emotional condition has been impaired or is in imminent danger of 

becoming impaired as a result of the failure of the parent or other person legally responsible for 
care to exercise a minimum degree of care 

 
a. in supplying the child with adequate food, clothing, shelter or education in accordance with 

provisions of part one of article sixty-five of the education law, or medical, dental, 
optometrical, or surgical care though financially able to do so or offered financial or other 
reasonable means to do so. 

 
b. in providing the child with proper supervision or guardianship, by unreasonably inflicting or 

allowing to be inflicted harm, or a substantial risk thereof, including the infliction of excess 
corporal punishment; or by using a drug or drugs; or by using alcoholic  
beverages to the extent that the child loses self-control of her/his actions; or by any other 
acts of a similarly serious nature requiring the aid of the court; or 
 

 
2. who has been abandoned by the parents or other person legally responsible for his/her care. 

 
a.  “Person legally responsible: includes the child’s custodian, guardian, or any other person 

responsible for the child’s care at the relevant time.  Custodian may include any person 
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continually or at regular intervals found in the same household as the child when the 
conduct of such person causes or contributes to the abuse or neglect of the child.” 

 
b. “Impairment of emotional health” and “impairment of mental or emotional condition: 

includes a state of substantially diminished psychological or intellectual functioning 
in relation to, but not limited to such factors as a failure to thrive, control of 
aggression or self-destructive impulses, ability to think and reason, or acting out 
behavior, including incorrigibility, ungovernability or habitual truancy; provided, 
however, that such impairment must be clearly attributable to the unwillingness or 
inability of the respondent to exercise a minimum degree of care toward the child.  

 
   c. Reason case to suspect –  

A reasonable cause to suspect means that based on what you have observed or 
been told combined with your training and experience, you feel that harm or 
imminent danger of harm to the child could result or an act or omission by the 
person legally responsible for the child.  
 

II. Procedures 
 

A. Responsibilities: 
 

Section 413 of the Social Services Law requires all school officials which term 
includes but is not limited to school teacher, school guidance counselor, school 
psychologist, school social worker, school nurse, school administrator or other 
school personnel required to hold a teaching or administrative license or certificate 
to report suspected cases of child abuse and maltreatment as defined in Section I.  
Specific responsibilities for North Colonie Schools personnel are as follows: 

 
1. School Officials 

All school officials shall report suspected cases of abuse and maltreatment to 
the New York State Central Register (SCR) of Child Abuse and Maltreatment 
also known as the Child Abuse Hotline as required by law.  The school nurse 
will be advised when reported cases involve physical abuse or other medical 
concerns.  
 
All other staff shall report suspected cases of abuse and 
maltreatment/neglect to the hall Principal in the secondary schools and the 
Building Principal in the elementary schools who will have the responsibility to 
follow-up on all such cases by reporting to the New York State Central 
Register (SCR) of Child Abuse and Maltreatment also known as the Child 
Abuse Hotline as required by law.   

          
         School Building Mandated Reporter 
 

a.  A Mandated Reporter with reasonable cause to suspect child abuse/neglect 
will obtain the necessary form (LDSS2221A) from the Hall Principal’s/ 
Principal’s office.  This form will assist the Mandated Reporter in collecting 
required information when making the report to State Control Register.   

 
 
b.      Upon reasonable suspicion of child abuse/neglect the Mandated Reporter will 

contact the State Control Register through the Mandated Reporter hotline 
number.  See C. Reporting 

 
c. Immediately report to Hall Principal/Principal the report that has been made.  

That administrator should be contacted whether the report has been 
accepted or rejected by the State Control Register.  If your report is accepted, 
provide the State Control Register case number provided by the State Control 
Register.  If the report was not accepted, this should be reported to the Hall 
Principal/Principal. 
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d.   The Mandated Reporter will meet with the Hall Principal/Principal upon 
completion of form LDSS2221A.  The form LDSS2221A must be mailed 
within 48 hours of the report to State Control Register by the Hall 
Principal/Principal. 

 
e.  If a Mandated Reporter believes a report has already been made by our 

school personnel, yet he/she has reasonable cause to suspect, he/she 
should confirm this belief with the Hall Principal/Principal. If there is additional 
information from the Mandated Reporter, this must be reported after 
consultation with the Hall Principal/Principal. 

 
 

2.  Administrators 
   The hall Principal in the secondary schools and the Building Principal in the 

elementary schools shall be advised of all reported cases and will have the 
responsibility to follow-up on all cases of suspected child abuse, 
maltreatment/neglect. 

 
All reports made by Mandated Reporters in the school building/hall will be 
logged  
in the District form (attachment). 

 
 The Hall Principal/Principal cannot influence any Mandated Reporter decision 

to   file a report.  No prior administrative approval is required. 
 

 The coordination of multiple reports will be done by the Hall Principal/ 
Principal.  Subsequent reports by Mandated Reporters will be received and 
filed if additional information is brought forward. 

 
 

3.  The hall principal or building principal must send a copy of form LDSS-2221A 
to the Director of Pupil Services. P. 3 of 5460-R. 

 
B. Dissemination of Information 

 
In each school a central file shall be maintained by the Building Administrator or 
designee.  Contained in this file shall be: 

 
1.  the memo “Child Abuse and Maltreatment: Suggestions for School 

Personnel”; and 
2. Social Services Forms LDSS-2221A, “Report of Suspected Child Abuse of 

Maltreatment.” 
 

During September of each school year the Building or hall Principal shall insure 
that the faculty is made aware of the existence of this file and the definition, 
responsibilities, and procedures related to child abuse and maltreatment. 

 
C. Reporting 

 
The State Central Registry (SCR) has provided the following guidelines designed 
to improve reporting by mandated school staff. 

 
1. After reporting information concerning a case of suspected abuse and/or 

maltreatment/neglect, to the New York State Child Abuse and Maltreatment 
Registry, phone number 1-800-635-1522. At the time of the oral report the 
following information, if known, should be given: 

 
a. The name, title and contact information for every person with knowledge of 

the matter.  They must also be informed that a report was filed.  While only 
one report should be filed, if it is not accepted another mandated reporter is 
required to file a report.  Persons with knowledge are not to collude in the 
making of any report. 
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  b. The names and ages of all children in the family; parents or legally responsible 
guardian. 

 
c. The name of the person suspected of causing the injury, abuse, or 

maltreatment; also source of the report. 
 

d. Any information about the child’s history, such as previous abuse and neglect 
reports; also child’s age, sex, and race. 

 
e. The exact number of days missed from school when reporting educational 

neglect. 
 

f. The actions taken by school personnel prior to calling the Registry and the 
parent’s response to such action should be described.  This type of 
information is particularly important when reporting educational neglect 
because child protective services must establish “reasonable cause to 
suspect” and if the parent is not aware of the child’s behavior they cannot be 
held culpable. 

 
g. Observations of the effects of the child’s home situation.  For example, if their 

academic performance has decreased, vital in situations where the parent is 
drug/alcohol dependent or mentally ill; and 

 
A reporter is not required to know all of the requested information in making a 
report;   therefore, lack of complete information should not prohibit a person 
from reporting. 
 

 
The State Central Registry (SCR) emphasizes the importance of phoning in reports as 
early in the workday as feasible, since it usually takes one to two hours to mobilize an 
investigation.  Also, school officials are mandated reporters and, therefore, may not ask 
to remain anonymous. 
Anonymity is viewed by the Registry as an impediment to the investigation process.  The 
good faith of any person required to report cases of suspected abuse or 
maltreatment/neglect is presumed.  Mandated reporters are immune from any liability. 

 
2. By the end of the next school day following the initial oral report, the Principal or 

hall Principal shall send LDSS 2221A,“Report of Suspected Child Abuse and 
Maltreatment” to the Albany County Department of Social Services, Child 
Protective Services, 40 Howard Street, Albany, NY 12207. 

  
3. A copy of the “Report of Suspected Child Abuse and Maltreatment” (LDSS 2221A), 

if founded, shall be maintained in the child’s health record. 
 

It is important to note that school officials have the right to request the findings of 
the investigation when making a report. 
 
 
 

 
 

 
D. Documentation 

 
1. The elementary Building or secondary hall Principal shall effect the documentation 

of child abuse.  Documentation should include a description of the injury.  Color 
photographs and examination by the school nurse or physician may also be 
utilized. 

 
2. Protective Service Staff members may, with consent of the Building Administrator, 

interview students in school during the school day.  Such interviews shall be 
conducted in the presence of a School Principal or designee. 
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3. In those cases when the Child Protective Service determines that the child is in 
imminent danger, they have the authority to take the child into protective custody 
without the consent of the child’s parent or guardian. 

5460-R 
4. Other persons having authority and responsibility to take a child into protective 

custody are: peace officers, police officers, law enforcement officials and agents of 
the Society for the Prevention of Cruelty to Children, persons in charge of a 
hospital.  Only a Building Administrator has the authority to release a child to one 
of these officers. 

 
E. Legal-Implications For Mandated Reporters 

 
1. Immunity: 

Mandated reporters (school officials) who, in good faith, make a report or take 
photographs of injury and bruises are immune from any liability, either civil or 
criminal that might otherwise result from such action.  The good faith of any person 
required to report cases of suspected abuse or maltreatment is presumed. 

 
No retaliatory action may be taken by the District against a mandated reporter 
pursuant to NYS Labor Law Section 74.  
 

2. Liability: 
Any person required to report who willfully fails to do so is guilty of a Class A 
misdemeanor; and, civilly liable for the proximate damages caused by the failures 
to report.  Any certified or licensed personnel is required to report.  It is the 
responsibility of the “head of the school” to either make a direct report or see that a 
report is made whether or not he or she agrees that the facts indicate possible 
abuse of maltreatment.      
                     

        
F. Follow-up 

 
1. The administrator shall request from the Social Services Department a summary 

report of the investigation carried out as a result of the report.  (A special request is 
necessary since summary reports are not routinely made.) 

 
a.       Should the investigation prove the suspicion to be unfounded, the 

Administrator is responsible for insuring that all school records are 
immediately expunged of any reference to the matter.  The school nurse 
should also be informed. 

 
b. Should the investigation determine the case to have basis, the summary 

report shall be filed in the cumulative health record.  The Administrator or 
his/her designee shall expedite the efforts of the Social Services Department 
in ameliorating the situation and serve as liaison concerning the specific 
case. 

 
Cross-ref: 5314, Corporal Punishment Complaints 

5430, Student Psychological Services 
5500, Student Records 
9135, Suspected Child Abuse by District Personnel 

 
 
Ref: Child Protective Services Act of 1973, Social Services Law §§411 et     seq. 

Family Court Act §1012 
Family Educational Rights and Privacy Act, 

    20 U.S.C. §1232g, 45 CFR §99.36 
Education Law §3209-a 
Report of Suspected Child Abuse or Maltreatment - Form DSS 2221A, State of N.Y., 
Dept. of Social Services, 10/74 
Soucy, Leo A., Child Abuse and Maltreatment, Suggestions for School Personnel 
(Revised 12/77). 
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Note: Prior regulation, Child Abuse and Maltreatment, 5146(a)-(e) 
 
Policy Adopted: February 28, 1992 
           Amended: January 26, 1998 
         Amended:  October 27, 2008 
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NORTH COLONIE                                                                                                                                                                            5460-E.2. 
 

Mandated Reports Log Sheet 

         

Student LNAME FNAME Call 
Date 

Time __ 
am/pm 

Category: 
Abuse / 
Neglect 

SCR # SCR 
Representative 

Mandated 
Reporter 

Additional 
Reporters 
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Mandated Reporter (MR) Procedure 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A student confided or you 

have a reasonable suspicion 

of a case of abuse or neglect 

Obtain a MR form (LDSS2221A) and all 
necessary information 

Call the SCR Hotline 
(1-800-635-1522) 

 

 Names, ages & addresses of all  
children in family 

 Names of parents/guardians 

 Name of suspect causing injury 

 Basis of suspicions (evidence) 

 Historical information 

 Name & address of reporter 
(CONFIDENTIAL) 

 Name(s) of other people with 
knowledge of this incident 

Complete report with administrator 
including SCR report ID # 

Administrator mails form to SCR 
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IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
 
 10.  Dignity for All Students Act, Student Harassment & Bullying - Prevention and 
         Intervention 
 
NORTH COLONIE         #5312.4 
  

DIGNITY FOR ALL STUDENTS ACT 
STUDENT HARASSMENT AND BULLYING  

PREVENTION AND INTERVENTION 
 

 The Board of Education is committed to providing an educational and working environment 
that promotes respect, dignity and equality. The Board recognizes that acts of discrimination, such 
as harassment, hazing and bullying, are detrimental to student learning and achievement. These 
behaviors interfere with the mission of the district to educate its students and disrupt the operation of 
the schools. Such behavior affects not only the students who are its targets but also those 
individuals who participate and witness such acts. 
 

To this end, the Board condemns and strictly prohibits all forms of discrimination, such as 
harassment, hazing and bullying on school grounds, school buses and at all school-sponsored 
activities, programs and events.  Discrimination, harassment, hazing or bullying that takes place at 
locations outside of school grounds which can be reasonably expected to materially and 
substantially interfere with the requirements of appropriate discipline in the operation of the school or 
impinge on the rights of other students are prohibited, and may be subject to disciplinary 
consequences. 

 
Definitions 
 
 Harassment 
 

 Harassment has been defined in various ways in federal and state law and regulation.  
The Board recognizes that these definitions are important standards, but the Board’s goal is 
to prevent misbehavior from escalating in order to promote a positive school environment 
and to limit liability.  The Dignity for All Students Act (§§10-18 of Education Law) defines 
harassment  as the creation of a hostile environment by conduct or by verbal threats, 
intimidation or abuse that has or would have the effect of unreasonably and substantially 
interfering with a student’s educational performance, opportunities or benefits, or mental, 
emotional or physical well-being; or conduct, verbal threats, intimidation or abuse that 
reasonably causes or would reasonably be expected to cause a student to fear for his or her 
physical safety.  The harassing behavior may be based on any characteristic, including but 
not limited to a person’s actual or perceived: 

 

 race, 

 color, 

 weight,  

 national origin, 

 ethnic group, 

 religion, 

 religious practice, 
 
NORTH COLONIE         #5312.4 
 

 disability 

 sex 

 sexual orientation 

 gender (including gender identity and expression) 
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  For purposes of meeting federal standards, harassment need not rise to the level of 

creating a hostile environment in order for the district to respond.  Harassing behaviors may 
include verbal acts and name-calling; graphic and written statements, which may include use 
of cell phones or the Internet; or other conduct that may be physically threatening, harmful or 
humiliating. 

 
 Bullying 

 
Bullying is understood to be a hostile activity which harms or induces fear through 

the threat of further aggression and/or creates terror.  In order to facilitate implementation of 
this policy, provide meaningful guidance and prevent behaviors from rising to a violation of 
law, this policy will use the term bullying (which is subsumed under the term “harassment”).  
The accompanying regulation provides more guidance regarding the definition and 
characteristics of bullying. 

    
 
 Hazing 
 

 Hazing is an induction, initiation or membership process involving harassment which 
produces public humiliation, physical or emotional discomfort, bodily injury or public ridicule 
or creates a situation where public humiliation, physical or emotional discomfort, bodily injury 
or public ridicule is likely to occur. 

 
 Discrimination 

 
 Discrimination is the act of denying rights, benefits, justice, equitable treatment or 
access to facilities available to all others, to an individual or group of people because of the 
group, class or category to which that person belongs (as enumerated in the Definitions 
section above).  
 

In some instances, bullying or harassment may constitute a violation of an individual’s 
civil rights.  The district is mindful of its responsibilities under the law and in accordance with 
district policy regarding civil rights protections.    
 
 

Prevention 
 

The school setting provides an opportunity to teach children, and emphasize among staff, 
that cooperation with and respect for others is a key district value. A program geared to prevention is 
designed to not only decrease incidents of bullying but to help students build more supportive 
relationships with one another by integrating the bullying prevention program into classroom 
instruction. Staff members and students will be sensitized, through district-wide professional 
development and instruction, to the warning signs of bullying, as well as to their responsibility to 
become actively involved in the prevention of bullying before overt acts occur. The components of 
such an effort involve the following: 
 

 Following the principles and practices of “Educating the Whole Child Engaging the Whole 
School: Guidelines and Resources for Social and Emotional Development and Learning 
(SEDL) in New York State – Adopted by the Board of Regents July 18, 2011.” District 
curriculum will emphasize developing empathy, tolerance and respect for others.   
www.p12.nysed.gov/sss/sedl/SEDLguidelines.pdf  and 
www.regents.nysed.gov/meetings/2011Meetings/June2011/611p12d1.pdf 

 Learning about and identifying the early warning signs and precursor behaviors that may lead 
to bullying. 
 
 

http://www.p12.nysed.gov/sss/sedl/SEDLguidelines.pdf
http://www.regents.nysed.gov/meetings/2011Meetings/June2011/611p12d1.pdf
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 Gathering information about bullying at school directly from students (through surveys and 
other mechanisms); analyzing and using the data gathered to assist in decision-making 
about programming and resource allocation. 

 Establishing clear school wide and classroom rules about bullying through a code of conduct 
developed in accordance with The Dignity Act and the revised regulations of the New York 
State Education Department, (CR 100.2(l)). 

 Training adults in the school community to respond sensitively and consistently to bullying. 

 Raising awareness among adults, through training, of the school experiences of marginalized 
student populations (as enumerated in the Definitions section above), social stigma in the 
school environment, gender norms in the school environment, and strategies for disrupting  
bullying, intimidation, harassment or other forms of violence. 

 Providing adequate supervision, particularly in less structured areas such as in the hallways, 
cafeteria, school bus and playground. 

 Raising parental awareness and involvement in the prevention program and in addressing 
problems. 

 Providing examples of positive behaviors that are age appropriate. 

 Instituting policies and practices that create a positive school climate 

 Using educational opportunities or curriculum, including, if applicable, the Individual 
Educational Program (IEP), to address the underlying causes and impact of bullying. 

 
In order to implement this program the Superintendent will establish a district-wide Dignity for 

All Committee, comprised of teachers, counselors, administrators, students and parents to work with 
school-level teams to assist the administration in developing and implementing specific procedures 
on early identification of bullying and other preventive strategies.  In addition, the program will 
include reporting, investigating, remedying and tracking allegations of bullying. 
 
Intervention 
 
 Intervention by adults and bystanders is an important step in preventing escalation and 
resolving issues at the earliest stages.  Intervention will emphasize education and skill-building.   
 
 Successful intervention may involve remediation.  Remedial responses to bullying and 
harassment include measures designed to correct the problem behavior, prevent another 
occurrence of the behavior and protect the target.  Remediation may be targeted to the individual(s) 
involved in the bullying behavior or environmental approaches which are targeted to the school or 
district as a whole. 
 

In addition, intervention will focus upon the safety of the target.  Staff is expected, when 
aware of bullying, to either refer the student to designated resources for assistance, or to intervene 
in accordance with this policy and regulation. 

 
 Provisions for students who don’t feel safe at school 
 

 The Board acknowledges that, notwithstanding actions taken by district staff, 
intervention may require a specific coordinated approach if the child does not feel safe at 
school.  Students who do not feel safe at school are limited in their capacity to learn and 
reach their academic potential. Staff, when aware of bullying, should determine if 
accommodations are needed in order to help ensure the safety of the student and bring this 
to the attention of the building principal.  The building principal, other appropriate staff, the 
student and the student’s parent will work together to define and implement any needed 
accommodations.    
 
 The district recognizes that there is a need to balance accommodations which 
enhance student safety against the potential to further stigmatize the targeted student.  
Therefore, each case will be handled individually, and the student, parent/guardian, and 
school administration will collaborate to establish safety provisions that best meet the needs  
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of the targeted student.  Follow-up discussion and/or meetings will be scheduled, as needed, 
to ensure that safety concerns have been adequately addressed and to determine when and 
if accommodations need to be changed or discontinued.   

 
Training 
 
 The Board recognizes that in order to implement an effective bullying prevention and 
intervention program, professional development is needed.  The Superintendent, the Dignity for All 
Committee, and the District Staff Development Committee will incorporate training to support this 
program in new teacher orientation and the annual professional development plan, as needed.  
Training opportunities will be provided for all staff, including but not limited to bus drivers, cafeteria 
and hall monitors and all staff who have contact with students.   
 

After consulting with building principal(s), the Superintendent will recommend, for Board 
approval, an individual or individuals to be designated Dignity Act Coordinator(s) (DAC).  In 
accordance with state law, the Superintendent shall ensure that, the DAC(s) is thoroughly trained in 
human relations in the areas of race, color, weight, national origin, ethnic group, religion, religious 
practice, disability, sexual orientation, gender (including gender identity and expression), and sex in 
order to implement this policy.   

 
 If for any reason the position of DAC becomes vacant, a new DAC shall be appointed within 
30 days of the vacancy. 
 
Reporting and Investigation 
 

Students who have been bullied, parents whose children have been bullied, or other students 
or staff who observe bullying behavior are encouraged and expected to make a verbal and/or written 
complaint to any school personnel in accordance with the training and guidelines provided. At all 
times, complaints will be documented, tracked and handled in accordance with the regulations and 
procedures accompanying this policy, or, if applicable, 0100 Equal Opportunity, 5010 Unlawful 
Harassment, 5020.1 Harassment and Discrimination Against Students, and the district’s Code of 
Conduct. If a staff person is unsure of the reporting procedure, he/she is expected to inquire about 
how to proceed by speaking with their supervisor. Incidents will be included in the Violent and 
Disruptive Incident Reporting (VADIR) system when applicable. 

 
There shall be a duty for all school personnel to report any incidents of student-to-student 

and staff-to-student bullying that they observe to their building principal or other administrator who 
supervises their employment.  In addition, there shall be a further duty for all school personnel to 
report any incidents of student-to-student and staff-to-student bullying of which they are made aware 
by students to their building principals or other administrator who supervises their employment.  
Supervisors will refer the information to appropriate district staff for investigation as designated in 
regulation. 

 
The results of the investigation shall be reported back to both the target and the accused in 

accordance with the accompanying regulation.  If either of the parties disagrees with the results of 
the investigation, they can appeal the findings in accordance with the regulations that accompany 
this policy. 
 
 
 
Disciplinary Consequences/Remediation 
 

While the focus of this policy is on prevention, bullying acts may still occur. In these cases, 
offenders will be given the clear message that their actions are wrong and the behavior must 
improve. Student offenders will receive in-school guidance in making  
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positive choices in their relationships with others. If appropriate, disciplinary action will be taken by 
the administration in accordance with the district’s Code of Conduct, as applicable.  If the behavior 
rises to the level of criminal activity, law enforcement will be contacted. 
 

This policy is meant to promote progressive discipline and intervention, as opposed to a 
“zero tolerance” approach. Responses to student violation of the policy shall be age-appropriate and 
include both consequences and appropriate remedial responses to a student or staff member who 
commits one or more acts of bullying. Consequences for a student who commits an act of bullying 
shall be unique to the individual incident and will vary in method and severity according to the nature 
of the behavior, the developmental age of the student, and the student’s history of problem 
behaviors, and must be consistent with the district’s Code of Conduct. 
 
Non-Retaliation 
 
 All complainants and those who participate in the investigation of a complaint in conformity 
with state law and district policies, who have acted reasonably and in good faith, have the right to be 
free from retaliation of any kind. 
 
Dissemination, Monitoring, Review, and Reporting 
 
 This policy, or a plain language summary, shall be published in student registration materials, 
student, parent and employee handbooks, and posted on the district’s website.  A complaint form 
will be available on the district’s website.  The district will ensure that the process of reporting 
bullying is clearly explained. 
 
 Each year, as part of the annual review of the Code of Conduct, this policy will be reviewed 
to assess its effectiveness and compliance with state and federal law.  If changes are needed, 
revisions will be recommended to the Board for its consideration. 
 
 In addition, the Board will receive the annual VADIR report, as well as other relevant data, for 
each building and for the district as whole, with particular attention to the trends in the incidence of 
bullying.  Based on the review of the data, the Board may consider further action, including but not 
limited to modification of this policy and additional training. 
 

 
The district will institute procedures to report to the public on an annual basis the number of 

bullying incidents that occur, disaggregated by school, student demographic information, and type of 
bullying.  Districts should ensure to report such information to the public in a manner that complies 
with student privacy rights under the Family Educational Rights and Privacy Act (FERPA). 
 
 
 
NORTH COLONIE         #5312.4 
 
 
Cross-ref:  Insert applicable equal opportunity, nondiscrimination, special education, harassment, 
including sexual harassment, staff development and Code of Conduct cross-references 

 
Ref: Dignity for All Students Act, Education Law, §10 – 18 
 Americans with Disabilities Act, 42 U.S.C. §12101 et seq. 
 Title VI, Civil Rights Act of 1964, 42 U.S.C. §2000d et seq. 
 Title VII, Civil Rights Act of 1964, 42 U.S.C. §2000e et seq.; 34 CFR §100 et seq. 
 Title IX, Education Amendments of 1972, 20 U.S.C. §1681 et seq. 
 §504, Rehabilitation Act of 1973, 29 U.S.C. §794 
 Individuals with Disabilities Education Law, 20 U.S.C §§1400 et seq. 
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Executive Law §290 et seq. (New York State Human Rights Law) 

 Education Law §§313(3), 3201, 3201-a 
Tinker v. DesMoines Independent Community School Dist., 393 US 503, (1969) Davis v. 
Monroe County Board of Education, 526 U.S. 629 (1999) 
Gebser v. Lago Vista Independent School District, 524 U.S, 274 (1998) 
Faragher v. City of Boca Raton, 524 U.S. 775 (1998) 
Burlington Industries v. Ellerth, 524 U.S. 742 (1998)  

 Oncale v. Sundowner Offshore Services, Inc., 523 U.S. 75 (1998) 
Franklin v. Gwinnett County Public Schools, 503 U.S. 60 (1992) 
Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986) 
 

 
Adopted:   June 18, 2012 
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NORTH COLONIE        #5312.4-R 
 

DIGNITY FOR ALL STUDENTS ACT 
STUDENT HARASSMENT AND BULLYING  

PREVENTION AND INTERVENTION 
REGULATIONS 

 
The Board condemns and strictly prohibits all forms of discrimination, such as harassment, 

hazing and bullying on school grounds, school buses and at all school-sponsored activities, 
programs and events.   
 
Definitions 
 
 Harassment 
 

 Harassment has been defined in various ways in federal and state law (including the 
penal law) and regulation.  The Board recognizes that these definitions are important 
standards, but the Board’s goal is to prevent behaviors from escalating to violations of law 
and, instead, to promote a positive school environment and limit liability.  The Dignity for All 
Students Act (§§10-18 of Education Law) defines harassment  as the creation of a hostile 
environment by conduct or by verbal threats, intimidation or abuse that has or would have 
the effect of unreasonably and substantially interfering with a student’s educational 
performance, opportunities or benefits, or mental, emotional or physical well-being; or 
conduct, verbal threats, intimidation or abuse that reasonably causes or would reasonably 
be expected to cause a student to fear for his or her physical safety.  The harassing 
behavior may be based on any characteristic, including but not limited to a person’s actual or 
perceived race, color, weight, national origin, ethnic group, religion, religious practice, 
disability, sex, sexual orientation, or gender (including gender identity and expression). 
 
 For purposes of meeting federal standards, harassment need not rise to the level of 
creating a hostile environment in order for the district to respond.  Harassing behaviors may 
include verbal acts and name-calling; graphic and written statements, which may include use 
of cell phones or the Internet; or other conduct that may be physically threatening, harmful or 
humiliating. 
 

 Bullying 
 

In order to facilitate implementation, provide meaningful guidance and prevent 
behaviors from rising to a violation of law, this policy will use the term bullying (which is 
subsumed under the term “harassment”), which is understood to be a hostile activity which 
harms or induces fear through the threat of further aggression and/or creates terror.  Bullying 
may be premeditated or a sudden activity. It may be subtle or easy to identify, done by one 
person or a group.  Bullying often includes the following characteristics: 

 
1. Power imbalance - occurs when a bully uses his/her physical or social  power over 

a target. 
2. Intent to harm - the bully seeks to inflict physical or emotional harm  and/or 

takes pleasure in this activity. 
3. Threat of further aggression - the bully and the target believe the  bullying will 
continue. 
4. Terror - when any bullying increases, it becomes a “systematic violence  or 

harassment used to intimidate and maintain dominance.” 
 

   (Barbara Coloroso, The Bully, The Bullied & The Bystander, 2003) 
 
There are at least three kinds of bullying: verbal, physical and social/relational. 
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 Verbal bullying includes name calling, insulting remarks, verbal teasing, 
frightening phone calls, violent threats, extortion, taunting, gossip, spreading 
rumors, racist slurs, threatening electronic communications (“cyberbullying”), 
anonymous notes, etc. 

 Physical bullying includes poking, slapping, hitting, tripping or causing a fall, 
choking, kicking, punching, biting, pinching, scratching, spitting, twisting arms 
or legs, damaging clothes and personal property, or threatening gestures. 

 Social or relational bullying includes excluding someone from a group, 
isolating, shunning, spreading rumors or gossiping, arranging public 
humiliation, undermining relationships, teasing about clothing, looks, giving 
dirty looks, aggressive stares, etc. 

 
 The New York State Education Department provides further guidance on bullying and 
cyberbullying prevention on the following website: 
http://www.p12.nysed.gov/technology/internet_safety/documents/cyberbullying.html 

 
Hazing 
 
 Hazing is an induction, initiation or membership process involving harassment which 
produces public humiliation, physical or emotional discomfort, bodily injury or public ridicule 
or creates a situation where public humiliation, physical or emotional discomfort, bodily injury 
or public ridicule is likely to occur. 

 
Discrimination 

 
 Discrimination is the act of denying rights, benefits, justice, equitable treatment or 
access to facilities available to all others, to an individual or group of people because of the 
group, class or category to which that person belongs (as enumerated under Harassment as 
defined above). 

 
 
Role of the Dignity Act Coordinator (DAC) 
 
 
 After consulting with the building principal(s), the Superintendent will recommend for Board 
approval an individual(s) to fulfill the role of Dignity Act Coordinator (DAC) (see 5312.4-E.1).  The 
Board of Education will annually designate the staff member, who has been thoroughly trained in 
human relations in the areas of race, color, weight, national origin, ethnic group, religion, religious 
practice, disability, sexual orientation, gender (including gender identity and expression), and sex, as 
the DAC, accountable for implementation of this policy.   The DAC will be responsible for 
coordinating and enforcing this policy and regulation in each school building, including but not limited 
to coordination of professional development for staff members, coordination of the complaint 
process, and management of The Dignity Act’s civility curriculum components. 
 
 
Reporting and Investigation 
 
 In order for the Board to effectively enforce this policy and to take prompt corrective 
measures, it is essential that all targets and persons with knowledge of bullying report such behavior 
immediately to the principal, the principal’s designee or the Dignity Act Coordinator as soon as 
possible after the incident so that it may be effectively investigated and resolved (see 5312.4-E.2 
and 5312.4-E.3). The district will also make a bullying complaint form available on its website (see 
5312.4-E.4).  The district will promptly and equitably investigate all complaints, formal or informal, 
verbal or written. To the extent possible, all complaints will be treated in a confidential manner, 
although limited disclosure may be necessary to complete a thorough investigation.  

http://www.p12.nysed.gov/technology/internet_safety/documents/cyberbullying.html
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In order to assist investigators, individuals should document the bullying as soon as it occurs 
and with as much detail as possible including: the nature of the incident(s); dates, times, places it 
has occurred; name of perpetrator(s); witnesses to the incident(s); and the target's response to the 
incident (see 5312.4-E.5). 
 
 If, after appropriate investigation, the district finds that a student, an employee or a third party 
has violated this policy, prompt corrective action will be taken in accordance with the code of 
conduct, applicable collective bargaining agreement, district policy and state law.  If the reported 
behavior constitutes a civil rights violation, the complaint procedure associated with that policy will 
be followed, as applicable.  If either of the parties disagrees with the findings of the initial 
investigation, an appeal may be made to the Superintendent in accordance with the process 
described below. 
 
Confidentiality 
 
 It is district policy to respect the privacy of all parties and witnesses to bullying. To the extent 
possible, the district will not release the details of a complaint or the identity of the complainant or 
the individual(s) against whom the complaint is filed to any third parties who do not need to know 
such information. However, because an individual's desire for confidentiality must be balanced with 
the district's legal obligation to provide due process to the accused, to conduct a prompt and 
thorough investigation, and/or to take necessary action to resolve the complaint, the district retains 
the right to disclose the identity of parties and witnesses to complaints in appropriate circumstances 
to individuals with a need to know. The staff member responsible for investigating complaints will 
discuss confidentiality standards and concerns with all complainants.  
 
 If a complainant requests that his/her name not be revealed to the individual(s) against whom 
a complaint is filed, the staff member responsible for conducting the investigation shall inform the 
complainant that: 

 
1. The request may limit the district's ability to respond to his/her complaint;  
2. District policy and federal law prohibit retaliation against complainants and 
 witnesses; 
3. The district will attempt to prevent any retaliation; and  
4. The district will take strong responsive action if retaliation occurs. 

 
 If the complainant still requests confidentiality after being given the notice above, the 
investigator will take all reasonable steps to investigate and respond to the complaint consistent with 
the request as long as doing so does not preclude the district from responding effectively to the 
bullying and preventing the bullying of other students.  
 
Investigation and Resolution Procedure 
 
A. Initial (Building-level) Procedure 
 
 Whenever a complaint of bullying is received whether verbal or written, it will be subject to a 
preliminary review and investigation. Except in the case of severe or criminal conduct, the principal, 
the principal’s designee or the Dignity Act Coordinator shall make all reasonable efforts to 
resolve complaints informally at the school level. The goal of informal procedures is to end the 
bullying, prevent future incidents, ensure the safety of the target and obtain a prompt and equitable 
resolution to a complaint. 
 
 As soon as possible, but no later than three working days following receipt of a complaint, 
the principal, the principal’s designee or the Dignity Act Coordinator should begin an 
investigation of the complaint by:  
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 Reviewing any written documentation provided by the target(s). 

 Conducting separate interviews of the target(s), alleged perpetrator(s), and witnesses, if any, 
and documenting the conversations. 

 Providing the alleged perpetrator(s) a chance to respond and notify him/her that if 
objectionable behavior has occurred, it must cease immediately.   The individual will be 
made aware of remediation opportunities as well as potential disciplinary consequences. 

 Determining whether the complainant needs any accommodations to ensure his/her safety, 
and following up periodically until the complaint has been resolved.  Accommodations may 
include, but are not limited to:     

 
o A “permanent” hall pass that allows the student to visit a designated adult at any time; 
o Access to private bathroom facilities; 
o Access to private locker room facilities; 
o An escort during passing periods; 
o If the student feels unsafe in a specific class, an opportunity for individual tutoring or 

independent study until the case is resolved; 
o An opportunity for independent study at home with district-provided tutor until the 

case is resolved; 
o Permission to use a personal cell phone in the event that the student feels threatened 

and needs immediate access to parent or guardian; 
o Assignment of a bus monitor; and/or assigned seating on the bus. 

 
 The district recognizes that there is a need to balance accommodations which enhance 
student safety against the potential to further stigmatize the targeted student.  Therefore, each case 
will be handled individually, and the student, parent/guardian, and school administration will 
collaborate to establish safety provisions that best meet the needs of the targeted student.  Follow-
up discussion and/or meetings will be scheduled, as needed, to ensure that safety concerns have 
been adequately addressed and to determine when and if accommodations need to be changed or 
discontinued.  
  
 Parents of student targets and accused students should be notified within one school day of 
allegations that are serious or involve repeated conduct. 
 Where appropriate, informal methods may be used to resolve the complaint, including but not 
limited to: 
 
 a. discussion with the accused, informing him or her of the district's policies and 

indicating that the behavior must stop; 
b. suggesting counseling, skill building activities and/or sensitivity training; 

 c.     conducting training for the department or school in which the behavior occurred, 
calling attention to the consequences of engaging in such behavior; 

 d. requesting a letter of apology to the target; 
 e. writing letters of caution or reprimand; and/or 

f. separating the parties. 
 
 Appropriate disciplinary action shall be recommended and imposed in accordance with 
district policy, the applicable collective bargaining agreement or state law.  School districts should 
make every effort to attempt to first resolve the misconduct through non-punitive measures.  
 
 The investigator shall report back to both the target and the accused, within one week 
notifying them in writing, and also in person, as appropriate, regarding the outcome of the 
investigation and the action taken to resolve the complaint. The actions taken will be in conformance 
with the Remediation/Discipline/Penalties section of this regulation.  The target shall report 
immediately if the objectionable behavior occurs again or if the alleged perpetrator retaliates against 
him/her.  
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 If a complaint contains evidence or allegations of serious or extreme bullying, or a civil rights 
violation, the complaint shall be referred promptly to the Superintendent. The complainant will also 
be advised of other avenues to pursue their complaint, including contact information for state and 
federal authorities.   
 
 In addition, where the principal, the principal’s designee or the Dignity Act Coordinator 
has a reasonable suspicion that the alleged bullying incident involves criminal activity, he/she should 
immediately notify the Superintendent, who shall then contact the school attorney, appropriate child 
protection and, if appropriate, law enforcement authorities.  
 
 Any party who is not satisfied with the outcome of the initial investigation may request a 
district-level investigation by submitting a written complaint to the Superintendent within 30 days. 
 
B. District-level Procedure 
 
 The Superintendent or his/her designee shall promptly investigate and equitably resolve all 
bullying complaints that are referred to him/her, as well as those appealed to the Superintendent 
following an initial investigation.  In the event the complaint involves the Superintendent, the 
complaint shall be filed with or referred to the Board President, who shall refer the complaint to an 
appropriate independent individual for investigation.  
 
 The district level investigation should begin as soon as possible but not later than three 
working days following receipt of the complaint by the Superintendent or Board President.  
 
 In conducting the formal district level investigation, the district will endeavor to use individuals 
who have received formal training regarding such investigations or that have previous experience 
investigating such complaints.  
 
 If a district level investigation results in a determination that bullying did occur, prompt 
corrective action will be taken to end the misbehavior in accordance with the 
Remediation/Discipline/Penalties section of this regulation.  
 
 No later than 30 days following receipt of the complaint, the Superintendent (or in cases 
involving the Superintendent, the Board-appointed investigator) will notify the target and alleged 
perpetrator, in writing, of the outcome of the investigation. If additional time is needed to complete 
the investigation or take appropriate action, the Superintendent or Board-appointed investigator will 
provide all parties with a written status report within 30 days following receipt of the complaint.  
 
 Any party who is not satisfied with the outcome of the district-level investigation may appeal 
to the Board of Education by submitting a written request to the Board President within 30 days. 
 
C. Board-level Procedure 
 

When a request for review by the Board has been made, the Superintendent shall submit all 
written statements and other materials concerning the case to the President of the Board. 

 
The Board shall notify all parties concerned of the time and place when a hearing will be 

held.  Such hearing will be held within 15 school days of the receipt of the request of the 
complainant.   

 
The Board shall render a decision in writing within 15 days after the hearing has been 

concluded. 
 
 The district shall retain documentation associated with complaints and investigations in 
accordance with Schedule ED-1. 
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Retaliation Prohibited 
 
 Any act of retaliation against any person who opposes bullying behavior, or who has filed a 
complaint, is prohibited and illegal, and therefore subject to disciplinary action. Likewise, retaliation 
against any person who has testified, assisted, or participated in any manner in an investigation, 
proceeding, or hearing of a bullying complaint is prohibited. For purposes of this policy, retaliation 
includes but is not limited to: verbal or physical threats, intimidation, ridicule, bribes, destruction of 
property, spreading rumors, stalking, harassing phone calls, and any other form of harassment. Any 
person who retaliates is subject to immediate disciplinary action up to and including suspension or 
termination.  
 
Remediation/Discipline/Penalties 
 
 Any individual who violates this policy by engaging in bullying will be subject to appropriate 
action, which may include disciplinary action. Remedial responses to bullying include measures 
designed to correct the problem behavior, prevent another occurrence of the behavior, and protect 
the victim of the act. Appropriate remedial measures may include, but are not limited to:  
 

 Restitution and restoration;  

 Peer support group;  

 Corrective instruction or other relevant learning or service experience;  

 Changes in class schedule 

 Supportive intervention;  

 Behavioral assessment or evaluation;  

 Behavioral management plan, with benchmarks that are closely monitored;  

 Student counseling;  

 Parent conferences; or  

 Student treatment or therapy.  
 

Environmental remediation may include, but is not limited to:  
 

 Supervisory systems which empower school staff to interrupt incidents of bullying and 
harassment; 

 School and community surveys or other strategies for determining the conditions 
contributing to the relevant behavior;  

 Modification of schedules;  

 Adjustment in hallway traffic and other student routes of travel;  

 Targeted use of monitors;  

 Parent education seminars/workshops;  

 Peer support groups. 
 

Disciplinary measures available to school authorities include, but are not limited to the 
following:  

 
 Students: Discipline may range from a reprimand up to and including  suspension  
 from school, to be imposed consistent with the Code of Conduct and applicable law. 
 

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

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

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

 All students and employees shall be informed of this policy in student and employee 
handbooks, on the district website and student registration materials. A poster summarizing the 
policy shall also be posted in a prominent location at each school.  
 

 All employees shall receive information about this policy and regulation at least once a year.  
 

 Principals in each school shall be responsible for informing students and staff on a yearly 
basis of the terms of this policy, including the procedures for filing a complaint and information about 
the impact of bullying on the target and bystanders.  
 

Training 
 

 Training needs in support of this bullying prevention and intervention program will be 
reflected in the district’s annual professional development plan, in new teacher orientation, in 
curriculum and will be considered in the budget process. Administrative employees and other staff, 
such as counselors or social workers who have specific responsibilities for investigating and/or 
resolving complaints of bullying shall receive yearly training to support implementation of this policy, 
regulation and on related legal developments. 
 

Adopted:   June 18, 2012 
 
 
NORTH COLONIE         # 5312.4-E.1 

Dignity Act Coordinators 
 

I.  Dignity Act Coordinators 
 A.   District level Coordinator:  Assistant Superintendent for Curriculum and Instruction  
 B.   Elementary level 
 1.  Investigation:   

 Principal or Principal’s designee 
 2.  Remediation:    

 School Counselor or Principal’s designee (i.e. classroom teacher, school 
psychologist) 

 C.  Junior High level 
                    1.  Investigation:  

 Principal or Principal’s designee  
   2.  Remediation:    

 Student Assistance Counselor: coordinates programs,  interventions,  
professional development 

 Guidance Counselors:  continue in their presentation of current 
bullying/harassment programs and counseling provided to students 

 D.  High School level 
     1.  Investigation:   

 Hall Principals or Dean of Students 
     2.  Remediation:    

 Student Assistance Counselor  
 
 
Adopted:   June 18, 2012 
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NORTH COLONIE         #5312.4-E.3 
 

North Colonie Central Schools 
Shaker High School 

Shaker Junior High School 
Incident Report Form 

 
Your Name:  ____________________________       Today’s Date:  ___________ 
 
Who is bullying you?  __________________________________ 
(If you don’t have a name, that’s okay) 
 
How often has this person harassed or bullied you?  ___________________ 
 
Describe what happened:   ______________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
___________________________________________________________________________** 
 
When did it happen?  ____________________________________________________ 
 
Where did it happen?  ____________________________________________________ 
 
How threatened do you feel by this person?  (Circle one) 
 
 Irritated   Embarrassed    Worried     Frightened            Fearful 
 
Did anyone witness this incident?  ______________________________________ 
 
Do you have evidence of this harassment?  (texts, voicemails, Facebook/twitter posts) 
 
Did anyone assist you with this report?  If yes, who?  ___________________________________ 
 
 

 
**I certify that all statements on this form are accurate and true to the best of my knowledge. 
 
____________________________________________ 
           signature 
 
 
 
 
Adopted:  June 18, 2012 
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NORTH COLONIE         #5312.4-E.3 
 
 
 

 
 

 
Keep this portion for yourself. 

 
Date I turned my form in __________ 
 
What will happen next? 
 An administrator or counselor will review your report and you will be contacted  promptly.  
Your identity  will not be revealed to the person whose behaviors concern you, and you will 
 not have to meet with him  or her unless you make that choice. 
 
A safety plan you can start right away: 

 Tell the person to stop in a loud voice to draw attention and get away as best you can. 

 For the time being, try to avoid areas where you might encounter that person. 

 Keep a record of what has been happening. 

 In the case of cyber-bullying, print or write down information that you recall. 

 Keep evidence:  damaged property, emails, text messages, etc. 

 Do not blame yourself and stay cool. 

 Feel free to go into any teacher’s classroom if you feel threatened. 

 Allow your teacher or guidance counselor to email your other teachers to be looking out for 
you. 

 Tell others that you are having a difficult time.  People are here to help. 
 
 
 
Adopted:  June 18, 2012 
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NORTH COLONIE         #5312.4-E.4 

Confidential Report Form 
 

Please use this form to report incidents of bullying which you believe are occurring in our school.  
The   information that you share will NOT be shared with other students.  By helping us know what 
to look for, adults can be “assigned” to place where bullying occurs and reduce the chances that 
bullying will  happen.   
 

1. What is your role? 
_____ student 

_____ staff member 

_____ parent 

2. If this is an elementary complaint, which is your school? 
_____ Blue Creek 

_____ Boght Hills 

_____ Forts Ferry 

_____ Latham Ridge 

_____ Loudonville 

_____ Southgate 

3. If this is a junior high complaint, which is your hall? 
_____ Calhoun 

_____ Clay 

_____ Houston 

_____ Norris 

4. If this is a high school complaint, which is your hall? 
_____ LaFollette 

_____ Taft 

5. If possible, please give the name of the student(s) who you believe is bullying others.  If 
you don’t know, please type in “don’t know” 
______________________________________ 

6. Please describe the bullying actions you have witnessed by the person named in question 
#5. 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

7. How would you categorize such actions? 
_____ irritating 

_____ embarrassing 

_____ worrying 

_____ frightening 

_____ alarming (please contact an adult in the school immediately) 

8. Where are you witnessing the bullying?  Please be as specific as possible.  For example, 
“In the hallway between the library and the cafeteria” 
_____________________________________________________________________________ 

 

9. When are you witnessing this behavior?  Please list all the different times if this occurs 
throughout the school day.  For example, “Right after the last lunch” 
_____________________________________________________________________________ 
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10. Would you like to give us your name?  (Without a way to verify or gather further information 
about this complaint, we may not be able to address or investigate the situation as fully as 
possible.)  We will not reveal your name to students. 
_____________________________________________________________________________ 

 
 
 
NORTH COLONIE         #5312.4-E.4 

 

Please make sure that all the required fields are filled out to the best of your ability.  The more 
detail you give, the easier it will be for the school to address these behaviors.  If you believe 
this to be an emergency, please see a teacher, counselor, or administrator immediately. 
 
Please remember that in a written instrument, any student who knowingly makes a false statement 
which such person does not believe to be true has committed the code of conduct infraction of lying to 
school personnel. 
 
 

What will happen next? 
 An administrator or counselor will review your report and you will be contacted  promptly.  
Your  identity will not be revealed to the person whose behaviors concern you, and you will 
not have  to meet with him or her unless you make that choice. 
 
A safety plan you can start right away: 

 Tell the person to stop in a loud voice to draw attention and get away as best you can. 

 For the time being, try to avoid areas where you might encounter that person. 

 Keep a record of what has been happening. 

 In the case of cyber-bullying, print or write down information that you recall. 

 Keep evidence:  damaged property, emails, text messages, etc. 

 Do not blame yourself and stay cool. 

 Feel free to go into any teacher’s classroom if you feel threatened. 

 Allow your teacher or guidance counselor to email your other teachers to be looking out for 
you. 

 Tell others that you are having a difficult time.  People are here to help. 
 

 
Adopted:  June 18, 2012 
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NORTH COLONIE         #5312.4-E.5 

 
TARGETED PERSON INTERVIEW FORM 

 

Date: _____________________________________________________________ 

Targeted Person: ____________________________________________________ 

Reported by: _______________________________________________________ 

Interviewer’s Name/Position: ___________________________________________ 

 

1) Tell me what happened. 

2) Was anyone else involved in the situation? 

3) Is this the first time you’ve had a problem with this person? 

If yes…Tell me about it. 

4)   (establish trust/rapport with the victim) I understand why you are so upset.  I will be here to help  

       you. 

5)    Did you ever report the prior incidences?  (If so…. to whom …) 

6)    Why do you think this happened now? 

7)    What do you WISH would happen now? 

8)    Who else witnessed this event? 

9)    Did anyone try to help? 

10)  Were there any adults in the area when this happened? 

11)  What do you think (accused person’s name) will say about what happened? 

12)  Is there anything else you want to tell me? 

13)  I am proud of you for reporting this incident.  I am going to conduct an investigation and let your  

        parents know what happened.  When I have all the information, I will call you back to the office 

to        

        make sure you know it has been taken care of.  Feel free to come back and talk about this 

anytime.  

14)  Do you feel comfortable going back to class now? (if answer is no, ask, “why not?”) 

SCHOOL PROVIDES SUPPORT IF STUDENT DOES NOT FEEL SAFE. 

 

Adopted:   June 18, 2012 
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NORTH COLONIE         #5312.4-E.5 
 

ACCUSED PERSON INTERVIEW FORM 
 

Date: _____________________________________________________________ 

Accused Person: ____________________________________________________ 

Reported by: _______________________________________________________ 

Interviewer’s Name/Position: ___________________________________________ 

 

4) I heard there was a situation (i.e. on the bus).  I am here to resolve this situation.  I will be fair 

and listen to all sides. 

5) Tell me what happened. 

6) Was anyone else involved in the situation? 

7) Is this the first time you’ve had a problem with this person? 

If yes…Tell me about it. 

5)    Did you ever report the prior incidences?  (If so…. to whom …) 

6)    Why do you think this happened now? 

7)    Who else witnessed this event? 

8)    Did anyone try to help? 

9)    Were there any adults in the area when this happened? 

10)  What do you think (person who reported this) will say about what happened? 

11)  Is there anything else you want to tell me? 

12)  What do you think should happen now? 

13)  I am going to conduct an investigation and when I have all the information, I will call you back   

to the office to let you know what the next step will be.  I will be calling your parents to let them 

know we spoke. 

14)  Is there anything else you’d like to say at this time? 

15)  You are not to approach (the person who reported this) in any way until I get back to you… Is  

       this clear?  Do you have any questions? 

 

Adopted:     June 18, 2012 
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NORTH COLONIE                           #5312.4-E.5           
 
 

BYSTANDER INTERVIEW FORM 
 

Date: _____________________________________________________________ 

Bystander Name: ____________________________________________________ 

Reported by: _______________________________________________________ 

Interviewer’s Name/Position: ___________________________________________ 

 

1) I heard there was a situation (i.e. on the bus).  I am here to resolve it. 

2) Tell me what happened. 

3) Was anyone else involved in the situation? 

4) Is this the first time you’ve seen or known about a problem between these people? 

If yes…Tell me about it. 

5)    Did you ever report the prior incidences?  (If so…. to whom …) 

6)    Why do you think this happened now? 

7)    Who else witnessed this event? 

8)    Did anyone try to help? 

9)    Were there any adults in the area when this happened? 

10)  Is there anything else you want to tell me? 

11)  Are you worried about anything related to this situation? 

12)  Thank you for helping me to understand what happened. 

 

Adopted:  June 18, 2012 
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                                                                      2018 - 2019 BUS SUPERVISION   

  P.M. Bus Supervision 
   

  

  To provide adequate supervision at dismissal and to prevent cutting across driveways and parking   

  lots, we will assign five staff members to the supervisory stations listed below.  Since both junior 

  and senior high students will be riding the same buses, it is imperative that assigned staff members 

  be on time and provide a very active presence. 
  

  

DATES   ZONE #1 ZONE #2 ZONE #3 ZONE #4 
ZONE #5 - 
Cafeteria 

Sept. 6-7 Allard Angel Barner Basile Beach 

  10-14 Bedell Bell Berti Birge Burch 

  17-21 Blau Brandt  Bullis Burke, D. Burke, H. 

  24-28 Via Carroll Chouiniere Christiansen Suarez 

              

Oct. 1-5 Peterson Coughlin Rossi Demeter Dennis 

  8-12 Healey Dornan-Hewitt Edgar Englat Hayes 

  15-19 N. Burke Froehlich Bischoping Gara Germinerio 

  22-26 Lotito Haacker Hanley Harris Henry 

  29- Nov. 2 N. Eick Howard Kerr Klopott Ring 

              

Nov. 5-9 Lanni Ktenas Lindhurst Lowe Hamilton 

  12-16 Mailloux Majewski Mastaitis Matthews Maynard 

  19-23 McAvoy McGowan Mesick Mochi Moffre 

  26-30 Navratil Myer Faraci Pahl Patenaude 

              

Dec. 3-7 Salvi Schanz Slater-Suzuki Shortle Heath 

  10-14 Spring Stevens Stott Strouse Ripepi 

  17-21 Tucci Uline Vasilakis Vece Wallingford 

              

Jan. 3-4 Weiss Williams Healey Lashmet Favro 

  7-11 Barner Basile Beach Bedell Bell 

  14-18 Berti Birge Burch Blau Brandt  

  21-25 Bullis Burke, D. Burke, H. Via Carroll 

  28-Feb.1 Chouiniere Christiansen Suarez Allard Coughlin 

              

Feb. 4-8 K. Harder Demeter Dennis Gannon Dornan-Hewitt 

  11-15 Edgar Englat Angel N. Burke Froehlich 

  25 - March 1 Healey Gara Germinerio Bischoping Hanley 

              

Mar. 4-8 Haacker Harris Henry N. Eick Howard 

  11-15 Kerr Klopott Navratil Lanni Lotito 

  18-22 Lindhurst Lowe Hamilton Mailloux Majewski 

  25-29 Mastaitis Matthews Maynard McAvoy McGowan 

              

Apr. 1-5 Mesick Mochi Moffre Ktenas Myer 

  8-12 Faraci Pahl Patenaude Peterson Ring 

  15-19 Ripepi Hayes Rossi Salvi Schanz 

 
29-May-03 Slater-Suzuki Shortle Heath Spring Stevens 

              

May 6-10 Stott Strouse Favro Tucci Uline 

  13-17 Vasilakis Vece Wallingford Weiss Williams 

  20-24 Navratil Lancaster Slater-Suzuki Bischoping Ktenas 

  27-31 Lotito Haacker Lashmet Gannon Suarez 

              

June 3-7 Hayes Stevens Brandt Birge Burke, D. 

  10-14 Demeter Via Dennis Chouniere Christiansen 

  17-21 Spring Maynard Ripepi Shortle Mastaitis 



87 
 

 
 

S.J.H.S. STAFF LISTING 2018-2019 
 
 

 
 
 

CALHOUN CLAY HOUSTON NORRIS 

English Mrs. Mailloux Ms. Patenaude  Ms. Hamilton Mrs. Basile 

Social Studies Mr. Wallingford  Ms. Allard Mr. Harris Mr. Myer 

Mathematics Ms. Howard  Mr. Moffre Mrs. Matthews Mrs. Lindhurst 

Science Mr. Gara  Ms. Heath Mrs. Strouse Mr. Salvi 

     
GRADE 8 CALHOUN CLAY HOUSTON NORRIS 

English Mrs. Favro  Mr. Bedell Mrs. Froehlich Mr. Edgar 

Social Studies Mr. Berti  Mrs. Peterson Mr. Coughlin Mrs. Kerr 

Mathematics Ms. Beach  Mrs. Schanz Ms. Rossi Mrs. Carroll 

Science Mrs. Burke  Mrs. Bischoping Mrs. N. Burke Mrs. Bullis 

     
Additional Positions Science Lab– Mr. 

Burch 
Math – Mrs.Lotito English - Mrs. 

Ktenas 
 

     

Guidance Counselors Ms. Suarez Ms. Hayes  Mrs. Demeter Mr. Spring 

     
Administration/Clerical 
Dr. Moore, Building Principal 
Main Office:  Mrs. VanAppledorn 

Attendance:   ___________ 
Guidance:      Mrs. Babbitt 
 
Mr. Zadoorian, Hall Principal 
Calhoun & Clay 
Mrs. Ahl – Hall Secretary 
 
Mrs. Lange, Hall Principal 
Houston & Norris 
Mrs. Molinaro– Hall Secretary 
 
Pupil Services 
Mrs. Bissell, SPED Supervisor 

Mrs. Potter - Clerical 
 
 
Support Staff 
Mrs. Angell, Student Asst. Counselor 

Dr. Fajen, School Psych. 
Mrs. Baker, Schoo, Psych. 
Mrs. Healey, Speech 
Ms. McBride,OT 
Ms. Marshall, OT/PT 
Mrs. Schneider, School Nurse 
Mrs. Sail, School Nurse 
Mrs. Nelson, Computer Aide  
Ms. Murray, Permanent Sub 
___________, Permanent Sub 

Self-Contained 
Mrs. Eick 
 
ASC I  
Mrs. McAvoy 
 
Resource Rooms 
Mr. Bell 
Mrs. Dennis 
Mrs. Englat  
Ms. Faraci 
Mr. Mochi 
Mrs. Pahl 
Mrs. Ring 
Ms.Via 
 
REACH  
Mrs. Maynard, Coordinator 
 
ENL 
Mrs. Klopott  
Mrs. Ktenas   

Art 
Mr. Haacker 
Mr. Hanley 
Mrs. Lancaster 
Mrs. Manzella 
 
Health 
Mrs. Lashmet 
Mrs. Gannon 
 
Foreign Language 
Mrs. Blau 
Mrs. Brandt  
Ms. Detmer 
Mrs. Katz 
Mrs. Lanni 
Mrs. Majewski 
Ms. Shkaf 
Ms. Tucci 
Mrs. Weiss 
 
 
Reading &  
Fundamental ELA 
Mr. Birge 
Mrs. Germinerio 
Ms. Best 
 
 

Family and 
Consumer 
Sciences 
Ms. Henry 
Mrs. Lowe 
Mrs. McGowan 
 
Music 
Ms. Burke 
Mr. Chouiniere 
Ms. Slater-Suzuki 
Mr. Vasilakis 
Mr. Williams 

 
Physical Education 
Mr. Ambrosio 
Mr. Ripepi 
Mrs. Shortle 
Ms. Stevens 
 
Technology 
Mr. Barner 
Mr. Christiansen  
Mr. Mastaitis 
Mr. Navratil 
Mr. Uline 

Library 
Ms. Stott 
Ms. Armbruster 
Mr. McCarthy,Clerical 
 
Cafeteria Aides: 
Mrs. DeRizzo 
Ms. Stack 
Ms. Talarico 
 
Custodial Staff 
Mr. Hogan 
Mr. Baggetta 
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HOMEROOM/HALL ASSIGNMENTS 2018/2019 
                                                      9/6/18 

Anyone not listed should see one of the hall principals for assignment. 
 
The two people assigned to each homeroom should work together to address homeroom responsibilities and 
hall supervision.  Having such an increased adult presence in the halls each morning should provide a greater 
sense of security while ensuring that homeroom is a productive start to the day.   
 
                                         GRADE 7                                                           GRADE 8______________________        
 
Block  Room Teacher   Block  Room Teacher   
 
Calhoun B202 D. Wallingford   Calhoun B203 A. Favro 
   T. Mesick      T. Henry 
  B206 E. Mailloux     B208 J. Berti 
   J. Weiss       E. Ripepi 
  B204 D. Howard     B205 J. Beach 
   M. Lowe      B. Christiansen 
  B209 J. Gara      B210 H. Burke 
   J. Hanley      M. Burch 
 
Clay  B103 J. Allard    Clay  B106 K. Peterson 
   M. Ambrosio      D. Ktenas 
  B104 C. Patenaude     B102 R. Bedell 
   J. Lanni       C. Germinerio  
  B105 M. Moffre     B108 T. Schanz 
   D. Healey      M. Lancaster (Kotarski) 
  B109 A. Heath     B110 K. Bischoping 
   T. Maynard      D. Burke 

  
Houston C104 S. Harris   Houston C101 S. Rossi 
   S. Majewski      S. Birge 
  C105 M. Hamilton     C102 C. Froehlich 

 A. Klopott      A. Shortle 
  C106 K. Matthews     C103 P. Coughlin 
   D. Armbruster      O. Williams 
  C109 S. Strouse     C110 N. Burke 
   L. Stevens      H. Lotito 
 
Norris  C202 H. Lindhurst   Norris  C204 M. Kerr 
   J. Tucci       K. Dornan-Hewitt 
  C203 C. Myer      C206 E. Carroll 
   E. Slater-Suzuki      L. Lashmet 
  C205 J. Basile      C208 J. Edgar 
   D. Chouiniere      H. Barner 
  C209 W. Salvi      C210 L. Bullis 
   H. Blau       D. Vasilakis 
 
 
 (Letter in ( ) indicates hall assignments) 
Unassigned:  L. McAvoy  (H), E. Mastaitis (Y), J. Stott (C), C. Uline (H), R. Pahl (Y), G. Via (C), K. Dennis (N),  
M. Mochi (N), G. Bell (H), N. Eick, E. McGowan (C), C. Feraci (Y), M. Englat (N), K. Ring ( C), Teach Aides (TBD) 
Unassigned @ HS in am:  E. McGowan ( C), A, Haacker (H), C.J. Gannon (N), M. Brandt (N), K. Navratil (Y)  
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VI. EMERGENCIES 

 
 Any situation which potentially endangers the health and safety of the occupants in this 
building are classified as emergencies.  The principal is responsible for the safety of all persons in the 
building.  Emergency situations require absolute discipline for students and faculty.  The following 
procedures have been established in anticipation for some of the situations which might arise.  Faculty 
members must be familiar with the procedures established here so that they may act promptly and 
effectively. 
 
A. Accidents 
 
  If a student is injured in some manner: 
 

l. A student should be sent for the school nurse immediately. 
2. The hall principal should be notified immediately. 
3. No attempt should be made to move the student to the Health Office. 

   4. An accident form must be filled out in duplicate on the same day by the supervising 
       teacher. 

 
  If a student becomes ill in class, he should be sent to the Health Office immediately.  Another 

student should be sent with the ill child to summon aid if it should be needed. 
 
  The North Colonie Emergencies Procedure for Approved First Aid Methods Instructions are to 

be posted in physical education offices, the health office, and teacher offices.  Teachers should 
consult these instructions. 

 
B. Student Orderly Exit Regulations – Regulation # 8132-R 
 
  1. “Leave building orderly, in pairs, quickly and quietly - using proper stairs and exits.  Each 

teacher will supervise his or her own group to designated safety area. 
 
  2. Teachers who have no classes at the time the fire signal sounds should step into the 

   
  3. All teachers should see that the windows in the various rooms - as well as the doors – are 

closed in order to avoid the updraft that has been so dangerous in other fires. 
 
  4. Teachers should see that all disabled students are assisted from the building. 
 
  5. The woman and man teacher nearest each girls' and boys' lavatory and rest room should 

inspect these rooms for occupants immediately after the last student has left his classroom. 
 
  6. Each teacher should know which rooms adjacent to his are unoccupied each period of the day 

- and inspect those rooms for occupants immediately after the last student has left his 
classroom. 

  
  7.    In case it is noticed that any classrooms have not heard the fire alarm, they should be 

notified by teachers in adjacent rooms. 
 
  8. Do not attempt to salvage anything such as books.  Do not carry any article which 

might be dropped and result in someone tripping.  Girls should take their purses with 
them.” 

 
C. Specific Instructions for Various Events 

 
The PA/Intercom system has several features for the promotion of security and safety in out 
school.  These features include: 
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- Individual classroom paging/announcements 
- Zoned paging/announcements (by hall, wing, etc.) 
- Individual room monitoring 
- Front office call buttons (“panic buttons”) 
- Several tone signals that can be designated for a variety of special meanings if    
  desired 
- Ability to play tapes and CD’s to target areas or school-wide 

 

Normal announcements from the office microphone are broadcast with no introductory tone.  
(Volume control is the Phillip’s head screw on the call button panel) 
 

A single “ding” precedes school-wide pages and announcements made from the telephone 
at the switchboard. 
 

When your room is being individually paged, you will hear a double tone (ding-dong).  The 
room monitor comes on automatically and you may answer by talking out.  Generally, you 
do not need to approach the speaker to be heard by the office.  There is an audible hang-
up when the monitor is deactivated.  If your room is being monitored, there is a low tone 
sounded every minute so you know the monitor is on. 

 

Your office call button rings a phone at the switchboard.  To call the receptionist or answer 
a school-wide page, press the button down a single stroke.  When the office answers, 
speak normally.  This feature is for urgent calls only and not meant to be used just to save a 
trip to the office.  Most calls for assistance can be handled this way.  If you have a personal 
emergency and need immediate room monitoring, the receptionist can monitor your room 
with an open mike if needed. 

 

A major crisis or medical emergency can be called by pressing and releasing the call 
button FOUR TIMES QUICKLY.  This will flag the call to the office as an emergency on the 
switchboard display.  If the office does not answer within 3 rings of the phone, your room 
number will be broadcast school-wide so that the nearest staff member can come to your 
aid.  Your monitor will not be broadcast beyond the office.  You should attend to the 
emergency immediately since the room monitor can pick up your voice anywhere in the 
room.   

 

In the event that you hear a school-wide room number broadcast, listen to the room 
number.  If you are the nearest staff member available, respond to the room to see if you 
can assist.  Make note that the room emergency announcement is a computer voice 
declaring, for example, “TWO-TWO-ONE-ZERO”.  This means that the emergency is in 
zone 2, room 210.  You should know your zone number! 
 

- A-wing is zone 1 - Office, music, home/careers, multi-purpose room and  
  auditorium 
- B-wing is zone 2 - Calhoun and Clay Halls 
- C-wing is zone 3 - Houston and Norris Halls 
- D-wing is zone 4 - Technology, gym, cafeteria, and library. 

 

1. Procedures for Evacuations 
 

  a. Regular Fire Drill Evacuation Protocol 
 

1. After announcement FULLY OPEN BLINDS and CLOSE WINDOWS.  LAST ONE OUT 
CLOSES THE DOOR.  TURN OFF LIGHTS/GAS.  Know primary and alternative 
evacuation routes. 

2. Teachers should take their CLASS ATTENDANCE ROSTER when evacuating the 
building.  Attendance should be taken once the class has reached its designated 
evacuation location.  NO TALKING during ENTIRE drill so extra instructions can be 
heard. 
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3. If an adjacent room is unoccupied, turn off the lights and shut the door. 
4. Students should not move until told to do so by their teacher.  Bathrooms should also     

                       be checked by male and female staff members during exiting procedures.  Teachers       
                       should actively supervise students as they evacuate the building 
 
  5.  Students and faculty should return to their classes only after they are directed to do     
                       so via the P.A. system.  

  

b. Guidelines for Disabled Students During Fire & Shelter Emergency Situations 
 

 1. Each disabled student must have assistance available during all emergency situations. 
 Students with disabling conditions affecting their legs, feet, arms, hands, sight or hearing 
 must receive appropriate assistance.  Assist down stairs, no elevators.  Wheelchairs must 
 be carried down by assigned adults. 
 
 c. Lockdown Protocol 

 

 1.  A PA, television, or verbal announcement will direct to “FOLLOW LOCKDOWN.” 
   2.  Check the corridor for any students in the hall, bring them into the nearest classroom       

                       and LOCK CLASSROOM DOORS.  Do not open the door or leave the room until told       
                       ALL CLEAR over the P.A. system. 

 3.  TURN OFF LIGHTS.  CLOSE BLINDS AND CLOSE/LOCK WINDOWS.  Students and      
           teacher should gather in a safe area away from the line of sight of the corridor.  Cover       
          any hall window to prevent sight into classroom.   

4.  Maintain silence, stay in place until you receive the ALL CLEAR announcement via  
              the P.A. system.  

 

 d. Severe Weather Protocol 
 

 1.  A P.A. o television announcement will direct to “TAKE SHELTER”. 
 2. WINDOWS ARE TO BE CLOSED, BLINDS CLOSED, LIGHTS ARE TO BE TURNED 

      OFF and DOORS CLOSED. 
 3. Students and teachers are to move to ground floor hallways AWAY FROM DOORS      
    AND GLASS AREAS. 
 4. Once students have reached their designated shelter area, they should sit or stand as     
     instructed and remain silent. 

 

  e.  Lockout Protocol 
 

This is a procedure which allows the school to continue with the normal school day, but 
curtails outside activity, and allows no unauthorized personnel into the building. 

 

 1. P.A. announcement to indicate a lockout has been implemented.  
 2. Classes which are outside should immediately re-enter the school building. 
 3. Administrators/custodians/assigned staff – lock and secure all exterior doors and       
                  entrances. 
 4. Monitor main entrance and allow only AUTHORIZED personnel into building. 
 5. CLOSE BLINDS 
 6. Continue until the ALL CLEAR is given via the P.A.  
 
 f.  Shelter in Place 
 

 1. Teachers and staff in classroom or other general use areas should check the       
                     corridors for students and bring them in.  LOCK CLASSROOM DOORS.  Classes       
                     that are outside should be brought inside to a secure area. 
 2. Teachers should conduct a visual scan of their rooms for anything new or out of     
                     place.  If something is found, use the emergency call button to contact the Main        
                     Office.   
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 3. Maintain students in the secure areas.  Continue instruction/conduct business as     
                    usual until the ALL CLEAR is given via the P.A.  
 4. When Sheltering in Place, DO NOT LEAVE ROOMS OR EXIT THE BUILDING unless 
     directed to do so via the P.A. 
 5. Children who are ill:  use the call button.  Office staff will contact the school nurse,     
                    who will come to you. 
 
  g.   Hold in Place 
   

1. ____ 
 
 h.  In-Building Relocation Protocol 
 

 1. Check corridor for students and bring them into classroom.  Lock doors. 
 2. Follow directions as given via the P.A.  
 3. Do not leave rooms or exit the building unless directed to do so via the P.A.  
 

2. Specific Instructions for Shaker Junior High School Fire Drills 
 

  A fire drill is indicated by the fire alarm bell.  Fire drills will be conducted periodically as 
directed by law.  Specific directions for vacating the building are to be found in each of the 
classrooms.  It is the responsibility of all faculty members to assist in clearing the building and in 
supervising the students while they are out of the building and upon their return. 

 
  When the fire alarm sounds, there is to be no talking by anyone except to give directions to 

students.   This absolute silence is to be maintained by faculty and students until the return to 
the building and the close of the drill has been announced. 

 
  Those teachers who are in class at the time an alarm sounds are to exit their students as 

per instructions in each classroom, in single file to the area designated, and are to remain with 
those students until they return.  Before leaving the classroom, be sure all windows and doors 
have been closed.  Bring your attendance register with you.  When students are in the 
designated areas, classroom teachers should make a roll check immediately and be prepared to 
report absentees if, and as, called for on the PA system. 

 

  Any faculty member not in class at the time an alarm sounds is to immediately assist in the 
evacuation of students via the nearest exit and are to remain with those students until those 
students return to class. 

 

  Teachers in the "05" room and the "09" science room in each wing are to check the 
lavatories to be certain they are evacuated. 

 

  Precautions should be taken to insure that the building is totally empty of students.  In order 
to insure that we have evacuated the building, Guidance Counselors/Building Emergency 
Response Team members will be responsible to ensure that the halls/bathrooms and building 
are vacant.  This check should be made as soon as students are clear of the building; report to 
main office when check is complete. 
 

 The only personnel who are to be in the building are the principal, the hall principals (once 
the building has been cleared), the principal's secretary, the switchboard operator, and the 
custodians.  All other persons are to be away from the building in the areas designated for 
students. 

 
D. Bomb Calls 

 

  In the event that a bomb threat telephone call is received the building may be evacuated, or 
part of the building may be evacuated.  The fire alarm will not be used.  Instead, directions will 
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be given via the PA system.  An announcement will be made over the PA which will include the 
phrase, "This will be an extended fire drill."  This will serve as a code to the faculty notifying 
them of the cause of the evacuation.  Directions will also be given concerning apparel for 
students dependent upon the weather.  If this should occur during inclement weather, students  

 
 
 will probably be instructed to go to their lockers, get their coats leaving their locker door open, 

and return to homeroom before the fire alarm bell is sounded.  In good weather students will go 
directly from the classrooms. 

 
 Teachers in the building at the time of the announcement of an "extended fire drill" are to 
make a quick visual check of the room in which they find themselves at that time.  This does not 
include opening desks, cabinets, or anything of the sort, but as merely a quick look around for 
any unusual objects.  If any were found they should be reported to the main office.  Teachers 
should lock their door after searching as a signal that the room has been searched. 

 
  Once the students are out of the building, the procedure will be in the hands of the police.  

The degree of the search and the personnel to be employed in the search will depend upon the 
nature of the telephone call (i.e.  child's voice, frequency of calls, etc.). 

 
 E.  Student Disruptions 
 

  In the event of student disruptions, notify the administration.  Students not returning to class 
will face disciplinary action. 

 
 1. You are to attempt to continue your lesson plans for the day. 

  2. In the event that students attempt to leave your room, you are to instruct them to     
                       remain  in the classroom and remain seated. 
  3. In the event that a student should ignore your instructions, do not attempt to use     

physical means of restraining him. 
4.    Attendance is critical.  Be sure you know who is in your room and the absences of                    

 those who would normally be in your room. 
  
 F.  Power Outage 
 

  A loss of power will automatically trigger the fire alarm in the fire stations and emergency 
vehicles will be dispatched.  It also means that we have lost the PA as a means of 
communicating. As loss of power could indicate a fire or other dangerous situation, it is 
extremely important that we establish a means of communicating and that we have all students 
under direct supervision.  Should this situation occur: 

 
  1. All teachers who are directly involved with students (classes, lunch, small groups) 

should continue with instruction but should open classroom doors and be certain that 
there is very little noise or activity which could interfere with communications passed 
along. 

 
  2. All staff not directly involved with students should go to the corridors and spread out 

throughout the building so that any instructions issued from the main office could be 
transmitted to all classes and staff in the entire building. 

 
 G.  Other Emergencies 
 

 Medical and other emergencies:  Hit and release your office call button FOUR TIMES 
QUICKLY.  This will ensure assistance either from the front office or the nearest staff member.  
Send a student as backup.  Attend to the emergency, the room monitor will pick up your voice 
anywhere in the room, you do not have to hold the call button to talk.  In fact, this will interfere 
with talking/listening.  If you hear a room number announcement and you are the nearest staff 
member available, please assist your colleague. 
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In case of seizure:  Clear the area around the patient.  If they are not choking or blocked 

breathing, DO NOT touch them or interfere if they are safe from harm.  Concern about holding 
the tongue down is NOT current procedure.  Get help. 

 

Bleeding, bodily fluids:  All staff are supposed to have pathogen kits of latex gloves.  
Taping a zip-lock bag of gloves near your emergency call button is a good way of having them 
handy in an emergency.   

 

Threat of Violence:  Possible PA announcement, either school-wide or by zone.  
LISTENING for direction is key.  Prepare for unusual procedures.  When in doubt, take cover in 
your room with the doors and windows LOCKED and blinds down and closed.  STAY ON THE 
FLOOR.  Remain calm and in control of your students.  If you detect a threat, secure yourself in 
the nearest room and use that room’s call button to inform the office that there is an emergency. 

 

General School Safety:   
 

 School safety is everyone’s concern. 
 

 If you need to call an ambulance or police from our phones, Dial 9-911. 
 

 Common sense should rule over personal reservations about sharing concerns.  It is 
better to instigate an investigation and be found wrong than to have a concern and 
ignore it, only to find out that your concern was valid. 

 

 All entrances, except the front door, are kept locked.  Do not let unauthorized people 
in through other entrances or leave doors open when unattended. 

 

 ALL visitors are required to sign in at the front office and pick up a visitor pass.  All 
personnel should feel it their duty to confront anyone not wearing a pass or ID 
badge and direct them to report to the office immediately.  Don’t assist people who 
are “lost” unless they have a visitor pass.  All parents, student assistants, college 
observers, etc. should have passes.  Please reinforce this policy with your visitors. 

 

 ALL personnel should confront ANY student in the hallways and bathrooms without 
a yellow hall pass in their hands during instruction periods. 

 

 No one should send a student out of their room unsupervised without a yellow pass.  
Permanent yellow bathroom/locker passes can be made by laminating a pass for 
your room’s sign out logs.  Keep track of permanent passes.  State a time limit on 
the pass. 
 

 Confront students found loitering after normal school hours.  Ask them to leave if 
there is not legitimate reason for being here.  If a student refuses to cooperate and 
there is not an administrator in the building, call 99-911 for assistance with a 
trespasser. 

 

 If you have a cell phone, bring it with you, if handy during drills and emergencies. 
 

 For our custodians’ safety, the front doors are locked after all activities are ended.  If 
anyone, needs to access the buildings after hours, there is a door buzzer located at 
the top, right corner of the front door to call the custodians to the door. 

 
 H.  Life Threatening Allergic Reaction (Anaphylaxis) Policy & Regulation 
  Policy # 5422 & Regulation # 5422-R 
  Adopted:  January 23, 2006 
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POLICY AND REGULATION FOLLOWING 

 
 
 
NORTH COLONIE          5422 
   

LIFE-THREATENING ALLERGIC REACTION (ANAPHYLAXIS) POLICY 
 
The North Colonie Central School District (“District”) Board of Education (“Board”) recognizes the 
increasing prevalence of potentially life-threatening allergies among children.  It is the goal of the 
District’s Board to reduce the number of and respond appropriately to incidents of life-threatening 
allergic reactions among students within the school system.  The purpose of this policy will be to raise 
the level of awareness as well as provide education and training to District personnel about the 
problem of life-threatening allergies, in order to create a safer environment for children with serious 
allergies. 
 
Regulations shall be put in place to minimize the risk of anaphylactic reactions among students 
through identification of students who may be susceptible to an anaphylaxis reaction, the 
dissemination of information to District personnel about such students and allergic reactions and 
providing those persons training in emergency responses. Different regulations for elementary and 
secondary schools have been created due to the increased maturity and responsibility levels of 
secondary age children.  The District is aware that it must balance confidentiality concerns while 
providing a safe, positive learning environment. 
 
Anaphylaxis, sometimes called “allergic shock,” is a severe allergic reaction, which, if untreated, can 
lead to rapid death.  The most frequently implicated food triggers include, but are not limited to, 
peanuts (most common), tree nuts (i.e. hazelnuts, walnuts, almonds, cashews etc.), cow’s milk, eggs, 
fish, shellfish, wheat, soy and fresh fruit.  Non-food triggers include, but are not limited to, insect 
venom, medications, latex, and rigorous exercise (rarely). 
 
Anaphylaxis can occur within seconds of exposure or after several hours.  Any of a combination of the 
following symptoms may signal the onset of a reaction: hives, itching (on any part of the body), 
swelling (on any body parts - especially eyes, lips, face, tongue), red watery eyes, runny nose, 
vomiting, diarrhea, stomach cramps, change of voice, coughing, wheezing, throat tightness or closing, 
difficulty swallowing, difficulty breathing, sense of doom, dizziness, fainting or loss of consciousness, 
and change of skin color. To the extent that an anaphylactic reaction can be predicted, common risk 
factors include asthma (even if well controlled) and previous anaphylaxis. 
 
Cross-ref: 5420, Student Health Services 
 The Provision of Nursing Tasks and Health-Related Activities in 

the School Setting for Students with Special Health Care Needs, State Education Department, 
March 1995 

Ref: Education Law §§901 et seq. 
Public Health Law §§680;  

 8 NYCRR Part 136 
 

Adopted: January 23, 2006 
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NORTH COLONIE           5422-R 
 

LIFE-THREATENING ALLERGIC REACTION (ANAPHYLAXIS) REGULATION 
SECONDARY LEVEL 

                                   INFORMATION AND AWARENESS 
 

1. Identification of Anaphylactic Students to the District  
 

It is the responsibility of parents to identify anaphylactic children to the  school nurse and provide 
information regarding: 
a. The particular allergies that could trigger an anaphylactic reaction. 
b. A treatment protocol (which includes an Emergency Health Care Plan) signed by the child’s 

physician and parent. This Plan must be updated annually. 
c. Any changes in the child’s condition from previous years or since last reported.  
d. Written permission to distribute personably identifiable information, such as photographs and 

medical information, to the classroom teachers, school bus drivers, cafeteria aides and other 
school personnel. 

e. It is strongly recommended that the students wear a Medic Alert bracelet or necklace that 
identifies specific allergens. 

 

 2. Identification of Anaphylactic Students to Staff 
 

 a. An allergy fact sheet shall be provided to all school employees stating the names of students 
with known life threatening allergies. 

 b. Staff that have contact with identified students, especially teachers and guidance counselors, 
must become familiar with that student’s Emergency Health Care Plan. 

 c. The Board policy on managing anaphylaxis in schools shall be provided to all staff, as well as 
to bus drivers, who come into regular contact with these students.   

 d. An Emergency Health Care Plan shall be in the student’s health file.  The Emergency Health 
Care Plan should be placed in the health office.  Children with anaphylaxis will also be 
identified in the cafeteria computer system.  

 

 3. Information for Teachers and other School Staff 
 

 a. Information sheets shall be provided annually in all schools to school personnel, for substitutes 
including teachers, bus drivers, cafeteria staff, and other staff.  This information must focus on 
how to protect anaphylactic children from exposure to known allergens, how to recognize and 
treat an anaphylactic reaction and training in the protocols for responding to emergencies. 

 b.   Staff will be required to attend specific in-service sessions regarding anaphylaxis, when 
deemed appropriate. 

 c.  Teachers and staff who may be in a position of responsibility for children with anaphylaxis 
must receive training in the use of an Epi-Pen. 

 d. The building principal will ensure that new employees and permanent substitute teachers 
receive training as needed. 

 e. School nurse must maintain a record of all anaphylaxis training provided school  personnel. 
 

ANAPHYLACTIC REACTION/RISK REDUCTION PLAN 
 

While it is not possible to eliminate risk altogether, certain precautions will diminish risk and allow the 
anaphylactic child to attend school with relative confidence.  
 

These precautions are intended to be flexible and allow schools and classrooms to adapt to the needs 
of individual children. 
 

All of the following precautions should be considered in the context of the anaphylactic child’s age and 
maturity.  The school, parents, and student should work together to reduce risks regarding allergens.  
Secondary school students should become more responsible for avoiding exposure to their specific 
allergens. 
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1.   Lunchroom and Eating Area Procedures 
 a.   Encourage anaphylactic students to eat only food prepared at home or  

  approved for consumption in the child's individual emergency health care plan. 
 b.   Prohibit the sharing of food, utensils, and containers.   

c.   Provide in-service training for cafeteria staff, with special emphasis on identifying food 
Ingredients by their common, technical or scientific names, and training in prevention of cross-
contamination. 

d.   Ensure that tables and other eating surfaces are washed clean after eating, using a    
       cleansing agent and disposable paper towels approved for school use.    

 
2. Additional Preventive Actions 

 

Not all allergic reactions are a result of exposure to food at meal times. 
 

a.  Schoolyard cleanliness contributes to the safety of children with life-threatening allergies.  
b. Anaphylactic children may not participate in garbage disposal, yard clean-ups, or other 

activities that could bring them into contact with food wrappers, containers, or debris. 
 

3.   Field Trips 
 

In addition to the usual school safety precautions applying to field trips, the following procedures 
must be in place to protect the anaphylactic child. 
 

a. All permission slips will include a separate “serious medical conditions” section as a part    
      of the school’s registration/permission forms for all field trips in which the details of the     
      anaphylactic student’s allergens, symptoms, and treatment can be recorded.  A copy of    
      this information must be available at any time during the field trip.      
b. Require a chaperone to be aware of the identity of any anaphylactic child, 
 the allergens, symptoms, and treatment for that child/children, 
c. Ensure access to a telephone, cell phone, or radio communication in case 
 of emergency. 
d. Require the parent of the anaphylactic child to provide at least one Epi-pen 
 (more than one are suggested) to be administered per doctors orders and 
 per Emergency Health Care Plan in applicable cases. 
e. Require the supervising field trip teacher to keep information about the 
 anaphylactic student’s allergies and emergency procedures at all times. 
f. Require the medications be kept on the same bus with the anaphylactic 
 students. 
  

4. School Bus Safety 
 

The following provisions apply to school transportation. 
 a.  The identity of all students with severe health issues will be provided to the director of    
      transportation, who will disseminate the information to the appropriate bus drivers.  All    
      bus drivers and substitutes will be trained in emergency response procedures.     
 b.  The school nurse will inform parents that an Epi-pen is to be carried by the anaphylactic   
      student while on the school bus. 

 

5. Anaphylaxis to Insect Venom 
The school is aware that some anaphylactic reactions occur as a result of things over which it 

has no control such as exposure to bees, hornets, wasps, and yellow-jackets. Nevertheless, 
certain precautions can be taken by the student and the school to reduce the risk of exposure.   

 a.  School officials will check for the presence of bees and wasps, especially nesting areas on 
      school property, and arrange for their removal. 
 b.  At the parent’s written request, students who are anaphylactic to insect stings will be    
      allowed to remain indoors during bee/wasp season. 
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6.   General Consideration 
 a.  Secondary students shall be encouraged to speak up immediately if they believe they   
      have been exposed to an allergen or if they begin to suffer any symptoms of an allergic   
      reaction.  Anaphylactic students will be informed that school staff have been trained and   
      will take all student concerns with the utmost seriousness. 
 b.  Anaphylactic students will be encouraged to designate a buddy who is familiar with the   
      student’s allergic reactions and will be able to seek staff assistance in an emergency. 
 c.  Allergic students should carry on Epi-pen at all times in addition to their designated Epi-  
      pen held in the school nurse’s office. 
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EMERGENCY RESPONSE PLAN 
 

Even with precautions in place, an anaphylactic student may come into contact with an allergen while 
at school. Therefore, the District has developed this generalized emergency response plan. 
Additionally, a separate emergency health care plan must be in place for each anaphylactic child, 
developed by the child’s parents and physician, and kept in the child’s classrooms and the nurse’s 
office.   
 
Anaphylactic children, even of secondary school age, may or may not know when a reaction is taking 
place.  School personnel are encouraged to listen to the child.  If a child complains of any symptoms 
that could signal the onset of a reaction, staff must implement this emergency response plan.  There 
is no danger in reacting too quickly and grave danger in reacting too slowly. 
 
1. Emergency Proposal Plan: 

 
Upon an allergic reaction a trained person will: 

a. Administer the Epi-pen (Note: One should never assume that children   will self-inject.  
Individuals of any age may require help during a reaction because of the rapid progression 
of symptoms or because of the stress of the situation.) 

b. Telephone 911 – inform the emergency operator that a child is having an anaphylactic 
reaction. 

c. Contact the school nurse. 
d. Telephone the parents of the child. 
e. If no ambulance service is available, transport the child to the hospital at once with at least 

one adult in addition to the driver. 
f. If on a field trip and no ambulance is available, student can be transported by car or bus 

with a staff member. 
g. Telephone the hospital to inform them that a child is having an anaphylactic reaction and is 

en route. 
h. Re-administer epinephrine per doctor’s orders and per the child emergency health care 

plan while waiting for the ambulance and en route to the hospital if symptoms do not 
improve or reoccur. 
 

2.  Location of Epinephrine Epi-pen: 
 

a. Epi-pens will be kept in the Health Office in a covered and secure area, but unlocked for 
quick access.  Although epinephrine is not a dangerous drug, it can cause injury if it is 
injected into a fingertip, major blood vessel, or nerve. 

b. Students may carry their own Epi-pens with physician’s orders and parent permission. 
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3.  Crisis Response Team Simulation 

 
a. The Crisis Response Team may simulate an anaphylactic emergency to ensure that all 

elements of this emergency response plan are in place. 
b. Administer the Epi-pen as per doctor’s orders and per emergency response protocol. 
c. Follow board-approved communication procedure to secure help.  
d. Help that student remain calm. 
e. Monitor the student and await the arrival of emergency help. 

 
4.  Review Process 

 
In the event of an emergency response, an immediate evaluation of the procedure should be 
undertaken, and any Epi-pens used must be replaced immediately. 

 
Adopted: January 23, 2006 
 
 
 

VII. MISCELLANEOUS 
 

A. Clerical Assistance and Supplies 
 

Secretaries may provide typing assistance to teachers if there is sufficient time 
available.  Teachers will be provided this service through the hall principal.  Typing for all 
special subject teachers will be done from the main office with work requests approved by the 
building principal.  Teachers are not to request assistance directly from the secretaries. 

 
The copy room is located on the 2nd floor above the main office and Teachers are 

encouraged to do their own copying as much as possible. 
 

On a very limited basis, larger copying orders may be forwarded to the high school 
using the proper forms that are available in the main office.  An advance time of one week is 
necessary.  (Work should not be sent directly to the high school by a teacher but should be 
forwarded through the hall principal.) 

 
 

B.  Emergency Custodial Help 
 

Notify hall office or main office; other requests for custodial service should go to the 
hall principal.  (Teachers should not make requests for custodial service directly.) 

 
C.  Copyright Laws 

 
We are concerned that as we make greater use of photocopying and on-line sources 

we must make every effort to insure that the district, and we, as individuals are not in violation 
of copyright laws. 

 
It must be understood that the compliance to copyright requirements is the 

responsibility of the teacher who makes the copy or who submits a request on the clerical work 
order form. 
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	I.  INTRODUCTION 
	 
	B.  Philosophy 
	 
	We, the teachers, believe that it is our duty and privilege to accept each child as we find him/her and to assist him/her by the best accepted methods to progress at the highest rate possible toward scholastic success. 
	 
	As a school is first and foremost an academic institution, we believe the development of the intellect is of prime importance.  We are dedicated to serve the individual by developing those fundamental skills and attitudes which lead toward this goal. 
	 
	We further accept the development of good citizenship, integrity and respect for others as a joint responsibility with the home, community and/or church.  We recognize our responsibility for furthering good relationships with the home and community through better understanding among all. 
	 
	C.  Brief History of the North Colonie Central Schools 
	 
	Our central school district was formed on June 22, 1950, by the merger of ten former common and union free school districts.  With its geographical center approximately at the Latham Traffic Circle, the district forms a rough shape of kite.  The north and south axis is Route 9, from the Albany city line to the Mohawk River: the east and west axis is Route 7, from the Watervliet line nearly to that of Schenectady County. 
	 
	At the time of centralization, four of the former districts had already closed their one-room schools and were sending their children to neighboring districts on a contract basis.  Of the six districts maintaining their own elementary schools, only two, Loudonville and Latham, had sufficient children and large enough buildings to maintain a graded program. The others, one, two and three room schools, operated multiple grades.  They were Newtonville, Goodrich, Airport and the Bought.  
	 
	In the spring of 1951, the board twice called for special district meetings to vote on the initiation of a much-needed elementary school building program; both times the issue was defeated by a narrow margin.  In the spring of 1952, the issue to build the Blue Creek, Forts Ferry, and Loudonville School addition was put before the people, and was approved by a 3-1 majority.  The Forts Ferry School and the Loudonville School additions were opened for classes during February 1954; the Blue Creek School was fir
	 
	Early in 1956, the voters approved the bond for Shaker High School and in June 1957, a referendum approved the construction of additions to the Southgate, Forts Ferry, and Goodrich Schools.  The first students entered Shaker High School September 1958.  The additions to the elementary schools were opened the same fall.  Presently, the North Colonie Central Schools administrative staff is located at 91 Fiddlers Lane, Latham, New York 12110-5349.  
	 
	 
	 
	II. PROFESSIONAL INFORMATION 
	 
	A. Agreement Between North Colonie Teacher Association and the Board of Education 
	 
	  The Board of Education recognizes the North Colonie Teacher Association as the negotiating organization for the instructional employees of this district.  The Agreement between the North Colonie Teacher Association and the Board of Education governs all policies and procedures within the district.  All faculty members should become familiar with the Agreement. The Shaker Junior High School Teacher Handbook is a guide to the implementation of that Agreement through specific interpretations and procedures. 
	 
	B. Teacher Absences 
	 
	  It is the responsibility of the teacher to notify the BOCES substitute service and their immediate supervisor of any absence.  (New teachers should consult with their mentor.) 
	 
	  It is extremely important, however, that the hiring agent be notified as early as possible.  The hiring agent should be notified as much in advance as possible.  When phoning, the teacher should indicate the information listed below: 
	 
	   l. Teacher name  4. Dates and times needed 
	   2. Name of school  5. Reason for absence 
	   3. Grade and subject  6. Phone where teacher can be reached 
	 
	  As mentioned previously, each teacher is also required to contact his/her immediate supervisor between the hours of 6:00 and 7:00 AM to insure appropriate coverage. 
	 
	  When a teacher knows in advance he/she will be absent on a particular day or days, this should be discussed with the appropriate supervisor and main office secretary.  Teachers should not hire their own substitutes.  When illness causes an absence to go beyond one day the main office should be notified, prior to 2:00 P.M. on the first day, in order to maintain the substitute.  After 2:00 P.M. call the hiring agent. 
	 
	  The building principal should be notified ahead of time of absence due to personal leave days, religious holidays, etc. 
	 
	  In all cases involving a faculty member who must leave the school building during the school day, the decision as to whether or not a substitute is called rests with the administration.  Thus, no telephone call to the substitute hiring agent is made under these circumstances. 
	REMEMBER:  TEACHERS MAY NOT HIRE THEIR OWN SUBSTITUTES. 
	 
	C. Lesson Plans 
	 
	  All teachers are expected to submit lesson plans to their department supervisor by 8:00 A.M. each Monday, unless other arrangements have been made by the supervisor.  All teachers are also expected to have 3-day emergency plans on file in the appropriate hall office that could be used at any time for unexpected absence. 
	 
	D.      Dress for Faculty 
	 
	  All faculty members are expected to maintain a professional appearance when at school or on school business.  While there is no written dress code, it is asked that all staff bear in mind that we serve as highly visible role models for the student body, our community and our profession.  Students and parents will more readily consider us as the professionals we are if we project that image. 
	 
	E. Evaluation Form 
	 
	  The North Colonie Evaluation Forms shall be used for all observations and summary evaluations.   
	 
	F. Faculty Meetings  
	 
	  Faculty professional meetings are essential to good communication and coordination of instructional efforts.  There are regularly scheduled department meetings, grade-level meetings, hall meetings, and general faculty meetings within the teacher day.  Generally they are held on the first Monday of each month and are conducted mostly between 2:20 and 3:15 P.M.  Occasionally they do extend beyond 3:15 and teachers are expected to remain until the meeting ends. Four department meetings will be extended per t
	 
	G. Payroll Dates 
	 
	  All staff members will be paid according to the schedule distributed by the Central Office.  (A schedule of payroll dates will be listed on the calendar, Section VIII.)  Checks will only be given to the employee personally or via the teacher's mailbox.  If a faculty member wishes to have someone else pick up a check, arrangements must be made beforehand through direct contact with the principal or hall principal. 
	 
	H. Personnel 
	 
	1.  Hall Principal 
	 
	  The hall principal serves as administrator for a hall.  The hall principal is also responsible for the coordination of major academic departments as assigned by the principal. 
	 
	  The hall principal is responsible for the students and staff assigned to that hall.  He/she is primarily responsible for the improvement of instruction, supervision and evaluation of assigned staff.  The principal is also responsible for discipline and other such administrative responsibilities within the hall.  As a departmental leader, the principal is responsible for that curriculum and the coordination of departmental instruction. 
	 
	  In addition to these major responsibilities, the hall principal may be called upon to act as principal during the principal's absence and may also be responsible for certain assigned "all school" tasks. 
	 
	 
	2.  Guidance Counselors 
	 
	  The guidance counselor is a key person.  The counselor can be a valuable resource person for each teacher.  Teachers are expected to maintain good communication with the counselor and to cooperate with the counselor in efforts to provide good guidance for each youngster. 
	 
	      Calhoun Hall  Ms. Lisa Suarez 
	     Clay Hall  Ms. Robyn Hayes 
	     Houston Hall  Mrs. Margaret Demeter 
	     Norris Hall  Mr. Robert Spring 
	 
	   
	 
	 
	  3.  Secretaries 
	 
	  Hall Secretaries have been provided to assist in administrative tasks and to assist teachers with typing and minor clerical tasks as available. 
	 
	  The secretaries are directly responsible to the principal of the hall.  All work assigned to the secretaries shall be channeled through the hall principal or principal.  Teachers should plan ahead for any tasks they request to have done by the clerical staff.  See Section VII.A.  Secretaries will be used to assist teachers as determined by the principal or hall principal. 
	 
	 4.  Custodians 
	 
	  The custodians perform an important service to the school.  Faculty members requiring custodial services should contact a custodian directly or the hall principal.   
	 
	I. Public Relations 
	 
	  Support of the schools depends largely upon public understanding.  Since teachers affect the attitude of the public toward schools more than any other group, their responsibility for forming an enlightened public opinion cannot be underestimated. Teachers have an obligation to conduct themselves in a professional manner at all times within and outside of school.  Teachers also have a responsibility to attend parent/school meetings, orientation programs, extra-curricular activities and to communicate direc
	 
	1. Parent Programs 
	1. Parent Programs 
	1. Parent Programs 


	 
	  One of our most important means of communicating with parents is through our special evening programs.  Teachers are expected to make the necessary arrangements to insure their attendance and participation in these programs.  See Handbook Section VIII for specific calendar dates. 
	 
	2. Parent Conferences 
	2. Parent Conferences 
	2. Parent Conferences 


	 
	 Parent conferences are encouraged for any student at any grade level whose situation warrants it.  If a conference is appropriate, faculty members should discuss the possibility with the counselor and hall principal. 
	 
	J. Physical Examination 
	 
	  All instructional personnel are required to have a physical examination by the school physician by October l5 during the first year of service and again during the third year (prior to December l) before being appointed to tenure.  These examinations will be without cost to the employee.  Employees desiring to be examined by other than the school physician will be expected to assume the financial obligation for that examination. 
	 
	K. Planning Period 
	 
	  A planning period is a part of the daily schedule for all teachers who are teaching in the interdisciplinary block teams.  This planning period should be used for group communication activities and tasks and is not for individual teacher preparation.   
	 
	L. Smoking 
	 
	  Smoking is prohibited in the school building and on school grounds at any time. 
	 
	M. Alcohol/Substance Use 
	 
	  “The Board of Education of the North Colonie Central Schools is committed to the prevention of use and/or abuse of alcohol and illegal chemical substances in schools and on district property.  Throughout this Policy and Administrative Regulations, the terms chemical abuse and substance abuse refers to alcohol, cocaine, marijuana, steroids and all controlled or imitation controlled substances according to the laws of New York State.   
	 
	  The District is committed to the goal of eliminating alcohol and other substance use/abuse in schools and on district property.  In the development of its substance use/abuse prevention efforts and for any disciplinary measure related to alcohol and other controlled substances, the District will be guided by the following principles: 
	 
	* Substance use/abuse is preventable and treatable. 
	  
	 * The abuse of alcohol and other controlled substances inhibits the District from carrying out its primary purpose of educating students. 
	 
	* The goal of substance use/abuse prevention efforts will be accomplished only through coordinated, collaborative efforts with parents, students, staff, and the community as a whole. 
	 
	  The district will have zero tolerance for alcohol and/or substance use/abuse during teaching hours for instructional employees and/or work schedules for non-instructional employees. Therefore, no staff member acting within the scope of his or her employment and/or on any district property may possess, sell, distribute or have imbibed alcohol or other drugs (except medication prescribed by a physician) nor may they use or possess drug paraphernalia during teaching hours and/or work hours for non-instructio
	 
	 Board Policy # 5312.22 
	 Policy Adopted:  June 23, 1997 
	 
	 
	N. Teacher Day 
	 
	  Teachers are expected to work a 7-l/2 hour day as per the Agreement.  All staff must be in the building between 7:30 AM and 3:00 PM.  Teachers should not leave the building during the day except during their lunch period or for situations that have the approval of a principal.  Teachers leaving the school during the school day, or departing early for any reason, must make personal contact with a building administrator and sign the book provided for this purpose on the counter in the main office. 
	 
	O. Unauthorized Chaperoning 
	 
	  Faculty members should be aware that court rulings have held the school responsible for the welfare of students whenever a group of students and a faculty member assemble.  This applies to non-recognized activities either on school grounds or off school grounds.  Faculty members should protect themselves and the school by avoiding ski trips, parties at private or public places or other such get-togethers with their students that are not recognized and approved activities. 
	 
	 
	 
	 
	 
	 
	P. Equal Opportunity – (BOE Policy #0100) Adopted:  03/23/09   Amended:  11/24/14 
	 
	  “The Board of Education, its officers and employees, offers equal employment and educational opportunities, without regard to age, race, religion, creed, color, national origin, gender, sexual orientation, marital status, disability, genetic disposition, HIV or hepatitis carrier status, or any other category protected by federal, state or local law.   
	 
	  The Board authorizes the Superintendent of Schools to establish such rules, regulations and procedures necessary to implement and maintain this policy.  Inquiries regarding this equal opportunity policy may be directed to: 
	 
	 Employees            General Education Students            General Education Students 
	 
	  Title IX Compliance Officer         Title IX Compliance Officer        Section 504 Compliance Officer 
	 Director of Human Resources         Ms. Kathleen Skeals                        Mr. David T. Semo 
	 Central Office           Shaker High School  Shaker High School 
	91 Fiddlers Lane            445 Watervliet-Shaker Road           445 Watervliet-Shaker Road                                                                                                                                    
	 Latham, NY 12110                  Latham, NY  12110              Latham, NY  12110    
	 Telephone:  518-785-8591          Telephone:  518-785-5511              Telephone:  518-785-5511                ext. 3134                                   ext. 3319                                           ext. 3333  
	 
	Q. Teacher Lounge 
	 
	  A teacher lounge and dining area is provided for the staff.  As it is a place for relaxation, it should not be used for business purposes such as meetings, conferences with salesmen, etc.  
	 
	R. Policy Against Unlawful Harassment (inc. Sexual Harassment) and Discrimination 
	 
	 “Prohibited Discrimination” Prohibited discrimination of employees can take the form of any negative treatment of an employee, by either a District employee or official, or a third party engaged in school-sponsored activities which:  (a) negatively impacts an employee’s employment opportunities and/or employment benefits; and (b) is based upon the employee’s race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status.  Prohibited discrimination of employees
	  
	  “Prohibited Harassment”  Harassment can constitute a form of prohibited discrimination under this Policy if it is unwelcome, offensive, and has the purpose or effect of unreasonably interfering with an individual’s work performance, or creating an intimidating, hostile or offensive working environment.  Such harassment of employees is prohibited by this Policy if it is based upon race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status.  In this regard,
	 
	  “Prohibited Behavior”  While it is impossible to list all of the possible forms of prohibited harassment, the following is a list of examples of conduct that may constitute harassment: 
	 
	 Using slurs or derogatory terms based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Using slurs or derogatory terms based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Using slurs or derogatory terms based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 


	 Telling derogatory jokes or stories based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Telling derogatory jokes or stories based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Telling derogatory jokes or stories based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 


	R.    Policy Against Unlawful Harassment (inc. Sexual Harassment) and Discrimination 
	 (cont’d.) 
	 
	 Displaying graffiti or other derogatory or insulting writings based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Displaying graffiti or other derogatory or insulting writings based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Displaying graffiti or other derogatory or insulting writings based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 

	 Making degrading comments about a person and/or his or her appearance based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Making degrading comments about a person and/or his or her appearance based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 

	 Sending, distributing, or displaying electronic images or electronic data (e.g., internet sites or e-mails) that are pornographic, profane, lewd, or inappropriate for a professional environment. 
	 Sending, distributing, or displaying electronic images or electronic data (e.g., internet sites or e-mails) that are pornographic, profane, lewd, or inappropriate for a professional environment. 

	 Demeaning or criticizing an individual because of his or her race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Demeaning or criticizing an individual because of his or her race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 

	 Sabotaging, damaging, or interfering with an individual’s work because of that individual’s race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Sabotaging, damaging, or interfering with an individual’s work because of that individual’s race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 

	 Threatening or intimidating an individual because of his or her race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 
	 Threatening or intimidating an individual because of his or her race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status. 


	 
	 As set forth above, this list is not intended to be all-inclusive.  Furthermore, while a single incident of these types of behavior may not create a hostile working environment, if such behavior is severe, persistent or pervasive, or if submission to such conduct is made either explicitly or implicitly a term or condition of employment, such conduct constitutes prohibited discrimination and/or harassment. 
	 
	 NOTE: This Policy does not regulate conduct which is unrelated to an individual’s race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status.  Although North Colonie Central School District intends to create a respectful working environment that is free from inappropriate conduct or unfair treatment, this Policy does not apply to such conduct or treatment absent a relation to an individual’s race, color, gender, creed, religion, national origin, disability
	 
	 
	POLICY 
	 
	 North Colonie Central School District prohibits discrimination based on race, color, gender, creed, religion, national origin, disability, age, sexual orientation, or marital status and will not tolerate any form of unlawful discrimination or harassment.  North Colonie Central School District will take all steps necessary to prevent and stop the occurrence of unlawful discrimination and/or harassment in the workplace. 
	 
	 All employees, including, but not limited to, North Colonie Central School District officials and supervisory personnel, are responsible for promoting a work environment free from prohibited discrimination and harassment.  All employees will be held responsible and accountable for avoiding or eliminating inappropriate conduct that may give rise to a claim of prohibited discrimination and/or harassment.  Employees are encouraged to report violations to one of the Compliance Officers listed in Section 9 of t
	 All employees, including, but not limited to, North Colonie Central School District officials and supervisory personnel, are responsible for promoting a work environment free from prohibited discrimination and harassment.  All employees will be held responsible and accountable for avoiding or eliminating inappropriate conduct that may give rise to a claim of prohibited discrimination and/or harassment.  Employees are encouraged to report violations to one of the Compliance Officers listed in Section 9 of t
	www.northcolonie.org/policymanual/5010.pdf
	www.northcolonie.org/policymanual/5010.pdf

	, in accordance with the Complaint Procedure set forth in this Policy.  Officials and supervisors must take immediate and appropriate corrective 

	action when instances of prohibited discrimination and/or harassment come to their attention to ensure compliance with this Policy. 
	 
	 Any questions regarding the scope or application of this Policy should be directed to one of the Compliance Officers listed in Section 9 of this Policy and on the District’s website, 
	 Any questions regarding the scope or application of this Policy should be directed to one of the Compliance Officers listed in Section 9 of this Policy and on the District’s website, 
	www.northcolonie.org/policymanual/5010.pdf
	www.northcolonie.org/policymanual/5010.pdf

	.” 

	 
	A copy of the entire policy will be made available upon request. 
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	NORTH COLONIE                                                                                         2160 
	 
	 
	                   SCHOOL BOARD OFFICER & EMPLOYEE CODE OF ETHICS 
	 
	 
	Section 1. Pursuant to the provisions of section eight hundred six of the general municipal law, the Board of Education of the North Colonie Central School District recognizes that there are rules of ethical conduct for public officers and employees which must be observed if a high degree of moral conduct is to be obtained and if public confidence is to be maintained in our unit of local government.  It is the purpose of this local law to promulgate these rules of ethical conduct for the officers and employ
	 
	Section 2. Definition. 
	a. “Officer or Employee” means an officer or employee of the Board of the North Colonie Central School District whether paid or unpaid, including members of any administrative board, commission or other agency thereof. 
	b. “Interest” means a pecuniary or material benefit accruing to a municipal officer or employee unless the context otherwise requires. 
	 
	Section 3. Standards of Conduct.  Every officer or employee of the Board of the North Colonie Central School District shall be subject to and abide by the following standards of conduct. 
	 
	a. Gifts. He/She shall not directly or indirectly, solicit any gift; or accept or receive any gift annually having a value of seventy-five ($75.00) dollars or more, from an individual, family, or companies, groups of individuals such as teams, clubs, and classrooms whether in the form of money, services, loan, travel, entertainment, hospitality, thing or promise, or any other form, under circumstances in which it could reasonably be inferred that the gift was intended to influence him/her or could reasonabl
	SOURCE: This provision is part of the statutory code, applicable to all municipalities (General Municipal Law, 805-a, (1) ) 
	 
	b. Confidential Information. He/She shall not disclose confidential information acquired by him/her in the course of his/her official duties or use such information to further his/her personal interest. 
	SOURCE: This provision is part of the statutory code, applicable to all municipalities (General Municipal Law, 805-a, (1) (b) ) 
	 
	School Board Officer & Employee Code of Ethics 
	 
	 NORTH COLONIE 
	   
	c. Representation Before One’s Own Agency. He/She shall not receive, or enter into any agreement, express or implied, for compensation for services to be rendered in relation to any matter before any municipal agency of which he/she is an officer, member or employee or of any municipal agency over which he/she has jurisdiction or to which he/she has the power to appoint any member, officer or employee.  
	SOURCE: This provision is part of the statutory code, applicable to all municipalities (General Municipal Law, 805-a, (1) (c)) 
	 
	d. Representation Before Any Agency For a Contingent Fee.   He/She shall not receive, or enter into any agreement, express or implied for compensation for services to be rendered in relation to any matter before any agency of his/her municipality, whereby his/her compensation is to be dependent or contingent upon any action by such agency with respect to such matter, provided that this paragraph shall not prohibit the fixing at any time of fees based upon the reasonable value of the services rendered. 
	SOURCE: This provision is part of the statutory code, applicable to all municipalities (General Municipal Law, 805-a, (1) (d)) 
	 
	e. Disclosure of Interest in Legislation. to the extent that he/she knows thereof, a member of the Board and any officer or employee of the North Colonie Central School District, whether paid or unpaid, who participates in the discussion or gives official opinion to the Board on any legislation before the Board shall publicly disclose on the official record the nature and extent of any direct or indirect financial or other private interest he/she has in such legislation. 
	SOURCE: Administrative Code of the City of New York 898.  1-0. 
	 
	f. Investments in Conflict With Official Duties.  He/She shall not invest or hold any investment directly or indirectly in any financial, business, commercial or other private transaction, which creates a conflict with his/her official duties. 
	SOURCE: The subject matter of this provision is a required part of a local code, when adopted (General Municipal Law, 806).  The language has been patterned after the existing provision in Public Officers Law, 74 (2). 
	 
	g. Special Privileges or Exceptions. He/She shall not seek to secure special privileges or exceptions for himself/herself or others by interceding in public or private with any municipal agency. 
	 
	h. Appointments.  The appointment of officers and employees shall be on the basis of merit.  The hiring of relatives of members of the appointing Board or of the appointing officer, who are not now employed by the District, shall be prohibited. 
	 
	i. Private Employment. He/She shall not engage in, solicit, negotiate for or promise to accept private employment or render services for private interests when such employment or service creates a conflict with or impairs the proper discharge of his/her official duties. 
	SOURCE: The subject matter of this provision is a required part of a local code, when adopted (General Municipal Law, 806).  The language has been patterned after the existing provision in Public Officers Law 74 (3, (a) ).  
	 
	j. Future Employment.   He/She shall not, after the termination of service or employment with such municipality appear before any board or agency of the Board of the North Colonie Central School District in relation to any case, proceeding or application in which he/she personally participated during the period of his/her service or employment or which was under his/her active consideration. 
	SOURCE: The subject matter of this provision is a required part of a local code, when adopted (General Municipal Law, 806).  The language has been patterned after the existing provision in Public Officers Law, 73 (7) (8) (a). 
	 
	Section 4. Nothing herein shall be deemed to bar or prevent the timely filing by a present or former municipal officer or employee of any claim, account, demand or suit against the Board of the North Colonie Central School District, or any agency thereof on behalf of himself/herself or any member of his/her family arising out of any personal injury or property damage or for any lawful benefit authorized or permitted by law.  
	 
	Section 5. Distribution of Code of Ethics.  The Superintendent of Schools of the North Colonie Central School District shall cause a copy of this code of ethics to be distributed to every officer and employee of the School District before entering upon the duties of his/her office or employment. 
	 
	Section 6. Penalties.  In addition to any penalty contained in any other provision of law, any person who shall knowingly and intentionally violate any of the provisions of this code may be fined, suspended or removed from office or employment, as the case may be, in the manner provided by law. 
	 
	Ref: General Municipal Law §806 
	Matter of Guilderland Central School District, 23 EDR 262 (1984) 
	Matter of Murphy, 17 EDR 462 (1978) 
	 
	Note: Prior policy, 4110(a)-(c) 
	Policy Adopted:   August 24, 1970           Amended:  February 24, 1997 
	           Amended:  October 23, 2006 
	           Amended:  November 20, 2006 
	           Amended:  October 27, 2008 
	           Amended:  December 21, 2015  
	 
	III. INSTRUCTIONAL PROGRAM   
	 
	A. Audio-Visual/Library 
	 
	 The library represents an important support service to our instructional program.  It should be used for reading and reference work; students should not bring work to the library which could be completed in the classroom or study hall. 
	 
	 The library staff consists of two library/media specialists one full time and one half time, and a clerk. 
	 
	 The library/media specialist will place books on reserve in the library.  Teachers may bring their students to the library at other times providing arrangements are made with a librarian.  In the event that extended use of the library or research is expected of students, the teacher should make arrangements for his/her class to visit the library. 
	 
	 A specific schedule is maintained for classes to utilize the library facilities.   
	 
	 It is imperative to remind all staff that the purpose of this scheduled time is to implement the objectives of the curriculum.  After instruction has taken place, students should be encouraged to select and check out books for leisure reading, reports, etc. 
	 
	B. Co-Curricular Program 
	 
	 The co-curricular program has educational value separate from, and in addition to, the regular academic curriculum.  It is the responsibility of all faculty members to make the co-curricular program an effective one. 
	 
	 All faculty members are asked to take part in the co-curricular program, either by supervising activities or as club advisors.  In general, student activities will be conducted on a voluntary basis during after-school hours. 
	 
	C. Discipline 
	 
	 An important part of our educational responsibility is to teach youngsters to conduct themselves properly in social situations.  To insure effective school operation and a proper learning environment, control is necessary at all times. 
	 
	 1.  Handling of Routine Classroom Discipline Problems 
	 
	 The classroom teacher is expected to handle all routine discipline situations in the classroom and to maintain order at all times.  Students should not be sent from the classroom except in emergency situations.  Please refer to Section III. C. 2 for specific regulations.  Procedures which teachers should follow include "talking to"; keeping after school or before school; special work during study halls; contacting parents.  Classroom teachers should check with other teachers, counselor and hall principal f
	 
	Whenever it becomes apparent that a student is not responding to normal classroom disciplinary action, the teacher should compile a written record of incidents and actions taken on a discipline referral form which is forwarded to the hall principal. 
	 
	 Teachers are expected to use the Behavior Incentive Program as intended, not as a disciplinary consequence for in-class misbehaviors.  The white card system is to supplement, not supplant, regular disciplinary measures included here. 
	 
	 If a teacher wishes to keep a student after school, the parent must be notified or the  
	student must be given the opportunity to notify his parent.  State law prohibits keeping a student after school if parents object.  As a general rule, the student may be informed that he will be  
	C. 1.  Handling of Routine Classroom Discipline Problems   (cont'd.) 
	 
	detained the following day on the assumption that he will inform his parents.  In the event that a parent does not concur, or refuses to permit the detention of his child, the hall principal should be notified. 
	 
	 In an emergency situation, a student may be sent to the hall office or internal suspension room, accompanied by the teacher or another staff member, whichever is convenient.  If a teacher sends a student out of class, the teacher must contact the student's parent(s) and explain the situation.  Children should not be sent out of the classroom by themselves if the situation is deemed to be an emergency.  Students should not be left in the hall office unattended.  If there is no one in the hall office, the st
	 
	 The action which the hall principal takes will depend upon the seriousness of the problem and past history.  In general, the hall principal will follow the guidelines for disciplinary action as developed by the discipline committee.  The hall principal will be responsible for coordinating staff efforts and insuring good communication with all staff members who have any responsibilities for that student.  Referrals will be returned to teachers to notify them of administrative actions which has been taken. 
	 
	 When the hall principal identifies a student as a serious and chronic discipline problem, he will notify the principal and a case conference will be set up involving appropriate classroom teachers, counselor and school psychologist.  The object of the case conference will be to develop a comprehensive plan to improve the student's behavior. 
	 
	C. 2.  Protocol for Teacher Removal of a Student from a Classroom 
	 
	 Therapeutic Removals 
	 
	 Therapeutic removals are effective means of helping some students to gain their composure and return prepared to learn in an academic setting.  In an elementary school, a student may be sent to a counselor, principal or time-out room for therapeutic time-out purposes.  In the junior high, a teacher may send a student to the Internal Room.  In the high school, a ninth or tenth grader may be sent to the LaFollette Hall Office, a counselor, or to a special education teacher.  An eleventh or twelfth grade stud
	 
	Removal for Disciplinary Reasons 
	 
	 Students Who Are Violent or Substantially Disrupt a Class Endangering the Health and Safety of Others:  A teacher may remove from class a student who is violent and substantially disruptive of the educational process.  Violent students are defined in the statute as elementary or secondary students under 21 years of age who: commit acts of violence against any school employee; who commit acts of violence on school property against any student or other person lawfully on school grounds; possess, on school pr
	to use any instrument that appears capable of causing physical injury or death; knowingly or intentionally damage or destroy the personal property of any person lawfully on school property; or knowingly or intentionally damage or destroy school property.  (School property means in or  
	C. 2.  Protocol for Teacher Removal of a Student From a Classroom   (cont'd.) 
	 
	within any building, structure, athletic field, playground, parking lot or land contained within the real property boundary line of a public elementary or secondary school, or in or on a school bus.) 
	 
	 The use of call buttons should be limited to those few situations of extreme behavior, such as a student who is violent or substantially disrupts a class by endangering the health and safety of others. The office will send someone to assist the teacher and escort the student to the principal’s office. The teacher will submit a written statement about what occurred to the principal as soon as possible. 
	 
	 After the student receives due process (see #5300R), the principal will decide on appropriate discipline.  If the student is suspended, the principal will notify parents orally and in writing, within 24 hours, the nature of the circumstance that caused the suspension, that the parent/guardian has a right to an informal conference with the principal, and the right to interview witnesses.  One of the conditions of a student’s reinstatement following a suspension should be a conference attended by the princip
	 
	 Students Who Have Substantially Disrupted the Class But Are Non-Violent:  If the teacher has decided that it is appropriate for the student to leave the classroom because the student has substantially disrupted the class and violated the North Colonie code of conduct, the teacher will need to give an immediate explanation to the student about why he or she is being asked to leave the classroom.  This can be accomplished in several ways, including the following: 
	 
	1) The teacher gives the student a written form on which the student’s behavior has been checked off, and asks the student to proceed to the office where the student will write his or her own version of what  occurred 
	 
	    OR 
	 
	2) The teacher asks the student to step into the hallway, describes what has occurred, and gives the student an opportunity to express his or her version of the incident.  The student will then be sent to the principal’s office or an alternative location. It is not recommended that the teacher enter into a dialogue with the student in front of other students. 
	 
	After a student is removed from the classroom, the teacher will complete a disciplinary referral form, and speak with the principal as soon as possible regarding the incident.  After this discussion, the principal will make a determination of whether the student’s removal was warranted, and if so, the number of days the student would be removed from class.  If the principal does not uphold the removal, the student will attend the next scheduled class meeting.  Whether or not the removal is upheld, the princ
	 
	The principal has several grounds on which to overturn a student removal from class.  
	They are: a lack of substantial evidence to support a removal, if the removal is a violation of law, or if a removal is inconsistent with the district’s code of conduct.  In 
	these cases, the Principal may return a student to class.  If the student’s conduct warrants a suspension rather than a removal from class, the  
	 
	Principal will suspend the student.  This last situation will not be viewed as a teacher’s removal of a student from class. 
	 
	It is our expectation that the teacher will contact the parent or guardian within 24 hours of the student’s removal from class.  (Parents’ work numbers are available in the hall office.)  It is understood by all parties that the most desirable situation is for the teacher and parent to have a dialogue about what occurred in class.  If a teacher cannot contact the parent after making a diligent effort, the teacher will communicate with the principal. 
	 
	A parent may request a conference within 48 hours of the removal from class.  If the 
	conference is held, the teacher, parent, student, principal, and counselor when appropriate, should be present.  The meeting should be scheduled within the confines of the teacher’s contractual day, unless there are extenuating circumstances and teachers have agreed to meet otherwise.   Teachers should be relieved from supervision responsibilities, whenever possible, prior to using the teacher’s preparation period.  The student is not permitted to return to the classroom and must continue to receive educati
	 
	 “All students, including those with disabilities, are expected to adhere to all school behavioral codes.  Disabled students with chronic discipline problems must be referred to the School’s Pupil Service Team.  If the Pupil Service Team concludes that the child’s program and/or placement should be reviewed it will immediately refer a Section 504 student to the Section 504 team or an IDEA classified student to the District’s Committee on Special Education (“CSE”).  In the first instance, the Section 504 tea
	 
	Board Policy # 5300 
	Policy Amended:  April 24, 2006 
	 
	 3.  Handling "Out of Classroom" Disciplinary Situations 
	 
	 As the staff is responsible for the supervision of all students at all times during the day, each teacher should accept the responsibility for supervising students whenever and wherever necessary. 
	 
	 During the passing of classes, all teachers must station themselves so that they may supervise the corridors as well as their rooms.  Teachers may not retire to their hall office or the lounge until the change of classes has been completed.  Teachers moving from a planning period to a preparation period should also station themselves in the corridor during these times.  The end result should be that all faculty will be stationed in the corridors while students are moving between classes.  While specific sc
	 
	 
	 
	4. Handling of Discipline Situations in the Dining Room  
	4. Handling of Discipline Situations in the Dining Room  
	4. Handling of Discipline Situations in the Dining Room  


	  
	Dining room supervision is an aspect of "out of class" supervision that requires more specific guidelines, but the same principles as outlined in III.C.2. should be followed. 
	 
	The key to dining room supervision is the prevention of problems, rather than reacting after the fact. 
	 
	 Lunchroom Monitors/Teachers should circulate around the room rather than stand in one spot giving the appearance of looking for trouble.  (There is nothing wrong with sitting at a table with students for short periods of time, provided the position provides a good view of the room.)  By casually approaching a potential problem area, the lunchroom monitor/teacher can prevent many problems by mere presence. 
	 
	 When there are infractions to dining room rules such as "roaming", eating without a tray, etc., the lunchroom monitor/teacher should follow the same general steps as indicated above in III.C.2.--stop the misbehavior (get the student seated, have him get a tray, etc.) and then assess the situation.  (Was it oversight or deliberate-has it happened before?, etc.) 
	 
	 The lunchroom monitor/teacher should talk to the student to make certain the student is aware of the rule. (It is a good idea to explain why the rule exists and why his actions cannot be tolerated.) 
	 
	 If a student breaks the rule a second time, the lunchroom monitor/teacher should isolate the student for a short period of time (the remainder of the period or for the next day) in the discipline section. 
	 
	 If there is still another infraction, the student should be assigned to the isolated lunch area for one week.  At this point, it would be well to advise the hall principal of the problem and the action taken. 
	 
	If the previous action fails to resolve the problem, the supervisor should fill out a formal referral on the "Discipline Referral Form". 
	 
	The procedure outlined here is for relatively minor infractions of the lunchtime rules.  Needless to say, serious situations such as direct verbal refusal to comply with a directive, a fight, etc. should be handled as emergencies either by bringing the student directly to the hall principal (if he/she is present) or to the main office. 
	 
	 5.  Internal Suspension Room 
	 
	 A room is provided to handle formal internal suspensions as assigned by a hall principal.  Teachers may assign students to the internal suspension room for the remainder of a period only, and should do so only when other interventions are not effective.   As soon as possible, the teacher should submit a detailed summary of the incident to the appropriate hall principal.  A telephone call to the parent/guardian to explain the reason is required.  The internal suspension room is located upstairs in Calhoun H
	 
	 Teachers assigned to monitor the internal suspension room should be on time for this duty.  Students must not be unsupervised; the teacher should remain in the room until the next scheduled teacher arrives.  The record book of students present needs to be maintained accurately and carried during any school evacuations.   
	 
	 Rules of behavior for students assigned to this room should be followed closely.  Violations of these rules should be reported to the hall principal.  In the event there are no students assigned to the internal suspension room, teachers assigned should remain unless assigned otherwise by a principal. 
	 
	 6.  Guidelines for Normal Disciplinary Action 
	 
	 In all cases the actual consequences assigned will be at the discretion of the administration. Please refer to the Student Handbook or Board of Education Policy manual for specific examples. 
	 
	 7.  Tardiness to Class 
	 
	Students are allowed four minutes to pass from one class to the next.  Separate bells ring signifying the end of one class period and the start of the next.  Teachers keeping students after the bell has sounded ending their class should issue that student a pass.  Students who are not in their assigned classroom by the second bell without a "hall" pass from a teacher are to be considered as being late and have their names recorded as such. 
	 
	It is the responsibility of the classroom teacher to resolve problems related to student tardiness unless a chronic case arises.  The following steps should be employed prior to referral to the hall principal: 
	 1st lateness:   verbal warning 
	2nd lateness:  warning and make-up time assigned with teacher to compensate for lost class time 
	 3rd lateness:  parental contact, additional make-up time 
	 4th lateness:   referral to hall principal 
	 
	 White cards should be issued subsequently to the first lateness; keep in mind that the white cards are not intended to be a disciplinary consequence, in and of themselves.  They are a secondary system intended to attach misbehavior to attendance at school activities. 
	 
	 Please note, the student should not be sent to the hall office for a pass.  Each teacher should maintain an accurate record of student’s lateness to class. 
	 
	 8.  Corridor Supervision Periods 
	 
	 Teachers assigned to corridor duty should circulate throughout the building and provide an active supervisory presence.  That person will be responsible for the following tasks: 
	 
	1) Checking the condition of lavatories at the beginning and end of each period, and periodically throughout the period.  Please pay particular attention to this detail. 
	 2) Insuring against wanderers by checking student passes 
	 3) Providing assistance and direction for students and visitors 
	 
	 The person assigned to main entrance duty should remain there for the entire period. 
	 
	 9.  Vandalism  
	 
	 A procedure has been established to combat vandalism by immediate identification.  Should staff observe any graffiti or damage it should be reported immediately to the main office receptionist who will record a description, time and who reported it.  Staff may report in person or by note.  In the latter case, staff should include all the above pertinent information. 
	 
	D. Board Policy -- Discipline - Physical Restraint – Administrative Regulations 
	 
	 The Board believes that the maintenance of order and decorum are essential to the effective operation of the school system, and that a proper respect for authority should be fostered in every member of the student body. 
	 
	 To further these objectives, the Board has adopted the following policy with respect to the use of physical restraint 
	 
	 Physical Restraint - The District staff is authorized to use reasonable means of restraint on any student or students to maintain order (see Policy #1520 – Public Conduct on School Property) or to prevent physical injury or property damage. 
	 
	All cases of physical restraint shall be reported to the Superintendent of Schools within 24 hours of such occurrence. 
	 
	 Administrative Regulations  
	 
	 1.  “Reporting – All cases involving physical restraint or therapeutic physical restraint ( or corporal punishment) shall be reported on the prescribed form (5314-E) to the immediate supervisor or director and building principal who will contact the Superintendent of Schools as soon as possible but within 24 hours of such occurrence.  The principal and supervisor will determine if the restraint was appropriate.  Parent or guardian shall also be notified by the principal or hall principal.” 
	  
	 2.  “Complaints – A person in parental relationship to a student who feels that Policies 5314A – C, regarding physical restraint, therapeutic physical restraint, or corporal punishment, have been improperly applied to their child shall first review their concern with the school employee involved and that employee's supervisor.  If, after such review, parents/guardians are not satisfied with the disposition of the matter, within ten school days they may present a formal complaint in writing to the Superinte
	   
	“The Superintendent and the parent will review the complaint and determine an appropriate course of action to address the complaint.  This might include a conference with the parent and/or other administrators, referral of the complaint to an ad hoc panel as defined in the NCTA/NCCS contract under Article XVII Section B or other actions as deemed appropriate by the Superintendent.  In any event, the parent or guardian will be given an opportunity to air the complaint and present written evidence supporting 
	  
	 3.  “Reporting of Corporal Punishment Complaints – The Superintendent shall report all complaints of corporal punishment, including complaints or reports of physical contact where corporal punishment was found to have occurred, and their disposition to the Commissioner of Education, as required by the Commissioner’s Regulations.” 
	  
	E. Homework 
	 
	1. Homework shall be defined as that activity which is intended to extend beyond the time of the instructional period, and which is to be completed in the study hall or out of school.  Homework is a necessary component of instruction.  Homework assignments should be meaningful; homework should contribute to a student’s grade in a relevant and appropriate manner. 
	 
	 2. Teachers should assign homework with the following purposes in mind: 
	 
	   a. Practice and drill on work recently learned 
	   b. Review of work learned over longer periods 
	   c. Research and discovery 
	   d. Creativity 
	   e. Preparation of class activities 
	   f. Adherence to form 
	   g. Promptness 
	   h. Neatness and orderliness of work 
	   i. Planning of time 
	   j. Development of good study habits 
	   k. Development of responsibility 
	 
	3. Assigned homework shall involve material which must be reviewed by the teacher.  Homework assignments are to be completed on time and appropriate consequences assigned if deadlines are missed.  Teachers are expected to return collected assignments in a timely manner. 
	  
	 4. Attention should be paid to quality and usefulness of assignments. 
	 
	5. Attention to individual differences among pupils is to be considered in making assignments.  It is inappropriate to assume that all students can successfully complete the same assignment. 
	 
	6. In order to avoid overload situations when assigning homework, teachers should adhere to the following minimums and maximums:  Grades 4 through 6, 30 to 60 minutes daily; Grades 7 and 8, 60 to 120 minutes daily homework will be assigned in English, social studies, mathematics, science foreign language and may be assigned in other areas as needed; Grades 9 through 12, homework will be assigned in English, social studies, mathematics, science, language, and business, with a maximum of 45 minutes per class 
	 
	7. It is desirable to make some homework assignments on a long-range basis to give students experience in scheduling their own time. 
	 
	8. Homework assigned for a weekend should equal no more than that which would 
	normally be considered for a night's work, except where special circumstances merit. 
	 
	9.   Homework assigned for a vacation period should be of reasonable length.  Students may be expected to utilize time during vacation periods for review and long-range assignments. 
	 
	10. The principal and/or department supervisor shall monitor the implementation of the policy and regulations governing homework to insure full compliance by all teachers. 
	 
	11.   A copy of the homework policy and regulations shall be forwarded to all parents at the beginning of each school year via a special notice or the students’ handbook.  (District Policy # 4730) 
	 
	F. Promotion and Retention of Students Regulation - # 4750-R 
	  
	 B.  Junior High School (Grades 7-8) 
	 
	“Each block team will implement appropriate intervention and support for students who qualify for these services as per criteria set forth in the Academic Intervention Services (A.I.S.) plan. 
	1. After the end of the first semester each academic team of teachers will identify students at risk for retention who have not demonstrated sufficient mastery of skills to achieve at the next grade level.  Parents will be notified by the counselor at this time. 
	 
	 2. Mastery of skills to achieve at the next grade level shall be defined as follows:” 
	 
	  Grade 7: 
	 
	 “A passing achievement average of five (5) quality points earned in all four (4) academic core areas (math, science, English and social studies) in grade 7. 
	 “A passing achievement average of five (5) quality points earned in all four (4) academic core areas (math, science, English and social studies) in grade 7. 
	 “A passing achievement average of five (5) quality points earned in all four (4) academic core areas (math, science, English and social studies) in grade 7. 

	 Quality points may be earned during the four quarterly assessments and the final examination, which is weighted in equal fashion. 
	 Quality points may be earned during the four quarterly assessments and the final examination, which is weighted in equal fashion. 

	 At least two (2) quality points must be earned in the second half of the school year for each academic core course, i.e., at least two (2) points must be earned based on grades for the third quarter, fourth quarter and final exam. 
	 At least two (2) quality points must be earned in the second half of the school year for each academic core course, i.e., at least two (2) points must be earned based on grades for the third quarter, fourth quarter and final exam. 

	 Any of the four academic core courses failed must be repeated in summer school.  Students who fail all four academic core courses may not be allowed to attend summer school.  A decision will be made by the Building Principal in each individual situation. 
	 Any of the four academic core courses failed must be repeated in summer school.  Students who fail all four academic core courses may not be allowed to attend summer school.  A decision will be made by the Building Principal in each individual situation. 

	 Students must earn 3 quality points in the art/tech/h&c sequence.   
	 Students must earn 3 quality points in the art/tech/h&c sequence.   

	 Students must earn 3 quality points in the pe/music/health sequence.   
	 Students must earn 3 quality points in the pe/music/health sequence.   

	 Students must earn 5 quality points in the foreign language sequence, unless exempted from foreign language by an IEP. 
	 Students must earn 5 quality points in the foreign language sequence, unless exempted from foreign language by an IEP. 

	 Students who, by the fourth quarter, have not earned the required 3 or 5 quality points in a special area sequence, will be required to complete extra project(s) to earn the required quality points.” 
	 Students who, by the fourth quarter, have not earned the required 3 or 5 quality points in a special area sequence, will be required to complete extra project(s) to earn the required quality points.” 


	 
	  Grade 8: 
	 
	 “A passing achievement average of eight (8) quality points earned in four (4) of the five, including foreign language, academic areas.  Students exempted from foreign language must earn 8 quality points in three of the four academic courses. 
	 “A passing achievement average of eight (8) quality points earned in four (4) of the five, including foreign language, academic areas.  Students exempted from foreign language must earn 8 quality points in three of the four academic courses. 
	 “A passing achievement average of eight (8) quality points earned in four (4) of the five, including foreign language, academic areas.  Students exempted from foreign language must earn 8 quality points in three of the four academic courses. 

	 Quality points may be earned by grades assigned for the four quarters, the mid-year exam and the final exam. 
	 Quality points may be earned by grades assigned for the four quarters, the mid-year exam and the final exam. 

	 At least 4 quality points must be earned in the second half of the school year for each academic core course. 
	 At least 4 quality points must be earned in the second half of the school year for each academic core course. 

	 Any of the four academic core courses failed must be repeated in summer school.  Students who fail all four academic core courses may not be allowed to attend summer school.  A decision will be made by the Building Principal in each individual situation. 
	 Any of the four academic core courses failed must be repeated in summer school.  Students who fail all four academic core courses may not be allowed to attend summer school.  A decision will be made by the Building Principal in each individual situation. 

	 Students must earn 3 quality points in the art/tech/FACS sequence. 
	 Students must earn 3 quality points in the art/tech/FACS sequence. 

	 Students must earn 3 quality points in the pe/music/health sequence. 
	 Students must earn 3 quality points in the pe/music/health sequence. 

	 Students, who by the fourth quarter, have not earned the required 3 quality points in a special area sequence, will be required to complete extra project(s) to earn the required quality points.” 
	 Students, who by the fourth quarter, have not earned the required 3 quality points in a special area sequence, will be required to complete extra project(s) to earn the required quality points.” 


	 
	 Quality points are assigned each marking period in each academic area as     follows: 
	       
	A = 4 
	      B = 3 
	      C = 2 
	      D = 1 
	      F = 0 
	 
	 Students in grade 8 who fail one course, and are thereby eligible for promotion, will be recommended very strongly to retake the course in summer school if the course failed was math, science, social studies or English, and/or if the course failed was foreign language, the students will be required to repeat the course or pursue a different language at the entry level in high school. 
	 
	 By beginning of the fourth quarter the guidance counselor will insure that the following information is collected:  standardized test scores, report card grades, and written assessment by each academic teacher, reading teacher and counselor.  In addition, written assessments by appropriate Pupil Services personnel should be provided for all identified youngsters.  Communication with the parents of at-risk students will continue. 
	 
	  By June 1 the building principal will receive the tentative recommendations of the 
	academic teachers, and counselor, appropriate Pupil Services personnel and hall principal concerning the student’s progress, academic alternatives and future placement options. For identified students, recommendations should be obtained from the Pupil Services team.  
	 
	 As required in Administrative Regulation #5100R, if a student’s absence reaches 40 days, the required case conference will be held to consider the student for possible retention. 
	 
	 Attendance at a summer program approved by the building principal may be utilized in order to meet promotion requirements.” 
	 
	C. Guidelines Applicable to Both Elementary and Junior High 
	C. Guidelines Applicable to Both Elementary and Junior High 
	C. Guidelines Applicable to Both Elementary and Junior High 


	 
	1. “Unless retained once in his/her school career, no student should be promoted beyond grades 6 or 8 without the student having demonstrated sufficient basic skills which would enable him/her to function in an instructional group at the next grade level. 
	1. “Unless retained once in his/her school career, no student should be promoted beyond grades 6 or 8 without the student having demonstrated sufficient basic skills which would enable him/her to function in an instructional group at the next grade level. 
	1. “Unless retained once in his/her school career, no student should be promoted beyond grades 6 or 8 without the student having demonstrated sufficient basic skills which would enable him/her to function in an instructional group at the next grade level. 
	1. “Unless retained once in his/her school career, no student should be promoted beyond grades 6 or 8 without the student having demonstrated sufficient basic skills which would enable him/her to function in an instructional group at the next grade level. 



	 
	2. Students identified in Section B.1. shall have included in their cumulative record a summary report including specific recommendations for the child’s educational program and the outcome expected to be achieved as a result of the decision to retain, promote or accelerate the student.  (Recommendations must take into account existing resources.) 
	2. Students identified in Section B.1. shall have included in their cumulative record a summary report including specific recommendations for the child’s educational program and the outcome expected to be achieved as a result of the decision to retain, promote or accelerate the student.  (Recommendations must take into account existing resources.) 
	2. Students identified in Section B.1. shall have included in their cumulative record a summary report including specific recommendations for the child’s educational program and the outcome expected to be achieved as a result of the decision to retain, promote or accelerate the student.  (Recommendations must take into account existing resources.) 
	2. Students identified in Section B.1. shall have included in their cumulative record a summary report including specific recommendations for the child’s educational program and the outcome expected to be achieved as a result of the decision to retain, promote or accelerate the student.  (Recommendations must take into account existing resources.) 



	 
	 
	   
	3. Persons in parental relationship to a student who express concern about a   
	3. Persons in parental relationship to a student who express concern about a   
	3. Persons in parental relationship to a student who express concern about a   
	3. Persons in parental relationship to a student who express concern about a   



	decision regarding the promotion or retention of their child shall be made aware of their right to challenge such decision and shall be provided a copy of the policy and regulations dealing with promotion.  Any such challenge shall be made in writing to the Building Principal and should include a statement of the reason for the challenge. Replies to formal challenges will be made in writing by the Principal within ten days of receipt of the challenge.  Should the persons in parental relationship wish to pur
	their challenge may again be presented in writing to the Superintendent.  The Superintendent shall consider the issues and decide upon a course of action, 
	      including options such as referring the matter to a District review panel.  This  panel will be selected by the Superintendent of Schools and will be comprised of the Assistant Superintendent(s) of Schools, one additional staff member, two parents/guardians (or if the challenging parent/guardian would prefer, two additional professional staff members may be substituted) and the District Director of Pupil Services who shall serve as the review panel’s chairman.  With respect to such challenges, persons
	     Principal, and to the Superintendent of Schools. 
	 
	4.  Each Principal will submit as part of the building’s Annual Evaluation Report a                      
	summary of decisions made regarding the retention of students identified in   Section  B.1. 
	 
	5. The provisions of subparagraph D.3 of this regulation shall apply to any course for which a junior high student can earn high school credit. 
	5. The provisions of subparagraph D.3 of this regulation shall apply to any course for which a junior high student can earn high school credit. 
	5. The provisions of subparagraph D.3 of this regulation shall apply to any course for which a junior high student can earn high school credit. 


	 
	 Regulation Amended:  May 7, 2009 
	 
	POINTS OF EMPHASIS FOR GRADE 7 
	  
	 A.  Students must earn five (5) quality points in each of math, science, English and social studies. If not, the student will have to repeat the failed class in summer school. 
	 
	 B.  At least two (2) quality points must be earned based on the third quarter, fourth quarter and final exam report card grades.  If this is not accomplished, the student will be required to  
	      attend summer school to earn needed quality points. 
	 
	POINTS OF EMPHASIS FOR GRADE 8 
	 
	 A.  Students must earn eight (8) quality points, instead of five (5), to meet the promotion  
	      requirement.  There are now six (6) opportunities to earn points, however, in that mid-year  
	      exam grades will be listed on the report card. 
	 
	B.  Students need to earn eight (8) quality points in four of the five core subjects: math,   science, English, social studies, and foreign language. 
	 
	 C.  At least four (4) quality points must be earned based on the 3rd quarter, 4th quarter and       final exam report card grades. 
	 
	      D.  Students will be required to attend summer school to repeat failed courses or to earn      
	      points that were not earned in the second half of the school year. 
	 
	G. Pupil Personnel Services    
	 
	  1.  Services 
	 
	Pupil Personnel Service is concerned with assisting a child in developing to the maximum his physical and mental well-being.  The Pupil Personnel Services include guidance, health, psychological services, speech,  Special Education classes and 
	Learning Resource Area.  The Pupil Personnel Service is responsible for a district wide testing program.  These test results are included in each youngster's permanent record and can be a very valuable assistance to the teachers.  Faculty members becoming aware of any student problems of a psychological or health nature are expected to discuss the situation with the student's counselor. 
	 
	  2.  Testing 
	 
	  The following standardized tests are administered in the junior high according to the dates specified in Section VIII. 
	  7th Grade      New York State assessments; Math, English/Language Arts 
	  8th Grade      New York State assessments; Math, English/Language Arts, 
	           Science and Foreign Language Proficiency. 
	  NYSESLAT: NYS English as a Second Language Achievement Test 
	 
	H. Reporting to Parents 
	 
	  1.  Philosophy 
	 
	The purpose of a report card is to inform the parent of the teacher's judgment of a student's progress.  It should be recognized by all faculty that while objectivity is a goal, in the final analysis a teacher's grades contain a large element of subjective professional judgment.  The report card attempts to record this judgment in terms of academic achievement, effort, & conduct. 
	 
	  2.  Achievement Grades 
	 
	  Achievement grades reflect the student's achievement in relation to curriculum 
	objectives.  While no definite distribution of marks in the A, B, C, D, and F ranges is       
	required, it is expected that in heterogeneously grouped classes the curriculum is demanding enough to produce some "spread" of marks.  A (+) can be used to indicate a student achieving in the upper segment of any letter range except F.   
	 
	  A student's grades should not come as a surprise to parents.  No student should   
	receive an F unless the parent was warned at least three weeks beforehand through a Teacher Comment Sheet or Interim Progress Report.  No student's grade may drop 2 or more letter grades unless parents have been warned at least three weeks beforehand, (i.e. A to C or 93 to 73) unless poor achievement took place during the last few weeks of the marking period, after the interim report.  In such an instance, personal contact should be made by the teacher to explain the situation.  Students are not to be given
	 
	  Achievement grades are given in all areas except physical education and study skills including the performing arts.  Achievement grades reflect a student's achievement in relation to curriculum objectives. 
	 
	Grade Conversion Chart 
	 
	     Numerical        Letter    GPA                        Numerical          Letter           GPA   
	    97.0+ and up      A+     4.0            77.0+ - 79.9            C+              2.3 
	    93.0+ - 96.9         A                 4.0             73.0+ - 76.9            C              2.0 
	    90.0+ - 92.9         A-       3.7            70.0+ - 72.9            C-              1.7 
	    87.0+ - 89.9         B+       3.3            68.0+ - 69.9            D+              1.3 
	    83.0+ - 86.9         B                 3.0            65.0+ - 67.9            D              1.0 
	    80.0+ - 82.9         B-      2.7                       <65                         F                     0.0 
	 
	 
	   
	 
	 
	3.  Final Examinations 
	 
	District-wide final examinations will be given at the conclusion of the school year.  These  examinations will be included in the computation of the student's quality points as per the district's promotion/retention policy.  These grades will be recorded as A, B, C, D, F for grades 7 and 8 except for those courses that earn high school credit, in which case numerical grades are given. Unless approval is given by a principal, no student will be excused from any final examination.  Any student absent from an 
	 
	  4.  Effort Grades 
	 
	As one of our goals is to encourage a student to achieve the very best he is capable of achieving, the effort grade is a crucial evaluation.  We cannot expect a student to achieve more than he is capable of achieving; we can expect maximum effort.  The effort grade is a means of positively recognizing the effort which a student does expend.  The grading of a student's effort is subjective judgment which requires a professional appraisal in terms of each individual youngster.  Effort grades are  categorized 
	         
	E = Excellent Effort: These students show effort that is beyond the normal effort   
	expected of them based on their ability.  Homework, class work and projects are consistently on time and demonstrate superior scholarly endeavor, generally exceeding prescribed criteria.  Participation is enthusiastic, inquisitive, attentive, and the student demonstrates an exemplary work attitude.  Can be used when achievement is better than expected based on ability. 
	 
	G = Good Effort: These students meet the normal or typical expectations for effort. Average effort when compared to individual ability.  Homework, class work and projects are done to teacher’s satisfaction and rarely late or deficient.  Work generally meets required criteria, but infrequently exceeds them or shows an effort to go beyond what is required.  Participation and attention is evident and positive. Appropriately used when a bright student is doing well, but could do better. 
	 
	 
	N = Needs Improvement: These students fall short of meeting expectations for    effort. Substandard effort when compared to individual ability.  Any factor, including homework, class work and/or project quality or punctuality, may be deficient.  Work may frequently fall short of established criteria.  Other factors independently justifying this designation would be lack of positive participation and/or attention. May also be used to indicate lower achievement than ability would suggest, such as when a capab
	 
	U = Unacceptable: These students fail to meet their obligations.  Homework,    
	class work  and projects repeatedly are not done to satisfaction.  Student may have a poor attitude toward making up missed work.  Interventions have 
	failed to foster improvement. May be inattentive in class or frequently off task. 
	 
	 
	 
	  5.  Conduct Grades 
	 
	As the school has the obligation to encourage good citizenship and the development of positive social attitudes, students are evaluated in their progress toward these goals.  Conduct grades are categorized as follows: 
	 
	  E = Excellent Conduct: Student exhibits conduct that is Beyond the Norm for an  
	Adolescent. Student is extra courteous , mature, helpful, sharing and   respectful. Meets the expectation of a role model for behavior and participation in academics. Student does not need redirection, is attentive and does not break school rules. “Stands out from the crowd.” 
	 
	G = Good Conduct: Normal adolescent conduct observed.  This student  
	generally behaves appropriately with only minor transgressions of standards and policies. Exhibits normal age appropriate levels of courtesy and respect.  Need for redirection is minimal.  Generally on task, but minor errors may be evident and the student exhibits normal, good citizenship, but not outstanding. 
	 
	N = Needs Improvement: This student needs more redirection than the average student.  May communicate inappropriately, including minor transgressions of inappropriate language.  May be occasionally disrespectful of adults, peers or school property.  Student may exhibit a moderate level of off task, inattentive and/or non-participatory behavior.  The student may occasionally break school or class rules and/or may exhibit disruptive behavior. 
	 
	 U = Unacceptable: Student exhibits behavior that is noticeably inappropriate.   
	Student may be any of the following: off task, disrespectful, poor peer or adult relations, requires persistent redirection, does not respect or observe rules, brings negative attention to self, may be non-participatory.  
	 
	 
	  6.  Procedure for Marking Report Cards, Interim Progress Reports 
	 
	New procedures for interim and report card grading on-line are in place.  
	 
	 
	  7.  High Honor, Honor and Merit Roll 
	 
	High Honor, Honor and Merit rolls will be based on achievement, effort, and conduct. 
	 
	  In order for a student to qualify for the High Honor Roll: 
	 
	 Achievement grade average of 3.7 or higher 
	 Achievement grade average of 3.7 or higher 
	 Achievement grade average of 3.7 or higher 

	 All Effort and Conduct grades are E or G 
	 All Effort and Conduct grades are E or G 


	 
	  In order for a student to qualify for the Honor Roll: 
	 
	 Achievement grade average of 3.3 - 3.69 
	 Achievement grade average of 3.3 - 3.69 
	 Achievement grade average of 3.3 - 3.69 

	 All Effort and Conduct grades are E or G 
	 All Effort and Conduct grades are E or G 


	 
	 
	 
	In order for a student to qualify for the Merit Roll: 
	 
	 Achievement grade average of 3.0 - 3.29   
	 Achievement grade average of 3.0 - 3.29   
	 Achievement grade average of 3.0 - 3.29   

	 All Effort and Conduct grades are E or G  
	 All Effort and Conduct grades are E or G  


	 
	8. Requirements for Courses Receiving High School Credit 
	8. Requirements for Courses Receiving High School Credit 
	8. Requirements for Courses Receiving High School Credit 


	 
	Regular School Year:   
	 
	 Teachers will take attendance each period and inform the Hall Principal according to the reporting schedule.  All absences from class must be recorded; however, absences due to school sponsored or school authorized activities will be excluded from counting toward denial of course credit provided the student performs any assigned make-up work.  In addition, absences for students whose physical and/or psychological condition necessitates absence from school for more than ten days (consecutive or cumulative) 
	 
	 “The Hall and Building Principal will contact parents by mail at prescribed intervals prior to denial of course credit.” 
	 
	Board Policy # 5100 
	Note: A complete description of this attendance policy is contained in Board Regulation #5100-R (“Student Attendance Regulation”) 
	 
	  9.  Interim Progress Report 
	 
	The Interim Progress Report is used to notify parents of a student's progress.  These must be completed by the close of the fifth week in each of the first three marking periods.  Fourth quarter interim reports are sent as deemed needed by individual teachers.  No student may receive an F in achievement nor a U in effort or conduct, nor drop two levels (A to C; B to D) unless the parent has been advised of the problem.  In all cases where potential problems exist, teachers are expected to contact the parent
	 
	Interim Progress Reports for 2018-2019 should be completed as of the following dates:  
	    1st marking period  October 5 
	    2nd marking period  December 17 
	    3rd marking period  March 9 
	    4th marking period  May 21 
	 
	Several procedures are available to make positive parental contacts.  The procedures include: 
	    a) Interim Progress Report 
	    b) Notice of Commendation 
	    c) Phone call or personal contact 
	All staff are required to record their positive parental comments.  The block teams should keep this record in the block log. 
	 
	 
	I. Ability Grouping and Special Programs 
	 
	  There are special programs designed to meet the needs of various abilities.  It is  
	appropriate that the curricula in the academic subjects are geared to meet the needs of the top ability, average and remedial student and that the classes be structured according to this grouping. It is not appropriate, however, that junior high-aged students not be tracked into rigid homogeneous groups.  
	 
	  1.  Reading 
	 
	The improvement of reading skills is our highest priority.  All teachers share in the responsibility for reading instruction. Remedial instruction for youngsters whose reading skills are up to two years below grade level are provided by members of the reading and/or English staff.  Whenever possible, these students will be drawn from study hall.  Students will probably not be able to participate in performing groups if they are in a reading class. 
	 
	  2.  Seventh Grade Math 
	 
	While math classes are generally heterogeneous in nature, those students who show high ability in Math 7 will be grouped.  Different programs include: 
	 
	  Math 7 - Students will take the regular math 7 course.  
	Fundamental Math 7 This is an Academic Intervention Service for 7th graders who need extra assistance in math.  Students enrolled in Fundamental Math 7 meet every day for 20 minutes in lieu of silent reading. 
	 
	3.   Eighth Grade Math 
	 
	Math 9R – This is available to 8th grade students who demonstrate a strong ability and interest in mathematics & who plan on pursuing a five-year math sequence. The final exam for this course is the Integrated Algebra Regents exam.  Students successfully completing the course will receive one high school Regents credit. 
	Math 8 – Eighth grade math is appropriate for those students who plan on pursuing a Regents math sequence beginning in grade nine. 
	Fundamental Math 8 – This is an Academic Intervention Service for 8th graders who need extra assistance in math.  Students enrolled in Fundamental Math 8 meet every day for 20 minutes in lieu of silent reading.  
	 
	4. Seventh Grade English 
	4. Seventh Grade English 
	4. Seventh Grade English 


	 
	English 7 – This course is designed to emphasize basic skills in the areas of reading, writing, listening and speaking. 
	Fundamental ELA – This is an Academic Intervention Service for students who need extra assistance in language arts.  Those students enrolled in Fundamental ELA meet every other day for 20 minutes in lieu of silent reading. 
	 
	5. Eighth Grade English 
	5. Eighth Grade English 
	5. Eighth Grade English 


	 
	English 8 – This program is designed to provide students with a strong background in basic skills.  Development of reading, writing, listening & speaking is stressed. 
	English 8E (Enriched) – This program is designed to meet the needs of the most capable students within the area of language arts while addressing the same instructional objectives as English 8. 
	Fundamental ELA – This is an Academic Intervention Service for students who need extra assistance in language arts.  Those students enrolled in Fundamental ELA meet every other day for 20 minutes in lieu of silent reading. 
	 
	   
	6.   Modified Programs 
	 
	  The Modified Program in 7th and 8th grade is designed for students whose skill 
	deficiencies prevent them from adequately completing the regular program.  Students are evaluated on the basis of the content of the course and an alternative final examination is provided at the end of the year.  Students are admitted to the Modified Program only upon the approval of the appropriate hall principal after discussion/notification with the student’s parent/guardian. 
	 
	  7.   Seventh Grade Science 
	 
	  Science 7 – Students will take this regular course in life sciences. 
	 
	  8.  Eighth Grade Science /Earth Science 
	 
	 Science 8 – A course in physical science covering main areas of physics & chemistry. 
	Earth Science - Students with exceptional ability in science may be enrolled in the 8th grade Regents level course.  This course is essentially the same course taught at the high school with minor modifications.  Final examination is the New York State Earth Science Regents.  Students who successfully complete the program will receive one high school credit. 
	 Biology (Living Environment) - Students with exceptional ability in science may be enrolled in the 8th grade Regents level course.  This course is essentially the same course taught at the high school with minor modifications.  Final examination is the New York State Living Environment Regents.  Students who successfully complete the program will receive one high school credit. 
	 
	  9.  Special Education Programs: 
	 
	  Pupil Services Academic Skills Class, Learning Resource Area 
	 
	 The Pupil Services Academic Skills I Program is a self-contained model for more disabled students.  Students attending are labeled Mentally Retarded, Severely Language Impaired, Severely Learning Disabled, etc.  A certified special education teacher, a teacher assistant, a part-time speech therapist and aide services, as needed, are available.  Enrollment is limited to 12 students; pre-vocational occupational skills, as well as self-help, language, social, fine and gross motor and other basic skills, are r
	 
	 The Academic Skills II Classes are part of a self-contained special education program for moderately handicapped students.  A teacher and one para-professional to assist are assigned. Class size is limited to 12 children per period.  The emphasis is to maximize basic academic skills and provide an occupational direction for the student. 
	 
	 The Learning Resource Area total enrollment is limited to 20 students; instruction is provided for "up to 5 students at a time."  Students are instructed for a period of time each day as mandated by the student's IEP.  Remediation is geared to the pupil's area of disability (language, math, reading) and support is provided for mainstream subjects.  Students participating in this program will receive either a high school diploma or an IEP diploma, depending upon ability and achievement.  
	 
	 The Learning Resource Area is a highly-individualized, small-group instructional program for students with serious academic deficiencies. Students may be placed in the L.R.A. for a maximum of 3 hours; placement is dependent upon recommendations from the Pupil Services Team.  Blocks or individual teachers may submit names for consideration through the child's guidance counselor or through the team chairperson. 
	 
	Since pupils' abilities vary, regular education and special subject teachers are encouraged to check with the special education teachers as to each pupil's level of academic functioning, specific problems, and general expectations.  In general, written assignments need to be modified for the majority of special education and LRA pupils.  In order to prevent undue frustration, pupils should be reassured by the special subject teachers that they are not responsible for all assignments.  At the same time, howe
	 
	(See list of considerations for adapting.)  Pupils should be informed of alternate assignments individually.  Tests should be modified whenever possible and pupils may have tests read to them in special education setting. (See chart of Suggested Use of Alternative Testing Techniques.) 
	 
	 When tests and papers which would normally receive a failing grade are returned, they should be marked with a grade relative to the student's ability, or with comments such as "OK" or "Good Try" rather than with failing numeral or letter grades.  Alternate reporting also is a necessity with these pupils. Report card grades should reflect individual achievement, effort and conduct.  Teachers should expect acceptable conduct from all pupils.  If problems occur, teachers should contact the special education t
	 
	J. Policy Regarding Controversial Issues and Guest Speakers 
	We believe that it is the responsibility of the school to assist students in the critical examination of the various issues and points of view facing society today.  Such investigation and evaluation of controversial issues is deemed essential if the school is to achieve its objective of education students as thinking and discriminating individuals. 
	 
	To this end, the school provides opportunity for such discussion and critique through the planned academic program, extra-curricular club activities, guest speakers and forums. 
	 
	In this process it is, however, incumbent upon the school and its staff to insure a balanced and objective presentation of such controversial issues, and to present and review not only the positions of extreme, but those of the moderate point of view as well.  It is further expected that all such discussions and presentations will be conducted within the bounds of good judgment and proper decorum, and with full consideration of the rights and sensibilities of others.  Profanity, obscenity, libel, slander, d
	 
	This policy statement shall apply to guest speakers invited to address any school group.  All invitations to outside speakers shall be cleared through and approved by the school principal. 
	 
	K. Field Trips 
	 
	 Please see the following memos from the Transportation Department regarding mid-day field trips for 2018-2019 and approved Charter Bus Companies for 2018-2019. 
	 
	Should a teacher wish to consider a field trip, he should first consult his department supervisor.  Some departments have budgeted limited funds for this purpose.  Field trip requests should be approved by the immediate supervisor and/or hall principal before being submitted to the building principal for final approval.  A check sheet of required tasks will be given to the requesting teacher(s). 
	 
	 Under certain circumstances, field trips may be arranged with students sharing in the expense. 
	 
	1. Field trips may be described as group activities involving an entire class which would leave the school property for a class function and return prior to the end of the normal school day.  Field trips are to be conducted only during the school day and do not apply to club activities. 
	1. Field trips may be described as group activities involving an entire class which would leave the school property for a class function and return prior to the end of the normal school day.  Field trips are to be conducted only during the school day and do not apply to club activities. 
	1. Field trips may be described as group activities involving an entire class which would leave the school property for a class function and return prior to the end of the normal school day.  Field trips are to be conducted only during the school day and do not apply to club activities. 


	 
	When a group of Shaker Junior High School students leave our building, they are to be properly supervised and their conduct must always reflect the attitudes and discipline which we expect of our students at all times. 
	 
	When a teacher wishes to take a field trip, the following procedure should be followed: 
	 
	a) Pick up Field Trip Request form(s), Bus Request form(s) and checklist in the Main Office. 
	b) Submit completed form(s) (with a list of participating students) to your Hall Principal for approval. 
	c) Submit approved Field Trip Request form(s) to the Main Office at least seven days prior to the scheduled field trip. 
	c) Submit approved Field Trip Request form(s) to the Main Office at least seven days prior to the scheduled field trip. 
	c) Submit approved Field Trip Request form(s) to the Main Office at least seven days prior to the scheduled field trip. 
	c) Submit approved Field Trip Request form(s) to the Main Office at least seven days prior to the scheduled field trip. 



	 
	 
	 
	2.   Chaperones 
	a) There must be at least one chaperone on any field trip for every twenty students.  At least one female and one male must be in attendance as a chaperone. 
	b) Parents may be used as chaperones. 
	b) Parents may be used as chaperones. 
	b) Parents may be used as chaperones. 

	c) If a particular department is sponsoring the field trip, chaperones must be teachers in that department.  Preference must be given to teachers currently teaching those students participating in a departmentally sponsored field trip. 
	c) If a particular department is sponsoring the field trip, chaperones must be teachers in that department.  Preference must be given to teachers currently teaching those students participating in a departmentally sponsored field trip. 


	North Colonie Central School District 
	Transportation Department 
	445 Watervliet-Shaker Rd. 
	Latham, NY 12110 
	(518)785-9486 
	Fax: (518)783-8879 
	 
	To:  All District Principals/Directors/Department Supervisors  
	From:  John P. Myers, Director of Transportation  
	Date:  August 1, 2018  
	RE:  Mid-day Field Trips for 2018-19  
	 
	Please forward the information below to those who will be booking field trips using North Colonie school buses:    
	 
	1. Field trip request forms must be received in the transportation office at least two weeks prior to the trip date, to assure proper scheduling according to our contractual requirements.  The contact person for field trips in our office is Transportation Operations Coordinator Amanda Cutter, at extension 3747, or amandacutter@ncolonie.org.   
	  
	2. ALL mid-day trips should be scheduled for a pick-up after 8:50am, to return to the school of origin no later than 1:45pm.  The safest time for scheduling is after 9am, to return by 1:30pm.  
	  
	3. Requests for trips leaving before 8:50am and/or returning after 1:45pm need Transportation Director approval.  The approval or denial of these trips will be determined by the expected availability of buses and drivers on the trip date.  We strongly discourage these early/late trips. Even if approved, a trip departure or return pickup will be delayed if we run short on regular school route buses and/or drivers.  
	  
	4. The last day for mid-day field trips with district buses for 2018-19 is Friday, June 7, 2019   
	  
	5. Closed dates:  No mid-day trips using our school buses can be booked on the following dates, due to elementary track meets, half days, exam days, etc.  Friday, 10/26/18 Thursday, 11/1/18 Tuesday, 11/27/18 Regents Week 1/22-25/19 Wednesday, 5/29/19 Thursday, 5/30/19 Tuesday, 6/4/19  Additional notifications will be sent out when other dates close.  
	  
	6. Motor Coach (Charter) Buses:  Any motor coach transporting district students must be inspected at our bus garage before the students are loaded. School staff will book their own charter coach trips as needed, but the Transportation Department must receive a copy of the details, so we can schedule the necessary pre-trip inspection, and pre-check the drivers’ licenses.  The school should contact Transportation 2 days before the charter bus trip to confirm the trip is still going as scheduled. A separate me
	  
	Please contact me directly if you have any questions regarding the above.  
	  
	Copy:  Scott Hoot, Assistant Superintendent for Business 
	                                                          
	North Colonie Central School District 
	Transportation Department 
	445 Watervliet-Shaker Rd. 
	Latham, NY 12110 
	(518)785-9486 
	Fax: (518)783-8879 
	 
	To:  School Principals, School Secretaries, Department Directors, Department Supervisors  
	 From:  John P. Myers, Director of Transportation  
	 Date: August 22, 2018  
	 RE:  Approved Charter Bus Companies 2018-19 (Pending Board Approval) 
	 
	Please find below the list of North Colonie Schools approved charter bus companies for the 2018-19 school year (pending Board approval).   
	 
	The list is unchanged from last year. 
	  
	 The companies listed below were chosen because of their respectable maintenance records, drivers’ certification under Article 19-A, and D.O.T. inspection passing rates (for the previous year).    
	 NOTE: All charter buses providing work for any department of this district must undergo a quick inspection by our mechanics at our bus garage before proceeding to their pick up location.  While these companies are aware of this, your staff should remind them, and include this time when booking your trips. This includes buses traveling empty for a return trip: For example, a bus traveling empty to NY to pick up a group at an airport, to return back here.  
	   
	Brown Coach   853-4412  Ms. Judy Russell   
	Yankee Trails  286-2400  Mr. Joel Keens   
	Upstate Transit of  
	Saratoga 584-5252  Ms. Chris Kulls    
	Hunter Motor Coach  731-6248     Ms. Leslie Phalen  
	 
	 School Bus Companies:  
	Durham School Svcs LP 237-4514  Stacey Christian • Durham School Services LP bought out Folmsbee Transportation, a school bus company that had been approved for the last few years.  ONLY this branch of Durham is approved at the number referenced above. No other Durham branch is approved for 2018-19.  
	 
	Star & Strand   272-8248  Scott Thorner/Jay Schneider • Small buses only (25 pass. Max) 
	 
	Brown Transportation 853-4412  Ms. Judy Russell  
	Upstate Transit of Saratoga 584-5252  Ms. Chris Kulls  School Services  
	 
	 NO OTHER CARRIERS ARE APPROVED FOR USE!  
	  
	NO SUBCONTRACTING UNLESS IT’S ONE OF THE ABOVE CARRIERS  (This is VERY important. When carriers run out of their own buses, they will subcontract to another carrier. They may NOT do this, unless it is to one of the carriers listed above.) Transportation must receive two weeks’ notice to allow us to schedule the necessary pre-trip inspection, and pre-check the drivers’ licenses.  The school must also contact Sara Sherwin two days before the trip, at the Transportation Department (ext. 3748), to confirm the t
	  
	 Copy: Scott Hoot, Assistant Superintendent for Business 
	III. INSTRUCTIONAL PROGRAM 
	 
	L.        SJHS Academic Intervention Services Policy 
	 
	Introduction 
	 
	Academic Intervention Services (AIS) means additional instructional and/or student support services which supplement quality first instruction* provided in the regular instructional program.  These services are intended to assist students who are at risk of not achieving the State learning standards in English language arts, mathematics, social studies and/or science, or those who are at risk of not gaining the knowledge and skills needed to meet or exceed designated performance levels on State assessments.
	 
	Shaker Junior High School educators believe that students should be afforded appropriate and targeted opportunities for academic assistance and intervention, based on root cause analyses of multiple measures so that they may be successful in meeting the New York State Learning Standards.  The following is a description of the Shaker Junior High School Academic Intervention Services (AIS) Plan: 
	 
	AIS Components 
	 
	 Additional instruction that supplements “Quality First Instruction”1 of the general curriculum (regular classroom instruction) and/or 
	 Additional instruction that supplements “Quality First Instruction”1 of the general curriculum (regular classroom instruction) and/or 
	 Additional instruction that supplements “Quality First Instruction”1 of the general curriculum (regular classroom instruction) and/or 

	 Student support services needed to address barriers to improve academic performance and other support services 
	 Student support services needed to address barriers to improve academic performance and other support services 


	1Quality First Instruction: Multiple teaching strategies that meet the needs of all students                                                          implemented in the regular instructional program. 
	1Quality First Instruction: Multiple teaching strategies that meet the needs of all students                                                          implemented in the regular instructional program. 

	 
	School Guidelines for Determining Eligibility for Academic Intervention Services 
	 
	Eligibility for AIS Services may be determined by the following:  
	 
	 State Assessment Results and/or 
	 State Assessment Results and/or 
	 State Assessment Results and/or 

	 District Criteria 
	 District Criteria 


	 
	 
	 
	 
	 
	 
	III.  INSTRUCTIONAL PROGRAM 
	 
	 1.  Benchmarks for AIS 
	 
	     A.  State Assessments Criteria 
	 
	Students in grade 7/8 will receive AIS if they score below the designated performance levels  
	(levels 1 and 2), on the Elementary State assessments in ELA, mathematics, science or social 
	studies, unless AIS has been discontinued based on a decision by an AIS Screening Committee. 
	Other criteria that will prompt consideration for AIS are listed below. 
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	Automatic Inclusion in AIS 

	 
	 
	       Eligibility Criteria 

	 
	 
	             Exit Criteria 
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	Grade 6 NYS Assessment; ELA, Math, Science 

	 
	 
	Score of level 1 or 2   

	 
	 
	Score of 3 or 4 on  
	grade 7 NYS  
	Assessment or passing 
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	Grade 5 NYS Assessment; Social  
	Studies 

	 
	 
	Score of level 1 or 2 

	 
	 
	of related course in grade 7 or teacher recommendation 




	 
	          B.  Shaker Junior High Criteria 
	 
	In grades 7 and 8 where no state assessments are given or where scores are not available for timely intervention, 
	Students will be eligible for AIS if they are determined to be at risk of not meeting State standards, according to criteria listed below.  The school procedure will always be used when a student is absent for all or part of a State assessment, or when a student transfers from out-of-state or another country. 
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	Junior High School Measures 

	 
	 
	        Eligibility Criteria 

	 
	 
	          Exit Criteria 
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	Eligible for AIS - students who 
	qualify in two or more of the following categories are eligible for AIS 
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	Mid-year Exams - grade 7 and 8 

	 
	 
	Fail  

	 
	 
	Pass 
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	Final Exams - grade 7 and 8 

	 
	 
	Fail 

	 
	 
	Pass 
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	Report card grades 

	 
	 
	Grade of  D or F in 2 or more core academic classes 

	 
	 
	Grade of C or above 




	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	III. INSTRUCTIONAL PROGRAM 
	 
	  1.  B.  Shaker Junior High Criteria (cont’d.) 
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	Junior High School Measures   

	 
	 
	Eligibility Criteria 

	 
	 
	Exit Criteria 
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	     New Entrant Screening 
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	7th grade Benchmark Criteria for ex. social studies, math, science, English mid-year or final exam; Rdg. Screening; 1st Qtr. Report card; etc. 

	 
	 
	 
	As listed previously 

	 
	 
	 
	As listed previously 
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	     ESL 

	 
	 
	Failure on NYSESLAT 

	 
	 
	Passing NYSESLAT 
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	     Remedial Reading/Writing Qualified 

	 
	 
	Score at/below 23%ile (national) on approved screening assessments 

	 
	 
	Score above 23%ile (national) on approved screening assessments  




	 
	2.   Access to AIS Services 
	 
	      Appropriate intervention must occur prior to referral to the AIS Screening Committee.  This should include  
	quality first instruction (essential) plus appropriate use of the following: 
	1. Additional instructional time with the teacher (after school, lunch periods, etc.)  
	2. Documented teacher action (e.g. telephone calls home, conferences, instructional strategies, etc.) 
	3. Guidance involvement/action 
	4. Student Assistance counselor 
	5. Family contact/conference 
	6. “Team” meetings (academic and non-academic) to discuss, monitor 
	7. Administrative Action 
	 
	Once a variety of appropriate instructional practices have occurred within the context of the classroom and any/all of the intervention strategies listed above have been explored, a referral to the AIS Screening  
	Committee may occur. 
	 
	A.  AIS Screening 
	 
	The screening committee for each hall would be comprised of the block teachers, guidance counselor and hall principal assigned to that hall.  Special education teachers would be included as appropriate. 
	 
	B.  AIS Screening Committee Function 
	 
	The purpose of the AIS Screening Committee is to review any or all of the following information included in a student’s profile, according to the benchmark/eligibility criteria listed previously in this document: 
	 Academic Performance 
	 Academic Performance 
	 Academic Performance 

	 Attendance 
	 Attendance 

	 Family Issues 
	 Family Issues 

	 Health/Medical/Nutrition Issues 
	 Health/Medical/Nutrition Issues 

	 Mobility/Transfer Issues 
	 Mobility/Transfer Issues 

	 Social/Emotional Issues 
	 Social/Emotional Issues 

	 Behavioral Issues 
	 Behavioral Issues 


	 
	 
	 
	 
	 
	III. INSTRUCTIONAL PROGRAM 
	 
	To determine if a student meets AIS eligibility criteria, and to develop the necessary Action Plan, the  
	following form should be utilized. 
	 
	 
	AIS Action Plan 
	 
	 
	Student’s Name: __________________________  Grade: _________________ 
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	1. 

	 
	 
	Services needed 
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	2. 

	 
	 
	Provider(s) of services 
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	3. 

	 
	 
	Goals with timeframe 
	Short term: 
	Long term: 
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	4. 

	 
	 
	When Provided 
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	5. 

	 
	 
	Outcome(s) 
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	6. 

	 
	 
	Guidance Counselor* 
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	7. 

	 
	 
	Date of review 

	 
	 
	 




	 
	*Case manager responsible to monitor services being provided. 
	 
	 
	 
	3.  Types of AIS Services That May Be Provided 
	 
	Students are eligible for AIS, including those with disabilities and/or limited English proficiency, if they  
	fail to meet the designated State performance standards or district approved criteria.  Additionally, Limited  
	English Proficient (LEP)/English Language Learners (ELL) students who do not achieve the annual designated performance standards as stipulated in CR Part 154 are eligible for AIS.  
	 
	Shaker Junior High School will provide Academic Intervention Services (AIS) in the areas of academic  
	Instruction and support services.  Decisions related to the frequency and intensity of services to be provided will be made based on individual needs as determined by the AIS Screening Committee.  An 8th grade student who has not been receiving AIS but who earns a score of 2 or lower on a NYS assessment will be expected to attend a six-week summer school program in that subject area.  AIS may be discontinued if the student successfully completes the summer school program. The final determination will be mad
	 
	 
	 
	 
	 
	 
	 
	 
	 
	III.  INSTRUCTIONAL PROGRAM 
	 
	A.  Possible Range of Intervention Services and Resources : 
	 
	1. Scheduling options such as 
	 additional class or LRA time 
	 additional class or LRA time 
	 additional class or LRA time 

	 reduction of certain subject requirements 
	 reduction of certain subject requirements 

	 extended day working with classroom teachers 
	 extended day working with classroom teachers 


	2. Small Group Instruction after school 
	3. Individualized Instruction after school 
	4. REACH 
	5. Summer School 
	6. Study Skills Instruction 
	7. Attendance Monitoring 
	8. Individually Designed Strategies (address behavior/health related issues) 
	9. Affective Group Support 
	10. Alternative Educational Placement 
	11. Referral to Community Agencies 
	12. Tutoring 
	 
	4.  Procedures for Parent/Guardian Notification and/or Involvement 
	 
	The AIS committee case manager will be responsible for parental notification indicating a need for  
	Academic Intervention Services.  This notification, (signed by the hall principal), will be made in writing, 
	and will include a summary of the services to be provided to the student, including when the services will  
	begin and the reason(s) for requiring AIS.  Parents will be kept apprised of their child’s progress through quarterly reports; parent conferences or consultations (in person, telephone, fax or e-mail) will be offered each semester.   
	Suggestions for working with the student at home could also be included.  At the beginning of each school year a letter must be sent to inform the parents if AIS is to be continued. 
	 
	A.  Documentation of Student Progress 
	 
	Quarterly documentation will be mailed to parents indicating the progress being made.  Reasons for  
	continuation or discontinuation of the AIS, including State assessment data and the measures of evidence used in the district procedure, will be included, as appropriate.  Communication with parents will ultimately be the responsibility of the AIS case manager.  Such reports will be translated into the native language of  
	the parent/caregiver, where appropriate.  The District will also make accommodations for parents with different modes of communication, such as those visually impaired or with limited literacy skills in English or their native language. 
	 
	B.  Criteria for Ending AIS Services 
	 
	Academic Intervention Services will end when the student has successfully attained the district standards 
	according to the state and/or district criteria, as outlined previously in this plan. 
	 
	C.  Process and Timeline (for students required to receive AIS) 
	 
	Academic Intervention Services may start at any time, as determined by the AIS Screening Committee but 
	must begin as soon as practical at the beginning of the semester following a determination that a student needs such services.  
	 
	 
	 
	IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
	 
	A.  Absentee Assignments 
	 
	  Teachers are responsible for providing absentee assignments for students who are legally absent for three or more days.  These should be turned into the hall secretary. 
	 
	B.  Accounts 
	 
	1.  Activity Accounts 
	 
	  All club accounts are approved by the Board of Education.  An account cannot be set up 
	 without Board of Education approval. 
	 
	Teachers wishing to purchase items through the various club accounts should check with the hall principal or the activity accounts advisor.  Teachers should not pay for items with their own funds since it is not normally possible to make checks out directly to faculty members.  Items should be charged to the correct account with an appropriate bill and that bill should be submitted in order that a check can be made out.  No check will be made payable to a faculty member or a student unless a service has bee
	 
	  Business with the Central Treasurer should be conducted in the attendance office.  Deposits will be accepted only by the Central Treasurer. 
	 
	  All deposits should be accompanied by a deposit form.  The form can be picked up in the attendance office.  Receipts from games, dances, etc. should be supported by statements of admissions.  Loose change should be wrapped in coin wrappers and bills in bill wrappers with the name of the account written on them. 
	 
	  When payment is to be made, all disbursing orders must be completely filled out, numbered, dated and signed by the faculty advisor.  Each check must be accompanied by an original bill or claim.  Bills submitted after the 25th of the month will be paid on the next month's business. 
	 
	All club accounts will be balanced monthly.  All club accounts will be closed as of  
	  June 30th.  No deposits may be made or checks withdrawn after this date. 
	 
	2.  Handling of Funds  
	 
	Faculty members are not to collect money for any purpose except for  an activity for which an account has been established in the activity fund.  Teachers wishing to sponsor a special project should secure the approval of the hall principal and establish such an activity account prior to the collection of any monies. 
	 
	Teachers who wish to have students purchase certain items (books or subscriptions) should consult Section IV.J.ll of the handbook under School Store.  No subscription or other expenses for students may be offered without the approval of the department supervisor. 
	 
	 
	 
	 
	 
	 
	 
	 
	IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
	 
	 C. Attendance Procedure 
	 
	 It is of the utmost importance to have an accurate attendance record. Teachers should take attendance during homeroom and each class/supervisory period--this task should not be given to students.  Attendance must be taken during each class or supervisory assignment and an accurate on-line record kept. 
	 
	 1. The homeroom teacher will pick up the homeroom packet from the attendance secretary. 
	 
	 2. The homeroom teacher should check attendance. 
	 
	 3. The homeroom teacher will receive excuses from students who have been absent.  If the excuse is not received within a 3-day period after absence, the teacher should contact the parent.  The homeroom teacher must keep all absence excuses on file and given to the attendance secretary at the end of the year. 
	 
	 4. A student who is tardy after the 2nd homeroom bell must report to the attendance secretary. 
	  Students tardy to school are required to provide a note for the tardiness from a parent/guardian. 
	 
	 5. Classroom attendance must be posted at the conclusion of each class period, except for 
	  Band/Chorus/Orchestra which must be recorded by 3:00 P.M. that day. 
	 It is the responsibility of each classroom teacher to resolve absences, as is currently done. 
	The attendance secretary needs to be notified by the classroom teacher of actual cut classes, otherwise all absences will be considered “excused” absences. 
	Substitute teachers will not record attendance on-line, as they will not be given access to Infinite Campus.  Each teacher needs to maintain multiple copies of updated class rosters to provide for substitutes.  Each substitute teacher is responsible to submit completed class attendance rosters to the attendance office prior to leaving for the day.   
	 Failure to adhere strictly to the homeroom attendance procedures can result in considerable embarrassment and anxiety since the attendance secretary calls the parent/guardian at home/work of each student on the absentee list.  A parent who believes his/her child is in school may become upset when told that his/her youngster is  absent.  Parents expect us to know whether or not a student is present; they have every right to expect this. 
	 
	 6. Students who need to be excused early for any reason must report to the attendance secretary during homeroom for an early dismissal pass.  The original early release form will be given to the student and must be taken to the main office when the student leaves the building.  Parents/Guardians are required to come into the main office to sign out the youngster. 
	 
	 7. Students who are sent home during the day due to illness will have an early dismissal slip completed by the nurse, or, in emergencies, the hall principal or the secretary in the main office.  The early dismissal will be placed in the mailbox of the attendance secretary.  
	 
	 8. An absentee list, including all known early dismissals, will be made available on-line each morning. 
	Advisors and coaches for extramural, interscholastic and field trip information will submit rosters to the attendance secretary at least two days prior to a scheduled event.  This information will be included on the attendance list. 
	 
	 9. The attendance secretary will call the home/work of each absent student’s  
	  parent/guardian and will record the date and reason for an absence. 
	 
	 
	 
	D. Homeroom 
	 
	 The homeroom period sets the tone for the school day; the homeroom teacher(s) should regard this function as an important one.  Two teachers are assigned to each homeroom; both should be in attendance daily.  Students must be in their homeroom by the second bell, otherwise they are considered tardy; they  should be sent to the attendance secretary. 
	 
	 We open the day with the Pledge of Allegiance to the flag and a moment of silence.  It is 
	the responsibility of the homeroom teacher to insure the proper atmosphere during this time.  Following the pledge and the moment of silence, the morning announcements will be given via closed circuit T.V.  Very often these announcements pertain to items of vital concern.  Students must be in the habit of listening intently to all announcements; no talking or other business should be conducted during morning announcements.  The homeroom teacher should use the time during announcements for a visual attendanc
	 
	E. Lost and Found 
	 
	 All books which are found should be turned in to the Attendance Office where students may claim their book(s).  Found clothing should be turned in to the Nurse’s Office.  Twice during the school year items not claimed will be donated to a charity.  
	 
	F. Passes 
	 
	  Students are not to be out of classroom during class time without a pass. 
	 
	G. Permanent Records 
	 
	 The permanent record of each student is housed in the Guidance Office. As each teacher is responsible for being aware of the individual background and needs of each student, faculty members are expected to become familiar with the information in the permanent record of each of their students.  The guidance counselor is responsible for the interpretation of the information contained in each record. 
	 
	H. Referrals for Health or Psychological Testing:  Physical, Mental or Reading Disabilities 
	 
	 All referrals of a nature, which are not predominantly discipline, should be made through the guidance counselor.  When a faculty member becomes aware of any such individual problem it should be immediately called to the attention of the counselor. 
	 
	 
	 
	I. School Building and Equipment Control 
	 
	1.  Building -- Outside Use 
	 
	In accordance with district policy, faculty members who wish to use the building for any special activity beyond the normal school hours or regular schedule, are required to fill out a building Request Form.  These forms are available in the main office.  Permission to use the building must be obtained from the principal. 
	 
	2.  Bulletin Boards 
	 
	Bulletin boards can be good visual education tools.  Attractive displays can contribute toward an atmosphere that is conducive to learning.  Classroom teachers are responsible for utilizing the boards in their classroom for this purpose. 
	 
	The bulletin boards in the halls are the responsibility of the block teachers and those in the main areas are the responsibility of the Art and Music Departments.  Teachers and departments are encouraged to utilize the hall and the main corridor bulletin boards as long as fire code regulations can be met. 
	 
	3.  Equipment--Authorized Use of School-Owned Equipment--Board Policy #8330  
	 
	 “Use of Portable School Equipment -- School equipment is purchased with tax monies for the educational benefit of the North Colonie Central Schools.  Thus, its use is restricted to the schools except that such equipment may be used free of charge for parent-teacher group programs, school programs presented to community groups, and for town governmental functions.  In all such instances, the equipment shall be under the supervision of a qualified member of the school staff.” 
	 
	 “Removal of School Equipment -- By Students:  No student shall be permitted to remove any school-owned equipment from the school premises unless it consists of articles of standard issue, such as athletic uniforms and musical instruments which are charged out to the students' custody and are accounted for in the school records.  Students are not allowed to remove tools from the schools for any reason whatsoever. 
	By Staff:  Employees of the North Colonie Central Schools may be permitted to remove school-owned equipment from the school premises if it is done to serve some school-connected purpose and either has the specific approval of the Principal/Administrator or is part of a standard, approved practice, as when a camera is used to cover an away-from-home athletic event.  Every such removal shall be made a matter of record in the department or section that carries the item or items of equipment on inventory."    P
	 
	  4.  Information Technology and Network Use 
	 
	The North Colonie Central School District Board of Education is committed to providing maximum opportunities for teaching and learning.  Locating and sharing of research information and ideas is encouraged.  The Board considers information technology, including computer networks, valuable tools for education and employment, providing for local, state, national and international collaboration. 
	 
	Internet and Intranet use is a privilege, not a right.  The Superintendent and Board have established regulations and guidelines governing the use of technologies, including access, acceptable equipment and software, use of copyrighted material and sanctions for inappropriate use.  This policy and related guidelines is available upon request to all staff, parents and students. 
	 
	Use of District technology is intended to support instruction, learning, and the use of data to drive decision-making.  The Internet and other electronic research materials are available to staff and students to support the instructional environment and to meet administrative information requirements and regulations.  However, the District takes no responsibility for losses sustained by staff or students as a result of system or network failures. 
	 
	All users must comply with The North Colonie School District Board of Education Policy and Administrative Regulations for use of these technologies.  Failure to comply will result in disciplinary action including but not limited to loss of computer privileges, formal disciplinary actions, and where warranted, other civil and/or criminal proceedings. 
	 
	Board Policy # 4550 (Note:  Prior Policy # 6300) 
	Policy Adopted:  August 26, 1996 
	Amended:  June 21, 1999 
	Amended:  March 12, 2007 
	Amended:  May 19, 2008 
	 
	 
	REGULATION #4550-R 
	INFORMATION TECHNOLOGY AND NETWORK USE 
	 
	Administrative Regulations 
	 
	Anyone accessing published materials via the Internet is responsible for determining if the materials are copyrighted. The North Colonie School District has no responsibility for the accuracy or the quality of information obtained through Internet services. 
	 
	Any district network security problems must be reported immediately to the Network Administrator.  E-mail is not confidential and messages related to or in support of illegal activities will be reported to the appropriate authorities. Network accounts are confidential to the user and should not be revealed to other users unless expressly authorized by the Superintendent. Use of another individual’s account, staff or student, is strictly prohibited unless expressly authorized by the Superintendent.  The dist
	 
	General Guidelines 
	 
	Access to and use of district technology resources is limited to district employees and students, and to community members who are participating in on-site coursework, as needed.  The use of district technology resources is intended for district-related use only, to support instruction, learning, administrative office requirements, and the use of data to drive decision-making.  The District will determine what software may be installed on district-owned computers. Software that is not owned by the district,
	 
	Users must not misrepresent themselves or The North Colonie Central School District.  Users should never give out personal identifying information such as home address, age, telephone number or physical location.  
	 
	IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
	 
	I. 4.  Information Technology and Network Use – Regulation #4550-R    (cont’d.) 
	 
	Release of Student Directory Information – Opt Out 
	 
	From time to time, student directory information (name, grade, awards, activities, photograph, etc.) is published on the North Colonie Web site, in school publications or released to the media to recognize student achievement or depict activities of the North Colonie School District.   
	 
	Parents/Guardians who object to the disclosure of their child’s directory information should notify the Central Registrar’s Office in writing by September 25th of each school year, or at the time of student registration.  Parents/Guardians may rescind their objection, at any time in the school year, by notifying the Superintendent of Schools in writing.  
	See 4550-E.2. Opt Out Form. 
	 
	The Family Educational Rights and Privacy Act (FERPA), a Federal law, allows schools to disclose appropriately designated “directory information” without written parental consent, unless the parents have advised the school district to the contrary.  The primary purpose of directory information is to allow the school district to include this type of information from a child’s education records in school publications, on the school 
	Web site or for appropriate release to the media or other outside organizations such as companies that make school rings or publish yearbooks.  Examples include: 
	 
	• A school playbill, showing your child’s role in a drama production; 
	• School yearbooks, school newspapers;  
	• Honor roll or other recognition lists (released to the media, posted on the district Web site, etc.); 
	• Graduation programs;  
	• Concert programs; 
	• Newsletters; 
	• Sports stories in the local newspaper including photos of athletes and/or team statistics showing weight and height of team members; 
	• A photo of, and/or information pertaining to your child in the district newsletter depicting him or her at work in their classroom or engaged in out-of-classroom experiences. 
	 
	Directory information, which is information that is generally not considered harmful or an invasion of privacy if released, can be disclosed to outside organizations, by law, without a parent’s prior consent.   
	 
	While the District will honor the request of any parent/guardian who has submitted written notification opting their child out of publicity efforts, the district is not responsible for, and parental request does not apply to media that cover news stories, sporting events or school events.  
	 
	Prohibited Activities:   
	Prohibited use of North Colonie Information Network includes: 
	 
	 Theft, vandalism, changes to or malicious acts involving school district hardware or software. 
	 Theft, vandalism, changes to or malicious acts involving school district hardware or software. 
	 Theft, vandalism, changes to or malicious acts involving school district hardware or software. 

	 Hosting of UseNet groups and listservs without authorization from the District Director of Information Technology including the lending, selling or copying of licensed software. 
	 Hosting of UseNet groups and listservs without authorization from the District Director of Information Technology including the lending, selling or copying of licensed software. 

	 Attempts to access accounts of other users or restricted software applications.  
	 Attempts to access accounts of other users or restricted software applications.  

	 Any personal use that detracts from or interferes with the performance of the employee’s responsibilities.  
	 Any personal use that detracts from or interferes with the performance of the employee’s responsibilities.  

	 Any malicious attempt to destroy material of another user including creating and/or installing of computer viruses. 
	 Any malicious attempt to destroy material of another user including creating and/or installing of computer viruses. 

	 Harassment of others or discrimination, as prohibited by law and the North Colonie prevention of harassment  policy by E-mail or other software applications. 
	 Harassment of others or discrimination, as prohibited by law and the North Colonie prevention of harassment  policy by E-mail or other software applications. 

	 Uncivil and unprofessional language on any part of The North Colonie Information Network. 
	 Uncivil and unprofessional language on any part of The North Colonie Information Network. 

	 Private use of The North Colonie Information Network for commercial or for profit purposes including product advertisement.  
	 Private use of The North Colonie Information Network for commercial or for profit purposes including product advertisement.  

	 Use of North Colonie Information network e-mail account to espouse 
	 Use of North Colonie Information network e-mail account to espouse 


	a partisan political viewpoint or position or to advocate for approval or favorable votes in support of a particular candidate(s) for a political or a school district office or position.  
	 Use of North Colonie Information network e-mail account to espouse or support Union activities.  
	 Use of North Colonie Information network e-mail account to espouse or support Union activities.  
	 Use of North Colonie Information network e-mail account to espouse or support Union activities.  

	 Distribution of religious or other materials that could potentially violate the Establishment Clause of the First Amendment.  
	 Distribution of religious or other materials that could potentially violate the Establishment Clause of the First Amendment.  

	 Using the Internet/email to engage in illegal activity. 
	 Using the Internet/email to engage in illegal activity. 

	 Using the Internet/email to access obscene or pornographic materials. 
	 Using the Internet/email to access obscene or pornographic materials. 

	 Using the Internet/email to transmit obscene or pornographic materials. 
	 Using the Internet/email to transmit obscene or pornographic materials. 

	 Using the Internet/email to send hate mail or to harass other users. 
	 Using the Internet/email to send hate mail or to harass other users. 

	 Using the Internet/email to violate copyright or other intellectual property rights. 
	 Using the Internet/email to violate copyright or other intellectual property rights. 

	 Disrupting Internet/online/email services or its supporting hardware and software, interrupting information, vandalizing data, introducing or using computer viruses, and attempting to gain access to restricted information or networks.   
	 Disrupting Internet/online/email services or its supporting hardware and software, interrupting information, vandalizing data, introducing or using computer viruses, and attempting to gain access to restricted information or networks.   


	 
	Consequences of Inappropriate Use of District Hardware and/or Software  
	 
	Failure to comply with these Administrative Regulations may result in disciplinary action including, but not limited to sanctions established as part of student guidelines or staff contracts.   In the event that a law or district policy has been violated, the matter may be referred for legal action to include suspension or expulsion from school (for students), or legal penalties pursuant to law.   
	 
	June 21, 1999 
	Amended:  March 12, 2007 
	Amended:  May 19, 2008 
	 
	4a. Guidelines for Employee Web Pages 
	 
	 While employee web pages are not considered official material, they should be developed in such a manner as to reflect well upon the District and school.  Teacher web pages should provide information that is helpful to students such as major assignments, homework, useful Internet links, and reinforcement activities.  It is important to remember that not all students have computers and Internet access at home.  Assignments that are Internet accessible only shall not be required, and access to a teacher’s we
	 
	Guidelines for content include: 
	 
	1. All work must be free of any spelling or grammatical errors. 
	 
	 2. Documents may not contain objectionable material or point directly to objectionable material. 
	 
	3. Full names of students, or any demographic or private information (addresses, phone numbers, e-mail addresses, etc.) must not be provided.  See Board of Education Policy #4550.  Our policy is not to release private information on pages read by the public for security as well as privacy reasons.  Prior to posting any student pictures, student name or student work, written permission must be received from the parents or guardian. 
	 
	4. Copyrighted material, images, or software must not (by Federal law) be published or made available. 
	 
	5. Any published Internet links should be active and current.  The linked material must not be objectionable in its content and advertising. 
	 
	6. Content published should be educational in orientation, concept, and design.  The  
	 “publishing voice” on your page should be professional and aligned with District policies  
	 and applicable laws. 
	 
	7. A web page that identifies you as a North Colonie employee shall not be a forum for  
	 personal beliefs, endorsements, or opinions. 
	 
	8. A the time an employee leaves a school building or the school district, the web page (any  
	 references to North Colonie Central School District) shall be removed from the Internet. 
	 
	 In closing, it is important to recognize that these guidelines relate to web pages in which an employee identifies herself/himself as a North Colonie employee.  These guidelines do not apply to personal web pages where the individual is not identifiable as a North Colonie employee.  It is important, however, to recognize that all certificated employees (teachers, administrators) are subject to the standards of moral character as defined by Part 83 of the Commissioner’s Regulations. 
	 
	The following guidelines are provided by the Schoolnotes.com web site and provide additional, useful guidance.  The following are considered objectionable and inappropriate and are banned from employee web sites. 
	 
	1. Displaying material containing nudity or pornographic material of any kind; 
	 
	2. Providing material that is grossly offensive to the online community, including blatant expressions of bigotry, prejudice, racism, hatred, or profanity; 
	 
	3. Promoting or providing instructional information about illegal activities, or promoting physical harm or injury against any group or individual; 
	 
	4. Defaming any person or group; 
	 
	5. Using your free Member Pages(s) for commercial purposes; 
	 
	6. Displaying material that exploits children under 18 years of age; 
	 
	7. Using your page for acts of copyright, trademark, patent, trade secret or other intellectual property infringement; 
	 
	8. Violating Internet standards for the purpose of promoting your member page. 
	 
	 5.  Keys / ID Badges 
	 
	The following rules regarding the use of school keys should be adhered to strictly: 
	  a)  Keys are not to be loaned to students under any circumstances. 
	b)  When it is absolutely necessary for a student to enter a locked room over which you have control,     
	      you are to let him in and then lock the room again after he has left. 
	  c)  Teachers are expected to sign for all keys and ID badges issued in September and will be r        required to turn them in the following June. 
	  d)  If a key or ID badge is lost, the main office should be notified immediately 
	  e)  The building is normally open until 11:30 PM Monday - Friday.  An alarm system functions on 
	      weekends and whenever the custodial staff is not on duty.  The building is not accessible to staff    
	          at that time.  
	 
	 6.  Rooms 
	 
	  The residents of the North Colonie School District have furnished us with a well-equipped building; they have every right to expect us to keep it that way.  This is the responsibility of every faculty member. 
	 
	  In order to secure the maximum utilization of our classrooms, it will be necessary for rooms to be used by more than one teacher.  Therefore, it is everyone's responsibility to see that rooms are left neat and orderly at the close of each period.  Any signs of damage should be reported to the hall principal immediately. 
	 
	  As a safety measure, classroom windows are never to be opened more than halfway.  Venetian blinds should be adjusted to insure that they will not be damaged by the wind when windows are open.  All windows are to be closed at the end of the school day. 
	 
	  Special efforts should be made to see that desks are not used as wastebaskets and that no marks are made in or on desks or chairs. 
	 
	  Teachers are not expected to become cleaners, but it will be greatly appreciated if each room is kept in such a manner as to allow the custodian to clean it daily in an efficient and time-saving manner. 
	 
	 7.  Textbooks 
	 
	  Textbooks and materials loaned to students must be carefully controlled to insure our obligation to the Board of Education and residents of the district.  The following procedure should be strictly adhered to enabling us to prevent loss or damage to textbooks and to levy fines when necessary. 
	 
	a) All textbooks must be numbered and a textbook label must be located on the inside cover of each textbook. 
	  b) When a textbook is issued to a student, a textbook record form and textbook label must be properly completed. 
	  c) Teachers should encourage students to place book covers on all textbooks owned by the school. 
	   d) Periodic textbook checks should be conducted to emphasize the obligation of the student in caring for his textbooks. 
	  e) Fines for lost or damaged textbooks will be levied and collected at the end of the year. 
	   f) Students who do not pay their fines will not be issued textbooks the following year until these fines are paid. 
	 
	8.  Public Address Announcements 
	 
	  Announcements may be originated by faculty members only and must bear their signature.  Announcements should be typed or printed on the Public Address Announcement Form provided and should be completely filled out as to time to be read, etc.  As much as possible announcements for the morning should be submitted one day ahead of time. 
	 
	   An announcement will be read only once during the day; if it must be read for more than 
	one day, this must be clearly marked on the form.  Clarity and brevity are most important.  Announcements of a negative nature are not to contain lists of student names.  Announcements will be given at the opening of the school day via the closed circuit televisions located in all classrooms.  Except in special cases, all announcements will be made during the morning homeroom. 
	  
	 9.  Pets and Animals 
	 
	   No animals, pets, or reptiles of any sort are to be brought into the building without the 
	permission of the hall principal.  Pets should be housed in cages that would make them inaccessible to students. 
	 
	10.  School Store 
	 
	   A schedule of school store hours will be developed and posted early in the school year.  
	  
	  Teachers who have received permission from the department supervisor to have subscriptions or items sold should contact the school store manager for further information and proper procedures. 
	 
	 
	J. Students 
	  
	1.  Dress 
	 
	 It is the responsibility of the staff to foster student dress and appearance which is appropriate for the business of school.  Appropriate faculty dress and appearance serve to establish a positive role model for youngsters.  All staff members should maintain a professional, appropriate appearance on a daily basis, insuring that their dress is consistent with a business-like environment. 
	 
	 Each staff member has the obligation to enforce the student dress policy.  The student dress policy is available in the student handbook, on the school’s web site, etc.  This applies to all locations within the school whether it be in a classroom, hallway, cafeteria, general assembly area, etc.   
	 
	 In the event that a teacher finds a student uncooperative in matter of appropriate dress or appearance, the teacher should discuss this with the hall principal or principal to determine who should establish contact with the parent, to whom the problem should be referred.  Although the parent may possess the legal right to challenge a final determination as to the appropriateness of the dress and appearance of his child, the Board is confident that all reasonable parents will cooperate in this aspect of the
	 
	2.  Students Suspected of Substance Abuse 
	 
	  “When a faculty member suspects that a student has a drug or alcohol related problem, but is  
	not necessarily under the influence at the present, he/she has the responsibility to notify the Hall Principal or Guidance Counselor.  At this time the referring teacher will be asked to complete a form which is intended to gather information about student behavioral characteristics (5312.1E). 
	The Guidance Counselor will then distribute to, and collect, the form from the student's teachers.  A meeting will then take place among the referring teacher(s), the guidance counselor, the (Hall) Principal and other appropriate staff including outside resources assigned to the school. 
	 
	  The purpose of this meeting is to examine data and facts and to make a determination whether the student is involved with drugs or alcohol.  If so determined, another meeting should be scheduled which includes the parent to establish intervention strategies.  The referring teacher is invited to the second meeting, but attendance is not mandatory.  If in an unusual instance, parents are not included in the second meeting, reasons should be listed and reviewed with the Director of Pupil Services.  Minutes o
	 
	  If the situation/observation continues, the team and the parent will reconvene to determine what other agencies or individuals should be involved.  Counseling sessions provided by the guidance counselor, school psychologist or outside agency personnel are recommended.  The Pupil Services Team should be involved. 
	 
	  The ultimate objective is to provide effective intervention to eliminate the substance use and abuse.” 
	 
	 Administrative Regulations #5312.1-R   Amended:  November 5, 2009 
	 
	3.  Drug and Alcohol Abuse 
	 
	Use or Possession 
	  “The first offense for use, under the influence of, or  possession of controlled substances, imitation controlled substances, alcoholic beverages, marijuana or its derivatives, prescription drugs (except when taken as directed by a physician) or drug paraphernalia by a student on school premises shall subject the offender to an immediate suspension from school for a five day period, counseling with the student assistance counselor will be recommended followed by a reinstatement conference with the student
	 
	Board Policy # 5312.1 
	Policy Adopted:  June 11, 1973 
	Amended:  October 27, 2008 
	 
	 *Definition of controlled substances, or imitation controlled substances (See Sec. 220.00 NYS Penal Law)   Any narcotic drug, depressant or stimulant drug or hallucinogenic drug. 
	 
	 4.  Smoking and Tobacco Products 
	 
	        “The Board of Education, recognizing health hazards associated with smoking, prohibits possession of tobacco products, smoking, or any other use of other tobacco products on school premises. 
	 
	  For the purpose of this policy, school premises shall mean any building, structure and surrounding grounds contained within the District’s legally defined property boundaries, and vehicles used to transport children or school personnel. 
	 
	  First Violation 
	 
	 1. up to a 3-day external suspension; 
	 
	 2. Reinstatement conference with student, parent(s) and student assistance counselor, 
	  hall Principal, and guidance counselor; 
	 
	3. Mandatory one-hour instruction session, with student assistance counselor to discuss the 
	3. Mandatory one-hour instruction session, with student assistance counselor to discuss the 
	3. Mandatory one-hour instruction session, with student assistance counselor to discuss the 


	 harmful effects of using tobacco; and 
	 
	4. Recommend counseling sessions with student assistance counselor. 
	  
	 Second Violation (same school year) 
	 
	 1. up to a 5-day external suspension; 
	 
	 2. Reinstatement conference with student, parent(s), Building Principal/hall Principal, 
	  guidance counselor, and student assistance counselor; 
	 
	 3. Probation--conditions set by Building principal; and 
	 
	4. Mandatory weekly counseling sessions with student assistance counselor. 
	 
	Third Violation (same school year) OR  
	Violation of Probation Conditions 
	 
	 Disciplinary hearing before the Superintendent.” 
	 
	Board Policy # 5312.3 (Note:  Replaces prior policy, 5131.8 (b) 
	Policy Adopted:  November 10, 1960 
	Amended:  June 29, 2015 
	 
	   
	5.  Dangerous Weapons in School 
	 
	  “No student shall bring, possess, or use, on school premises, any rifle, shotgun, pistol, revolver, other firearm, taser, knife, dangerous or defensive chemical sprays, explosive (including ammunition) or any object, which is not necessary for school activities, and which could be used as a weapon.  A weapon is defined as any instrument capable of firing a projectile, the frame or receiver of any such weapon, a firearm muffler or silencer, any explosive device, or any other instrument capable of inflictin
	  
	Firearms 
	 
	  No student shall bring or possess a firearm on any portion of the premises or property of the district.  A firearm is defined, consistent with 921 of Title 18 of the United States Code, as any weapon (including a starter gun)) which will or is designed to or may readily be converted to expel a projectile by the action of an explosive; the frame or receiver of such weapon; any firearm muffler or silencer; or any destructive device.  
	 
	   Any student found guilty of bringing or possessing a firearm, as defined in section 921 of Title 18 of the United States Code onto school property after a hearing has been provided pursuant to section 3214 of the Education Law will be subject to a one-year suspension or expulsion from school.  However, after the student has been found guilty, the Superintendent may review the penalty and may modify such suspension on a case-by-case basis.  If the Superintendent believes a one-year suspension penalty to b
	 
	1. the age of the student; 
	2. the student’s grade in school; 
	3. the student’s prior disciplinary record; 
	4. the Superintendent’s belief that other forms of discipline may be more effective; 
	5. input from parents, teachers and/or others; and 
	6. other extenuating circumstances. 
	 
	  The Superintendent shall refer any student, under the age of 16, who has been determined to have brought or possessed a firearm to school to the Colonie Police and Family Court; students over the age of 16 will be referred to the Colonie police. 
	 
	Other Weapons 
	 
	  Bringing or possessing a weapon other than a firearm, on the person of a student or on the premises of a school, but not on the person, shall subject the offender to a minimum of an immediate suspension from school for a five day period for grades 7-12 and two to five days for grades K-6.  The Superintendent of Schools will review the matter and determine whether to refer the student to a disciplinary hearing with the Superintendent which could result in a long-term suspension.  Reinstatement will occur o
	 
	  The Family Court or Colonie police will be notified, if appropriate, so that criminal proceedings may be instituted. 
	 
	  Subsequent offenses for bringing or possessing a weapon shall subject the offender to immediate suspension from school, pending a disciplinary hearing before the Superintendent, which could result in a long-term suspension or expulsion.  The Colonie Police will be notified so that criminal proceedings, if appropriate, may be instituted. 
	 
	  The use or threat of use of any weapon other than a firearm shall subject the offender to immediate suspension from school, pending a disciplinary hearing before the Superintendent which could result in a long-term suspension or expulsion.  The Colonie police will be notified, so that criminal proceedings, if appropriate, may be instituted. 
	 
	  Students with disabilities can be suspended consistent with the provisions of the Individuals with Disabilities Education Act and Article 89 of the Education Law. 
	 
	 Adults: 
	 
	 The prohibitions set forth in this policy shall also pertain to adults on district property.  This policy shall not apply to those items which, although falling within the definition of a “weapon”, are being used for employment related activities (e.g., a utility knife carried by a maintenance employee employed by the district; etc.) 
	 
	  Any adult failing to comply with this policy shall be reported to the Colonie Police Department and may be prosecuted to the fullest extent of the law.  Employees may also be subject to district disciplinary procedures, up to an including termination.” 
	 
	Board Policy # 5312.2 (Note:  Prior Policy # 5131.7, revised) 
	Policy Adopted:  June 29, 1992 
	Policy Amended:  August 27, 2012 
	 
	 
	J. 6.  Policy Against Harassment (including Sexual Harassment) & Discrimination 
	 
	  “Prohibited Discrimination of Students” 
	 
	 unwelcome verbal harassment of a sexual nature or abuse, including unwelcome sexual 
	 unwelcome verbal harassment of a sexual nature or abuse, including unwelcome sexual 
	 unwelcome verbal harassment of a sexual nature or abuse, including unwelcome sexual 


	advances or flirtations; or 
	 unwelcome pressure for sexual activity; or 
	 unwelcome pressure for sexual activity; or 
	 unwelcome pressure for sexual activity; or 

	 unwelcome, sexually motivated or inappropriate patting, pinching, or physical contact; or 
	 unwelcome, sexually motivated or inappropriate patting, pinching, or physical contact; or 

	 unwelcome sexual behavior or words, including demands for sexual favors; or 
	 unwelcome sexual behavior or words, including demands for sexual favors; or 

	 unwelcome behavior, verbal or written words or symbols directed at an individual because of gender; or 
	 unwelcome behavior, verbal or written words or symbols directed at an individual because of gender; or 

	 unwelcome or offensive electronic displays of a sexual nature (e.g., e-mails or internet displays); or 
	 unwelcome or offensive electronic displays of a sexual nature (e.g., e-mails or internet displays); or 

	 the use of authority to emphasize the sexuality of a student in a manner that prevents or impairs that student’s enjoyment of educational benefits, climate or opportunities; or 
	 the use of authority to emphasize the sexuality of a student in a manner that prevents or impairs that student’s enjoyment of educational benefits, climate or opportunities; or 

	 other behavior which is based on a person’s gender, is not welcome, and has the actual effect of creating a hostile learning environment for that individual. 
	 other behavior which is based on a person’s gender, is not welcome, and has the actual effect of creating a hostile learning environment for that individual. 


	 
	  “Prohibited Harassment” 
	 
	 SPECIAL NOTE TO STUDENTS REGARDING SEXUAL HARASSMENT:  All students in the North Colonie Central School District should be aware that no fellow student, teacher, coach, administrator, or other individual working for the District has the right to: 
	 
	 touch you in a sexual way that makes you feel uncomfortable; 
	 touch you in a sexual way that makes you feel uncomfortable; 
	 touch you in a sexual way that makes you feel uncomfortable; 

	 request or force you to have any type of personal relationship; 
	 request or force you to have any type of personal relationship; 

	 make unwelcome sexual remarks about you, your body or your personal life; 
	 make unwelcome sexual remarks about you, your body or your personal life; 

	 ask, pressure, or force you to have any sexual contact with them; 
	 ask, pressure, or force you to have any sexual contact with them; 

	 engage in any other type of behavior toward you which is prohibited by this Policy. 
	 engage in any other type of behavior toward you which is prohibited by this Policy. 


	 
	   
	If another student or an employee of the District does any of the things listed above you should:  
	 
	(1) tell the person who is making you feel uncomfortable to “stop” and let him or her know that the conduct is not welcome; and/or (2) file a written complaint with one of the District’s Compliance Officers in accordance with the complaint procedures described in Section 4. 
	 
	  NOTE:  Any student who is unsure whether an incident constitutes prohibited discrimination or harassment under this Policy is encouraged to either:  (a) contact any one of the Compliance Officers listed in Section 9 of this Policy and on the District’s website, 
	  NOTE:  Any student who is unsure whether an incident constitutes prohibited discrimination or harassment under this Policy is encouraged to either:  (a) contact any one of the Compliance Officers listed in Section 9 of this Policy and on the District’s website, 
	www.northcolonie.org/policymanual/5020.pdf
	www.northcolonie.org/policymanual/5020.pdf

	, or a Building Principal; or (b) file a complaint in 

	accordance with Section 4 of this Policy.  No adverse actions or discipline will be taken against any student who makes a good faith complaint under this Policy.  Therefore, any student who honestly believes (s)he has been subjected to conduct which may be prohibited by this Policy or has witnessed such prohibited conduct, even if (s)he is uncertain about the definitions contained in this Policy, is encouraged to contact a Compliance Officer, a Building Principal, and file a complaint.” 
	 
	A copy of the entire policy will be made available upon request. 
	 
	Board Policy # 5020.1  (Note:  Prior Policy # 4120(a), (b) 
	Policy Adopted:  October 24, 1988 
	Policy Amended:  January 23, 2006 
	Policy Amended:  June 16, 2008 
	 
	J. 6a.  Internet Safety Policy 
	 
	  “It is the policy of the North Colonie Central School District to: (a) prevent user access over its computer network to, or transmission of, inappropriate material via Internet, electronic mail, or other forms of direct electronic communications; (b) prevent unauthorized access and other unlawful online activity; (c) prevent unauthorized online disclosure, use, or dissemination of personal identification information of minors; and (d) comply with the Children’s Internet Protection Act (Pub. L. No. 106-554
	 
	  To the extent practical, technology protection measures (or “internet filters”) shall be used to block or filter Internet or other forms of electronic communications, and block access to inappropriate information.  Specifically, as required by the Children’s Internet Protection Act, blocking shall be applied to visual depictions of material deemed obscene or child pornography, or to any material deemed harmful to minors. 
	 
	  Subject to staff supervision, technology protection measures may be disabled, or in the case of minors, minimized only for bona fide research or other lawful purposes. 
	 
	  To the extent practical, steps shall be taken to promote the safety and security of users of the North Colonie Central Schools online computer network and to prevent inappropriate network usage when using electronic mail, chat rooms, instant messaging, and other forms of direct electronic communications.  As required by the Children’s Internet Protection Act, prevention of inappropriate network usage includes:  (a) unauthorized access, including so-called “hacking” and other unlawful activities; and (b) u
	 
	  It shall be the responsibility of all members of the North Colonie Central Schools staff to supervise and monitor usage of the online computer network and access to the Internet in accordance with this policy and the Children’s Internet Protection Act.  Procedures of the disabling or otherwise modifying any technology protection measures shall be the responsibility of the Director of Information Technology or designated representatives. 
	 
	  As defined by the Children’s Internet Protection Act: 
	 
	   Technology protection measure:  the term technology protection measure means a specific technology that blocks or filters Internet access to visual depictions that are: 
	 
	1. Obscene, as that term is defined in section 1460 of title 18, United States Code; 
	1. Obscene, as that term is defined in section 1460 of title 18, United States Code; 
	1. Obscene, as that term is defined in section 1460 of title 18, United States Code; 

	2. Child Pornography, as that term is defined in section 2256 of title 18, United States Code; or 
	2. Child Pornography, as that term is defined in section 2256 of title 18, United States Code; or 

	3. Harmful to Minors.  The term “harmful to minors” means any picture, image, graphic image file, or other visual depiction that: 
	3. Harmful to Minors.  The term “harmful to minors” means any picture, image, graphic image file, or other visual depiction that: 

	a.  Taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex 
	a.  Taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex 


	or excretion; 
	or excretion; 
	or excretion; 

	b.  Depicts, describes, or represents, in a patently offensive way with respect to what is suitable to minors, and actual or simulated sexual act of sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals; and 
	b.  Depicts, describes, or represents, in a patently offensive way with respect to what is suitable to minors, and actual or simulated sexual act of sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals; and 

	c. Taken as a whole, lacks serious literary, artistic, political or scientific value as to minors 
	c. Taken as a whole, lacks serious literary, artistic, political or scientific value as to minors 

	4. Sexual Act; Sexual contact.  The terms “sexual act” and “sexual contact” have the meanings given    
	4. Sexual Act; Sexual contact.  The terms “sexual act” and “sexual contact” have the meanings given    


	 such terms in section 2246 of title 18, United States Code. 
	 
	Cyber-bullying 
	 
	   Cyber-bullying includes, but is not limited to, the following misuses of technology:  harassing, teasing, intimidating, threatening, or terrorizing another student or staff member by way of any technological tool, such as sending or posting inappropriate or derogatory email messages, instant messages, text messages, digital pictures or images, or website postings (including blogs) which have the effect of: 
	 
	1. Physically, emotionally or mentally harming a student; 
	1. Physically, emotionally or mentally harming a student; 
	1. Physically, emotionally or mentally harming a student; 

	2. Placing a student in reasonable fear of physical, emotional or mental harm; 
	2. Placing a student in reasonable fear of physical, emotional or mental harm; 

	3. Placing a student in reasonable fear of damage to or loss of personal property; or 
	3. Placing a student in reasonable fear of damage to or loss of personal property; or 

	4. Creating an intimidating or hostile environment that substantially interferes with a student’s educational opportunities. 
	4. Creating an intimidating or hostile environment that substantially interferes with a student’s educational opportunities. 


	 
	Each staff member shall be responsible to maintain an educational environment free from cyber-bullying. 
	 
	Each student shall be responsible to respect the rights of his/her fellow students and to ensure an atmosphere free from all forms of cyber-bullying. 
	 
	  Network users may not use vulgar, derogatory, or obscene language. 
	 
	  Network users may not post anonymous messages or forge e-mail or other messages. 
	 
	  Students shall be encouraged to report cyber-bullying complaints to any District staff member. 
	 
	Any District staff member who receives a cyber-bullying complaint shall gather information or seek administrative assistance to determine if cyber-bullying has occurred.  If the behavior is found to meet the definition of cyber-bullying, the building principal or his/her designee shall inform the parents or guardians of the victim and also the parents or guardians of the accused. 
	 
	The commission of cyber-bullying shall subject the offending student to appropriate disciplinary action, consistent with the student discipline code, which may include, but is not limited to, suspension or notification to the appropriate authorities.” 
	 
	Board Policy # 4560 
	Policy Adopted:  January 25, 2010 
	 
	J. 7.  Student Privileged Activities   
	 
	“The Board of Education recognizes that students in the North Colonie Central Schools shall, as a natural outgrowth of their education and training, have the right to express their own opinions and ideas.  They should be encouraged to take stands and support policies and programs both publicly and privately. 
	   
	These actions, on the part of our students, shall be known as privileged activities and shall not be denied solely because they may include unpopular viewpoints. 
	 
	  Privileged activities shall be those forms of personal expression which do not include obscenity, disruptive activities which deny the rights of others, false statements about persons or groups, and/or the advocating of the violation of the law or official school regulations.” 
	 
	Board Policy # 5215 (Note:  Prior Policy # 5139) 
	Policy Adopted:  November 13, 1969 
	Policy Amended:  November 24, 1997 
	 
	J. 7a.  Student Privileged Activities Regulation 
	 
	1. “General guidelines: 
	a. Privileged activities shall not interfere with the school program. 
	b. Privileged activities shall not interfere with the orderly flow of traffic in the school 
	    or on the school grounds. 
	 
	2. Students may express themselves on bulletin boards established for this purpose.  Notices shall comply with the policy on privileged activities as found in Board policy. 
	 
	  3. Students may wear buttons, badges, arm bands and carry placards on school property provided the privileged activity policy is complied with. 
	 
	 4. Students may collect signatures on school property for petitions concerning school and non-school matters.  Such petitions must meet the privileged activity criteria. 
	 
	5. Distribution of literature and posted materials: 
	 
	a. Material must be submitted to the Principal, or his/her designee, and approved under the definition of privileged activities as defined in Board policy.  The place and manner of posting and distribution shall be subject to the approval of the Principal who shall respond to requests within two days, if possible.  The purpose of said review shall be solely to determine if the materials submitted comply with Board policy.  
	b. The district will not permit the distribution, posting, or displaying within the school any commercial advertising, or obscene materials, anything of libelous nature or involving the defamation of character, or advocating violation of the law or school regulations, or anything which could be considered harassment or discrimination (see Policy 5010). 
	c. Any posted notices and printed matter circulated or distributed on or within the  
	school premises shall bear the name of the sponsoring student or student organization.  In the case of a student organization, the names of two of its principal officers shall be listed.” 
	 
	  Board Regulation # 5215-R (Note:  Prior Regulation # 5139(a)-(c) 
	  Amended:  May 21, 2001 
	 
	 
	J.  8.  Students Requiring Assistance Because of Physical Disability 
	 
	   Students on crutches, in wheelchairs, etc. are particularly vulnerable to further injury.  It  
	is important that we establish proper procedures to insure their safety.  Any student on crutches, or with other such disabilities, must report to the Health Office on their first arrival in school.  The nurse will complete a physical disability pass for that student specifying the assistance required (by checking appropriate columns).  The pass should then be presented to the hall principal who will designate the name of any student who will accompany the disabled student at the necessary times.  This pass
	 
	  It will be the responsibility of the classroom teacher to determine whether a student should be released from class at the usual time or a few minutes before that. 
	 
	  The health office staff will operate the elevator for the disabled student and the accompanying student when transportation upstairs is necessary and the teacher on hall supervision will do the same for downstairs transportation.  At no time should a student be alone on the elevator and at no time should there be more than the one designated student to accompany the disabled student on the elevator.  No student is to be assisted on the elevator unless that student has permission to do so. 
	 
	  Teachers should make certain that there are plans for evacuating any handicapped students who are in their charge during drills and emergencies.  As a general rule, students as those on crutches or otherwise disabled should be seated nearest the doorway and be the first out of the room.  Once out of the room, the disabled should allow all others to exit and then they should follow.  If assistance is required, particularly on stairwells, the classroom teacher or other staff members should render that assis
	 
	  If, in the opinion of the school nurse, an individual plan is required, she will contact the hall principal who will confer with the nurse, counselor and classroom teachers to draft that plan, copies of which will be filed in the health office and principal's office and copies will be distributed to all staff as appropriate. 
	 
	J. 9.  Suspected Child Abuse, Maltreatment or Neglect 
	 
	   “The Board of Education recognizes that because of their sustained contact with school-aged children, employees may be in a position to identify abused, maltreated or neglected children and refer them for treatment and protection. 
	 The purpose of mandatory reporting is to identify suspected, abused, maltreated or neglected children as soon as possible, so that such children determined to be abused, maltreated or neglected can be protected from further harm and, where appropriate, can be offered services to assist them or their families. 
	 
	   Pursuant to Subdivision I of Section 413 of the NY Social Services Law, any school official who has reasonable cause to know or suspect that a child has been subjected to abuse or maltreatment must immediately report this to the New York State Central Register (SCR) of Child Abuse and Maltreatment also known as the Child-Abuse Hotline, as required by law.  Any staff member has a legal and moral responsibility to ensure that a report is made. 
	 
	   Whenever such school official is required to report in his or her capacity as a member of the staff of the North Colonie Central School District, he or she shall make the report as required by New York State Law and this Board Policy and immediately thereafter notify the Hall Principal or Building Principal or his or her designated agent.  Such Building or Hall Principal, or the designated agent of such Principal, shall be responsible for all subsequent administration necessitated by the report.  Any rep
	Board Policy # 5460 
	Policy Adopted:  January 26, 1998 
	Policy Amended:  October 27, 2008 
	 
	 
	 
	 
	SEE FOLLOWING: 
	 
	AMENDED REGULATION # 5460-R     Suspected Child Abuse, Maltreatment or Neglect 
	EXHIBIT #5460-E.1  Mandated Reporter (MR) Procedure  
	EXHIBIT #5460-E.2  Mandated Reports Log Sheet  
	 
	 
	 
	NORTH COLONIE 5460-R 
	 
	 SUSPECTED CHILD ABUSE, MALTREATMENT OR NEGLECT 
	 
	I. Definitions 
	 
	A. Child Abuse 
	 
	Section 412 of Title 6 of the Social Services Law defines an abused child as a child under 18 years of age who is defined as an abused child by the Family Court Act.  Section 1012 of the Family Court Act defines an abused child as a child less than eighteen years of age whose parents or other person legally responsible for care: 
	 
	1. inflicts or allow to be inflicted upon such child physical injury by other than accidental means which causes or creates a substantial risk of death, or serious or protracted disfigurement, or protracted impairment of physical or emotional health or protracted loss of or impairment of the function of any bodily organ, or 
	 
	2. creates or allows to be created a substantial risk of physical injury to such a child by other than accidental means which would be likely to cause death or serious or protracted disfigurement, or protracted impairment of physical or emotional health or protracted loss or impairment of the function of any bodily organ, or 
	 
	3. commits, or allows to be committed, a sex offense against such child, as defined in the penal law, provided, however, that the corroboration requirements contained therein shall not apply to proceedings under this article. 
	 
	B. Maltreatment/Neglect 
	 
	Section 412 of Title 6 of the Social Services Law defines a maltreated child as a child under 18 years of age defined as a neglected child by the Family Court Act or one who has had serious physical injury inflicted upon him/her by other than accidental means.  Section 1012 of the Family Court Act defines a neglected child as a child less that 18 years of age 
	 
	1. whose physical, mental or emotional condition has been impaired or is in imminent danger of becoming impaired as a result of the failure of the parent or other person legally responsible for care to exercise a minimum degree of care 
	1. whose physical, mental or emotional condition has been impaired or is in imminent danger of becoming impaired as a result of the failure of the parent or other person legally responsible for care to exercise a minimum degree of care 
	1. whose physical, mental or emotional condition has been impaired or is in imminent danger of becoming impaired as a result of the failure of the parent or other person legally responsible for care to exercise a minimum degree of care 


	 
	a. in supplying the child with adequate food, clothing, shelter or education in accordance with provisions of part one of article sixty-five of the education law, or medical, dental, optometrical, or surgical care though financially able to do so or offered financial or other reasonable means to do so. 
	 
	b. in providing the child with proper supervision or guardianship, by unreasonably inflicting or allowing to be inflicted harm, or a substantial risk thereof, including the infliction of excess corporal punishment; or by using a drug or drugs; or by using alcoholic  
	beverages to the extent that the child loses self-control of her/his actions; or by any other acts of a similarly serious nature requiring the aid of the court; or 
	 
	 
	2. who has been abandoned by the parents or other person legally responsible for his/her care. 
	 
	a.  “Person legally responsible: includes the child’s custodian, guardian, or any other person responsible for the child’s care at the relevant time.  Custodian may include any person 
	continually or at regular intervals found in the same household as the child when the conduct of such person causes or contributes to the abuse or neglect of the child.” 
	 
	b. “Impairment of emotional health” and “impairment of mental or emotional condition: includes a state of substantially diminished psychological or intellectual functioning in relation to, but not limited to such factors as a failure to thrive, control of aggression or self-destructive impulses, ability to think and reason, or acting out behavior, including incorrigibility, ungovernability or habitual truancy; provided, however, that such impairment must be clearly attributable to the unwillingness or inabi
	 
	   c. Reason case to suspect –  
	A reasonable cause to suspect means that based on what you have observed or been told combined with your training and experience, you feel that harm or imminent danger of harm to the child could result or an act or omission by the person legally responsible for the child.  
	 
	II. Procedures 
	 
	A. Responsibilities: 
	 
	Section 413 of the Social Services Law requires all school officials which term includes but is not limited to school teacher, school guidance counselor, school psychologist, school social worker, school nurse, school administrator or other school personnel required to hold a teaching or administrative license or certificate to report suspected cases of child abuse and maltreatment as defined in Section I.  Specific responsibilities for North Colonie Schools personnel are as follows: 
	 
	1. School Officials 
	All school officials shall report suspected cases of abuse and maltreatment to the New York State Central Register (SCR) of Child Abuse and Maltreatment also known as the Child Abuse Hotline as required by law.  The school nurse will be advised when reported cases involve physical abuse or other medical concerns.  
	 
	All other staff shall report suspected cases of abuse and maltreatment/neglect to the hall Principal in the secondary schools and the Building Principal in the elementary schools who will have the responsibility to follow-up on all such cases by reporting to the New York State Central Register (SCR) of Child Abuse and Maltreatment also known as the Child Abuse Hotline as required by law.   
	          
	         School Building Mandated Reporter 
	 
	a.  A Mandated Reporter with reasonable cause to suspect child abuse/neglect will obtain the necessary form (LDSS2221A) from the Hall Principal’s/ Principal’s office.  This form will assist the Mandated Reporter in collecting required information when making the report to State Control Register.   
	 
	 
	b.      Upon reasonable suspicion of child abuse/neglect the Mandated Reporter will contact the State Control Register through the Mandated Reporter hotline number.  See C. Reporting 
	 
	c. Immediately report to Hall Principal/Principal the report that has been made.  That administrator should be contacted whether the report has been accepted or rejected by the State Control Register.  If your report is accepted, provide the State Control Register case number provided by the State Control Register.  If the report was not accepted, this should be reported to the Hall Principal/Principal. 
	 
	d.   The Mandated Reporter will meet with the Hall Principal/Principal upon completion of form LDSS2221A.  The form LDSS2221A must be mailed within 48 hours of the report to State Control Register by the Hall Principal/Principal. 
	 
	e.  If a Mandated Reporter believes a report has already been made by our school personnel, yet he/she has reasonable cause to suspect, he/she should confirm this belief with the Hall Principal/Principal. If there is additional information from the Mandated Reporter, this must be reported after consultation with the Hall Principal/Principal. 
	 
	 
	2.  Administrators 
	   The hall Principal in the secondary schools and the Building Principal in the elementary schools shall be advised of all reported cases and will have the responsibility to follow-up on all cases of suspected child abuse, maltreatment/neglect. 
	 
	All reports made by Mandated Reporters in the school building/hall will be logged  
	in the District form (attachment). 
	 
	 The Hall Principal/Principal cannot influence any Mandated Reporter decision to   file a report.  No prior administrative approval is required. 
	 
	 The coordination of multiple reports will be done by the Hall Principal/ Principal.  Subsequent reports by Mandated Reporters will be received and filed if additional information is brought forward. 
	 
	 
	3.  The hall principal or building principal must send a copy of form LDSS-2221A to the Director of Pupil Services. P. 3 of 5460-R. 
	 
	B. Dissemination of Information 
	 
	In each school a central file shall be maintained by the Building Administrator or designee.  Contained in this file shall be: 
	 
	1.  the memo “Child Abuse and Maltreatment: Suggestions for School Personnel”; and 
	2. Social Services Forms LDSS-2221A, “Report of Suspected Child Abuse of Maltreatment.” 
	 
	During September of each school year the Building or hall Principal shall insure that the faculty is made aware of the existence of this file and the definition, responsibilities, and procedures related to child abuse and maltreatment. 
	 
	C. Reporting 
	 
	The State Central Registry (SCR) has provided the following guidelines designed to improve reporting by mandated school staff. 
	 
	1. After reporting information concerning a case of suspected abuse and/or maltreatment/neglect, to the New York State Child Abuse and Maltreatment Registry, phone number 1-800-635-1522. At the time of the oral report the following information, if known, should be given: 
	 
	a. The name, title and contact information for every person with knowledge of the matter.  They must also be informed that a report was filed.  While only one report should be filed, if it is not accepted another mandated reporter is required to file a report.  Persons with knowledge are not to collude in the making of any report. 
	   
	  b. The names and ages of all children in the family; parents or legally responsible guardian. 
	 
	c. The name of the person suspected of causing the injury, abuse, or maltreatment; also source of the report. 
	 
	d. Any information about the child’s history, such as previous abuse and neglect reports; also child’s age, sex, and race. 
	 
	e. The exact number of days missed from school when reporting educational neglect. 
	 
	f. The actions taken by school personnel prior to calling the Registry and the parent’s response to such action should be described.  This type of information is particularly important when reporting educational neglect because child protective services must establish “reasonable cause to suspect” and if the parent is not aware of the child’s behavior they cannot be held culpable. 
	 
	g. Observations of the effects of the child’s home situation.  For example, if their academic performance has decreased, vital in situations where the parent is drug/alcohol dependent or mentally ill; and 
	 
	A reporter is not required to know all of the requested information in making a report;   therefore, lack of complete information should not prohibit a person from reporting. 
	 
	 
	The State Central Registry (SCR) emphasizes the importance of phoning in reports as early in the workday as feasible, since it usually takes one to two hours to mobilize an investigation.  Also, school officials are mandated reporters and, therefore, may not ask to remain anonymous. 
	Anonymity is viewed by the Registry as an impediment to the investigation process.  The good faith of any person required to report cases of suspected abuse or maltreatment/neglect is presumed.  Mandated reporters are immune from any liability. 
	 
	2. By the end of the next school day following the initial oral report, the Principal or hall Principal shall send LDSS 2221A,“Report of Suspected Child Abuse and Maltreatment” to the Albany County Department of Social Services, Child Protective Services, 40 Howard Street, Albany, NY 12207. 
	  
	3. A copy of the “Report of Suspected Child Abuse and Maltreatment” (LDSS 2221A), if founded, shall be maintained in the child’s health record. 
	 
	It is important to note that school officials have the right to request the findings of the investigation when making a report. 
	 
	 
	 
	 
	 
	 
	D. Documentation 
	 
	1. The elementary Building or secondary hall Principal shall effect the documentation of child abuse.  Documentation should include a description of the injury.  Color photographs and examination by the school nurse or physician may also be utilized. 
	 
	2. Protective Service Staff members may, with consent of the Building Administrator, interview students in school during the school day.  Such interviews shall be conducted in the presence of a School Principal or designee. 
	 
	3. In those cases when the Child Protective Service determines that the child is in imminent danger, they have the authority to take the child into protective custody without the consent of the child’s parent or guardian. 
	5460-R 
	4. Other persons having authority and responsibility to take a child into protective custody are: peace officers, police officers, law enforcement officials and agents of the Society for the Prevention of Cruelty to Children, persons in charge of a hospital.  Only a Building Administrator has the authority to release a child to one of these officers. 
	 
	E. Legal-Implications For Mandated Reporters 
	 
	1. Immunity: 
	Mandated reporters (school officials) who, in good faith, make a report or take photographs of injury and bruises are immune from any liability, either civil or criminal that might otherwise result from such action.  The good faith of any person required to report cases of suspected abuse or maltreatment is presumed. 
	 
	No retaliatory action may be taken by the District against a mandated reporter pursuant to NYS Labor Law Section 74.  
	 
	2. Liability: 
	Any person required to report who willfully fails to do so is guilty of a Class A misdemeanor; and, civilly liable for the proximate damages caused by the failures to report.  Any certified or licensed personnel is required to report.  It is the responsibility of the “head of the school” to either make a direct report or see that a report is made whether or not he or she agrees that the facts indicate possible abuse of maltreatment.                           
	        
	F. Follow-up 
	 
	1. The administrator shall request from the Social Services Department a summary report of the investigation carried out as a result of the report.  (A special request is necessary since summary reports are not routinely made.) 
	 
	a.       Should the investigation prove the suspicion to be unfounded, the Administrator is responsible for insuring that all school records are immediately expunged of any reference to the matter.  The school nurse should also be informed. 
	 
	b. Should the investigation determine the case to have basis, the summary report shall be filed in the cumulative health record.  The Administrator or his/her designee shall expedite the efforts of the Social Services Department in ameliorating the situation and serve as liaison concerning the specific case. 
	 
	Cross-ref: 5314, Corporal Punishment Complaints 
	5430, Student Psychological Services 
	5500, Student Records 
	9135, Suspected Child Abuse by District Personnel 
	 
	 
	Ref: Child Protective Services Act of 1973, Social Services Law §§411 et     seq. 
	Family Court Act §1012 
	Family Educational Rights and Privacy Act, 
	    20 U.S.C. §1232g, 45 CFR §99.36 
	Education Law §3209-a 
	Report of Suspected Child Abuse or Maltreatment - Form DSS 2221A, State of N.Y., Dept. of Social Services, 10/74 
	Soucy, Leo A., Child Abuse and Maltreatment, Suggestions for School Personnel (Revised 12/77). 
	 
	Note: Prior regulation, Child Abuse and Maltreatment, 5146(a)-(e) 
	 
	Policy Adopted: February 28, 1992 
	           Amended: January 26, 1998 
	         Amended:  October 27, 2008 
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	 Names, ages & addresses of all  
	 Names, ages & addresses of all  
	 Names, ages & addresses of all  


	children in family 
	 Names of parents/guardians 
	 Names of parents/guardians 
	 Names of parents/guardians 

	 Name of suspect causing injury 
	 Name of suspect causing injury 

	 Basis of suspicions (evidence) 
	 Basis of suspicions (evidence) 

	 Historical information 
	 Historical information 

	 Name & address of reporter (CONFIDENTIAL) 
	 Name & address of reporter (CONFIDENTIAL) 

	 Name(s) of other people with knowledge of this incident 
	 Name(s) of other people with knowledge of this incident 


	Complete report with administrator including SCR report ID # 
	Administrator mails form to SCR 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	IV. OPERATION OF SCHOOL:  POLICIES AND PROCEDURES 
	 
	 10.  Dignity for All Students Act, Student Harassment & Bullying - Prevention and 
	         Intervention 
	 
	NORTH COLONIE         #5312.4 
	  
	DIGNITY FOR ALL STUDENTS ACT 
	STUDENT HARASSMENT AND BULLYING  
	PREVENTION AND INTERVENTION 
	 
	 The Board of Education is committed to providing an educational and working environment that promotes respect, dignity and equality. The Board recognizes that acts of discrimination, such as harassment, hazing and bullying, are detrimental to student learning and achievement. These behaviors interfere with the mission of the district to educate its students and disrupt the operation of the schools. Such behavior affects not only the students who are its targets but also those individuals who participate an
	 
	To this end, the Board condemns and strictly prohibits all forms of discrimination, such as harassment, hazing and bullying on school grounds, school buses and at all school-sponsored activities, programs and events.  Discrimination, harassment, hazing or bullying that takes place at locations outside of school grounds which can be reasonably expected to materially and substantially interfere with the requirements of appropriate discipline in the operation of the school or impinge on the rights of other stu
	 
	Definitions 
	 
	 Harassment 
	 
	 Harassment has been defined in various ways in federal and state law and regulation.  The Board recognizes that these definitions are important standards, but the Board’s goal is to prevent misbehavior from escalating in order to promote a positive school environment and to limit liability.  The Dignity for All Students Act (§§10-18 of Education Law) defines harassment  as the creation of a hostile environment by conduct or by verbal threats, intimidation or abuse that has or would have the effect of unrea
	 
	 race, 
	 race, 
	 race, 

	 color, 
	 color, 

	 weight,  
	 weight,  

	 national origin, 
	 national origin, 

	 ethnic group, 
	 ethnic group, 

	 religion, 
	 religion, 

	 religious practice, 
	 religious practice, 


	 
	NORTH COLONIE         #5312.4 
	 
	 disability 
	 disability 
	 disability 

	 sex 
	 sex 

	 sexual orientation 
	 sexual orientation 

	 gender (including gender identity and expression) 
	 gender (including gender identity and expression) 


	 
	  For purposes of meeting federal standards, harassment need not rise to the level of creating a hostile environment in order for the district to respond.  Harassing behaviors may include verbal acts and name-calling; graphic and written statements, which may include use of cell phones or the Internet; or other conduct that may be physically threatening, harmful or humiliating. 
	 
	 Bullying 
	 
	Bullying is understood to be a hostile activity which harms or induces fear through the threat of further aggression and/or creates terror.  In order to facilitate implementation of this policy, provide meaningful guidance and prevent behaviors from rising to a violation of law, this policy will use the term bullying (which is subsumed under the term “harassment”).  The accompanying regulation provides more guidance regarding the definition and characteristics of bullying. 
	    
	 
	 Hazing 
	 
	 Hazing is an induction, initiation or membership process involving harassment which produces public humiliation, physical or emotional discomfort, bodily injury or public ridicule or creates a situation where public humiliation, physical or emotional discomfort, bodily injury or public ridicule is likely to occur. 
	 
	 Discrimination 
	 
	 Discrimination is the act of denying rights, benefits, justice, equitable treatment or access to facilities available to all others, to an individual or group of people because of the group, class or category to which that person belongs (as enumerated in the Definitions section above).  
	 
	In some instances, bullying or harassment may constitute a violation of an individual’s civil rights.  The district is mindful of its responsibilities under the law and in accordance with district policy regarding civil rights protections.    
	 
	 
	Prevention 
	 
	The school setting provides an opportunity to teach children, and emphasize among staff, that cooperation with and respect for others is a key district value. A program geared to prevention is designed to not only decrease incidents of bullying but to help students build more supportive relationships with one another by integrating the bullying prevention program into classroom instruction. Staff members and students will be sensitized, through district-wide professional development and instruction, to the 
	 
	 Following the principles and practices of “Educating the Whole Child Engaging the Whole School: Guidelines and Resources for Social and Emotional Development and Learning (SEDL) in New York State – Adopted by the Board of Regents July 18, 2011.” District curriculum will emphasize developing empathy, tolerance and respect for others.   
	 Following the principles and practices of “Educating the Whole Child Engaging the Whole School: Guidelines and Resources for Social and Emotional Development and Learning (SEDL) in New York State – Adopted by the Board of Regents July 18, 2011.” District curriculum will emphasize developing empathy, tolerance and respect for others.   
	 Following the principles and practices of “Educating the Whole Child Engaging the Whole School: Guidelines and Resources for Social and Emotional Development and Learning (SEDL) in New York State – Adopted by the Board of Regents July 18, 2011.” District curriculum will emphasize developing empathy, tolerance and respect for others.   
	 Following the principles and practices of “Educating the Whole Child Engaging the Whole School: Guidelines and Resources for Social and Emotional Development and Learning (SEDL) in New York State – Adopted by the Board of Regents July 18, 2011.” District curriculum will emphasize developing empathy, tolerance and respect for others.   
	www.p12.nysed.gov/sss/sedl/SEDLguidelines.pdf
	www.p12.nysed.gov/sss/sedl/SEDLguidelines.pdf

	  and 
	www.regents.nysed.gov/meetings/2011Meetings/June2011/611p12d1.pdf
	www.regents.nysed.gov/meetings/2011Meetings/June2011/611p12d1.pdf

	 


	 Learning about and identifying the early warning signs and precursor behaviors that may lead to bullying. 
	 Learning about and identifying the early warning signs and precursor behaviors that may lead to bullying. 


	 
	 
	 
	 Gathering information about bullying at school directly from students (through surveys and other mechanisms); analyzing and using the data gathered to assist in decision-making about programming and resource allocation. 
	 Gathering information about bullying at school directly from students (through surveys and other mechanisms); analyzing and using the data gathered to assist in decision-making about programming and resource allocation. 
	 Gathering information about bullying at school directly from students (through surveys and other mechanisms); analyzing and using the data gathered to assist in decision-making about programming and resource allocation. 

	 Establishing clear school wide and classroom rules about bullying through a code of conduct developed in accordance with The Dignity Act and the revised regulations of the New York State Education Department, (CR 100.2(l)). 
	 Establishing clear school wide and classroom rules about bullying through a code of conduct developed in accordance with The Dignity Act and the revised regulations of the New York State Education Department, (CR 100.2(l)). 

	 Training adults in the school community to respond sensitively and consistently to bullying. 
	 Training adults in the school community to respond sensitively and consistently to bullying. 

	 Raising awareness among adults, through training, of the school experiences of marginalized student populations (as enumerated in the Definitions section above), social stigma in the school environment, gender norms in the school environment, and strategies for disrupting  bullying, intimidation, harassment or other forms of violence. 
	 Raising awareness among adults, through training, of the school experiences of marginalized student populations (as enumerated in the Definitions section above), social stigma in the school environment, gender norms in the school environment, and strategies for disrupting  bullying, intimidation, harassment or other forms of violence. 

	 Providing adequate supervision, particularly in less structured areas such as in the hallways, cafeteria, school bus and playground. 
	 Providing adequate supervision, particularly in less structured areas such as in the hallways, cafeteria, school bus and playground. 

	 Raising parental awareness and involvement in the prevention program and in addressing problems. 
	 Raising parental awareness and involvement in the prevention program and in addressing problems. 

	 Providing examples of positive behaviors that are age appropriate. 
	 Providing examples of positive behaviors that are age appropriate. 

	 Instituting policies and practices that create a positive school climate 
	 Instituting policies and practices that create a positive school climate 

	 Using educational opportunities or curriculum, including, if applicable, the Individual Educational Program (IEP), to address the underlying causes and impact of bullying. 
	 Using educational opportunities or curriculum, including, if applicable, the Individual Educational Program (IEP), to address the underlying causes and impact of bullying. 


	 
	In order to implement this program the Superintendent will establish a district-wide Dignity for All Committee, comprised of teachers, counselors, administrators, students and parents to work with school-level teams to assist the administration in developing and implementing specific procedures on early identification of bullying and other preventive strategies.  In addition, the program will include reporting, investigating, remedying and tracking allegations of bullying. 
	 
	Intervention 
	 
	 Intervention by adults and bystanders is an important step in preventing escalation and resolving issues at the earliest stages.  Intervention will emphasize education and skill-building.   
	 
	 Successful intervention may involve remediation.  Remedial responses to bullying and harassment include measures designed to correct the problem behavior, prevent another occurrence of the behavior and protect the target.  Remediation may be targeted to the individual(s) involved in the bullying behavior or environmental approaches which are targeted to the school or district as a whole. 
	 
	In addition, intervention will focus upon the safety of the target.  Staff is expected, when aware of bullying, to either refer the student to designated resources for assistance, or to intervene in accordance with this policy and regulation. 
	 
	 Provisions for students who don’t feel safe at school 
	 
	 The Board acknowledges that, notwithstanding actions taken by district staff, intervention may require a specific coordinated approach if the child does not feel safe at school.  Students who do not feel safe at school are limited in their capacity to learn and reach their academic potential. Staff, when aware of bullying, should determine if accommodations are needed in order to help ensure the safety of the student and bring this to the attention of the building principal.  The building principal, other 
	 
	 The district recognizes that there is a need to balance accommodations which enhance student safety against the potential to further stigmatize the targeted student.  Therefore, each case will be handled individually, and the student, parent/guardian, and school administration will collaborate to establish safety provisions that best meet the needs  
	 
	of the targeted student.  Follow-up discussion and/or meetings will be scheduled, as needed, to ensure that safety concerns have been adequately addressed and to determine when and if accommodations need to be changed or discontinued.   
	 
	Training 
	 
	 The Board recognizes that in order to implement an effective bullying prevention and intervention program, professional development is needed.  The Superintendent, the Dignity for All Committee, and the District Staff Development Committee will incorporate training to support this program in new teacher orientation and the annual professional development plan, as needed.  Training opportunities will be provided for all staff, including but not limited to bus drivers, cafeteria and hall monitors and all sta
	 
	After consulting with building principal(s), the Superintendent will recommend, for Board approval, an individual or individuals to be designated Dignity Act Coordinator(s) (DAC).  In accordance with state law, the Superintendent shall ensure that, the DAC(s) is thoroughly trained in human relations in the areas of race, color, weight, national origin, ethnic group, religion, religious practice, disability, sexual orientation, gender (including gender identity and expression), and sex in order to implement 
	 
	 If for any reason the position of DAC becomes vacant, a new DAC shall be appointed within 30 days of the vacancy. 
	 
	Reporting and Investigation 
	 
	Students who have been bullied, parents whose children have been bullied, or other students or staff who observe bullying behavior are encouraged and expected to make a verbal and/or written complaint to any school personnel in accordance with the training and guidelines provided. At all times, complaints will be documented, tracked and handled in accordance with the regulations and procedures accompanying this policy, or, if applicable, 0100 Equal Opportunity, 5010 Unlawful Harassment, 5020.1 Harassment an
	 
	There shall be a duty for all school personnel to report any incidents of student-to-student and staff-to-student bullying that they observe to their building principal or other administrator who supervises their employment.  In addition, there shall be a further duty for all school personnel to report any incidents of student-to-student and staff-to-student bullying of which they are made aware by students to their building principals or other administrator who supervises their employment.  Supervisors wil
	 
	The results of the investigation shall be reported back to both the target and the accused in accordance with the accompanying regulation.  If either of the parties disagrees with the results of the investigation, they can appeal the findings in accordance with the regulations that accompany this policy. 
	 
	 
	 
	Disciplinary Consequences/Remediation 
	 
	While the focus of this policy is on prevention, bullying acts may still occur. In these cases, offenders will be given the clear message that their actions are wrong and the behavior must improve. Student offenders will receive in-school guidance in making  
	 
	 
	 
	positive choices in their relationships with others. If appropriate, disciplinary action will be taken by the administration in accordance with the district’s Code of Conduct, as applicable.  If the behavior rises to the level of criminal activity, law enforcement will be contacted. 
	 
	This policy is meant to promote progressive discipline and intervention, as opposed to a “zero tolerance” approach. Responses to student violation of the policy shall be age-appropriate and include both consequences and appropriate remedial responses to a student or staff member who commits one or more acts of bullying. Consequences for a student who commits an act of bullying shall be unique to the individual incident and will vary in method and severity according to the nature of the behavior, the develop
	 
	Non-Retaliation 
	 
	 All complainants and those who participate in the investigation of a complaint in conformity with state law and district policies, who have acted reasonably and in good faith, have the right to be free from retaliation of any kind. 
	 
	Dissemination, Monitoring, Review, and Reporting 
	 
	 This policy, or a plain language summary, shall be published in student registration materials, student, parent and employee handbooks, and posted on the district’s website.  A complaint form will be available on the district’s website.  The district will ensure that the process of reporting bullying is clearly explained. 
	 
	 Each year, as part of the annual review of the Code of Conduct, this policy will be reviewed to assess its effectiveness and compliance with state and federal law.  If changes are needed, revisions will be recommended to the Board for its consideration. 
	 
	 In addition, the Board will receive the annual VADIR report, as well as other relevant data, for each building and for the district as whole, with particular attention to the trends in the incidence of bullying.  Based on the review of the data, the Board may consider further action, including but not limited to modification of this policy and additional training. 
	 
	 
	The district will institute procedures to report to the public on an annual basis the number of bullying incidents that occur, disaggregated by school, student demographic information, and type of bullying.  Districts should ensure to report such information to the public in a manner that complies with student privacy rights under the Family Educational Rights and Privacy Act (FERPA). 
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	Cross-ref:  Insert applicable equal opportunity, nondiscrimination, special education, harassment, including sexual harassment, staff development and Code of Conduct cross-references 
	 
	Ref: Dignity for All Students Act, Education Law, §10 – 18 
	 Americans with Disabilities Act, 42 U.S.C. §12101 et seq. 
	 Title VI, Civil Rights Act of 1964, 42 U.S.C. §2000d et seq. 
	 Title VII, Civil Rights Act of 1964, 42 U.S.C. §2000e et seq.; 34 CFR §100 et seq. 
	 Title IX, Education Amendments of 1972, 20 U.S.C. §1681 et seq. 
	 §504, Rehabilitation Act of 1973, 29 U.S.C. §794 
	 Individuals with Disabilities Education Law, 20 U.S.C §§1400 et seq. 
	  
	 
	Executive Law §290 et seq. (New York State Human Rights Law) 
	 Education Law §§313(3), 3201, 3201-a 
	Tinker v. DesMoines Independent Community School Dist., 393 US 503, (1969) Davis v. Monroe County Board of Education, 526 U.S. 629 (1999) 
	Gebser v. Lago Vista Independent School District, 524 U.S, 274 (1998) 
	Faragher v. City of Boca Raton, 524 U.S. 775 (1998) 
	Burlington Industries v. Ellerth, 524 U.S. 742 (1998)  
	 Oncale v. Sundowner Offshore Services, Inc., 523 U.S. 75 (1998) 
	Franklin v. Gwinnett County Public Schools, 503 U.S. 60 (1992) 
	Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986) 
	 
	 
	Adopted:   June 18, 2012 
	 
	NORTH COLONIE        #5312.4-R 
	 
	DIGNITY FOR ALL STUDENTS ACT 
	STUDENT HARASSMENT AND BULLYING  
	PREVENTION AND INTERVENTION 
	REGULATIONS 
	 
	The Board condemns and strictly prohibits all forms of discrimination, such as harassment, hazing and bullying on school grounds, school buses and at all school-sponsored activities, programs and events.   
	 
	Definitions 
	 
	 Harassment 
	 
	 Harassment has been defined in various ways in federal and state law (including the penal law) and regulation.  The Board recognizes that these definitions are important standards, but the Board’s goal is to prevent behaviors from escalating to violations of law and, instead, to promote a positive school environment and limit liability.  The Dignity for All Students Act (§§10-18 of Education Law) defines harassment  as the creation of a hostile environment by conduct or by verbal threats, intimidation or a
	 
	 For purposes of meeting federal standards, harassment need not rise to the level of creating a hostile environment in order for the district to respond.  Harassing behaviors may include verbal acts and name-calling; graphic and written statements, which may include use of cell phones or the Internet; or other conduct that may be physically threatening, harmful or humiliating. 
	 
	 Bullying 
	 
	In order to facilitate implementation, provide meaningful guidance and prevent behaviors from rising to a violation of law, this policy will use the term bullying (which is subsumed under the term “harassment”), which is understood to be a hostile activity which harms or induces fear through the threat of further aggression and/or creates terror.  Bullying may be premeditated or a sudden activity. It may be subtle or easy to identify, done by one person or a group.  Bullying often includes the following cha
	 
	1. Power imbalance - occurs when a bully uses his/her physical or social  power over a target. 
	2. Intent to harm - the bully seeks to inflict physical or emotional harm  and/or takes pleasure in this activity. 
	3. Threat of further aggression - the bully and the target believe the  bullying will continue. 
	4. Terror - when any bullying increases, it becomes a “systematic violence  or harassment used to intimidate and maintain dominance.” 
	 
	   (Barbara Coloroso, The Bully, The Bullied & The Bystander, 2003) 
	 
	There are at least three kinds of bullying: verbal, physical and social/relational. 
	 
	 
	 Verbal bullying includes name calling, insulting remarks, verbal teasing, frightening phone calls, violent threats, extortion, taunting, gossip, spreading rumors, racist slurs, threatening electronic communications (“cyberbullying”), anonymous notes, etc. 
	 Verbal bullying includes name calling, insulting remarks, verbal teasing, frightening phone calls, violent threats, extortion, taunting, gossip, spreading rumors, racist slurs, threatening electronic communications (“cyberbullying”), anonymous notes, etc. 
	 Verbal bullying includes name calling, insulting remarks, verbal teasing, frightening phone calls, violent threats, extortion, taunting, gossip, spreading rumors, racist slurs, threatening electronic communications (“cyberbullying”), anonymous notes, etc. 

	 Physical bullying includes poking, slapping, hitting, tripping or causing a fall, choking, kicking, punching, biting, pinching, scratching, spitting, twisting arms or legs, damaging clothes and personal property, or threatening gestures. 
	 Physical bullying includes poking, slapping, hitting, tripping or causing a fall, choking, kicking, punching, biting, pinching, scratching, spitting, twisting arms or legs, damaging clothes and personal property, or threatening gestures. 

	 Social or relational bullying includes excluding someone from a group, isolating, shunning, spreading rumors or gossiping, arranging public humiliation, undermining relationships, teasing about clothing, looks, giving dirty looks, aggressive stares, etc. 
	 Social or relational bullying includes excluding someone from a group, isolating, shunning, spreading rumors or gossiping, arranging public humiliation, undermining relationships, teasing about clothing, looks, giving dirty looks, aggressive stares, etc. 


	 
	 The New York State Education Department provides further guidance on bullying and cyberbullying prevention on the following website: 
	 The New York State Education Department provides further guidance on bullying and cyberbullying prevention on the following website: 
	http://www.p12.nysed.gov/technology/internet_safety/documents/cyberbullying.html
	http://www.p12.nysed.gov/technology/internet_safety/documents/cyberbullying.html

	 

	 
	Hazing 
	 
	 Hazing is an induction, initiation or membership process involving harassment which produces public humiliation, physical or emotional discomfort, bodily injury or public ridicule or creates a situation where public humiliation, physical or emotional discomfort, bodily injury or public ridicule is likely to occur. 
	 
	Discrimination 
	 
	 Discrimination is the act of denying rights, benefits, justice, equitable treatment or access to facilities available to all others, to an individual or group of people because of the group, class or category to which that person belongs (as enumerated under Harassment as defined above). 
	 
	 
	Role of the Dignity Act Coordinator (DAC) 
	 
	 
	 After consulting with the building principal(s), the Superintendent will recommend for Board approval an individual(s) to fulfill the role of Dignity Act Coordinator (DAC) (see 5312.4-E.1).  The Board of Education will annually designate the staff member, who has been thoroughly trained in human relations in the areas of race, color, weight, national origin, ethnic group, religion, religious practice, disability, sexual orientation, gender (including gender identity and expression), and sex, as the DAC, ac
	 
	 
	Reporting and Investigation 
	 
	 In order for the Board to effectively enforce this policy and to take prompt corrective measures, it is essential that all targets and persons with knowledge of bullying report such behavior immediately to the principal, the principal’s designee or the Dignity Act Coordinator as soon as possible after the incident so that it may be effectively investigated and resolved (see 5312.4-E.2 and 5312.4-E.3). The district will also make a bullying complaint form available on its website (see 5312.4-E.4).  The dist
	 
	  
	In order to assist investigators, individuals should document the bullying as soon as it occurs and with as much detail as possible including: the nature of the incident(s); dates, times, places it has occurred; name of perpetrator(s); witnesses to the incident(s); and the target's response to the incident (see 5312.4-E.5). 
	 
	 If, after appropriate investigation, the district finds that a student, an employee or a third party has violated this policy, prompt corrective action will be taken in accordance with the code of conduct, applicable collective bargaining agreement, district policy and state law.  If the reported behavior constitutes a civil rights violation, the complaint procedure associated with that policy will be followed, as applicable.  If either of the parties disagrees with the findings of the initial investigatio
	 
	Confidentiality 
	 
	 It is district policy to respect the privacy of all parties and witnesses to bullying. To the extent possible, the district will not release the details of a complaint or the identity of the complainant or the individual(s) against whom the complaint is filed to any third parties who do not need to know such information. However, because an individual's desire for confidentiality must be balanced with the district's legal obligation to provide due process to the accused, to conduct a prompt and thorough in
	 
	 If a complainant requests that his/her name not be revealed to the individual(s) against whom a complaint is filed, the staff member responsible for conducting the investigation shall inform the complainant that: 
	 
	1. The request may limit the district's ability to respond to his/her complaint;  
	2. District policy and federal law prohibit retaliation against complainants and  witnesses; 
	3. The district will attempt to prevent any retaliation; and  
	4. The district will take strong responsive action if retaliation occurs. 
	 
	 If the complainant still requests confidentiality after being given the notice above, the investigator will take all reasonable steps to investigate and respond to the complaint consistent with the request as long as doing so does not preclude the district from responding effectively to the bullying and preventing the bullying of other students.  
	 
	Investigation and Resolution Procedure 
	 
	A. Initial (Building-level) Procedure 
	 
	 Whenever a complaint of bullying is received whether verbal or written, it will be subject to a preliminary review and investigation. Except in the case of severe or criminal conduct, the principal, the principal’s designee or the Dignity Act Coordinator shall make all reasonable efforts to resolve complaints informally at the school level. The goal of informal procedures is to end the bullying, prevent future incidents, ensure the safety of the target and obtain a prompt and equitable resolution to a comp
	 
	 As soon as possible, but no later than three working days following receipt of a complaint, the principal, the principal’s designee or the Dignity Act Coordinator should begin an investigation of the complaint by:  
	 
	 
	 Reviewing any written documentation provided by the target(s). 
	 Reviewing any written documentation provided by the target(s). 
	 Reviewing any written documentation provided by the target(s). 

	 Conducting separate interviews of the target(s), alleged perpetrator(s), and witnesses, if any, and documenting the conversations. 
	 Conducting separate interviews of the target(s), alleged perpetrator(s), and witnesses, if any, and documenting the conversations. 

	 Providing the alleged perpetrator(s) a chance to respond and notify him/her that if objectionable behavior has occurred, it must cease immediately.   The individual will be made aware of remediation opportunities as well as potential disciplinary consequences. 
	 Providing the alleged perpetrator(s) a chance to respond and notify him/her that if objectionable behavior has occurred, it must cease immediately.   The individual will be made aware of remediation opportunities as well as potential disciplinary consequences. 

	 Determining whether the complainant needs any accommodations to ensure his/her safety, and following up periodically until the complaint has been resolved.  Accommodations may include, but are not limited to:     
	 Determining whether the complainant needs any accommodations to ensure his/her safety, and following up periodically until the complaint has been resolved.  Accommodations may include, but are not limited to:     


	 
	o A “permanent” hall pass that allows the student to visit a designated adult at any time; 
	o A “permanent” hall pass that allows the student to visit a designated adult at any time; 
	o A “permanent” hall pass that allows the student to visit a designated adult at any time; 
	o A “permanent” hall pass that allows the student to visit a designated adult at any time; 

	o Access to private bathroom facilities; 
	o Access to private bathroom facilities; 

	o Access to private locker room facilities; 
	o Access to private locker room facilities; 

	o An escort during passing periods; 
	o An escort during passing periods; 

	o If the student feels unsafe in a specific class, an opportunity for individual tutoring or independent study until the case is resolved; 
	o If the student feels unsafe in a specific class, an opportunity for individual tutoring or independent study until the case is resolved; 

	o An opportunity for independent study at home with district-provided tutor until the case is resolved; 
	o An opportunity for independent study at home with district-provided tutor until the case is resolved; 

	o Permission to use a personal cell phone in the event that the student feels threatened and needs immediate access to parent or guardian; 
	o Permission to use a personal cell phone in the event that the student feels threatened and needs immediate access to parent or guardian; 

	o Assignment of a bus monitor; and/or assigned seating on the bus. 
	o Assignment of a bus monitor; and/or assigned seating on the bus. 



	 
	 The district recognizes that there is a need to balance accommodations which enhance student safety against the potential to further stigmatize the targeted student.  Therefore, each case will be handled individually, and the student, parent/guardian, and school administration will collaborate to establish safety provisions that best meet the needs of the targeted student.  Follow-up discussion and/or meetings will be scheduled, as needed, to ensure that safety concerns have been adequately addressed and t
	  
	 Parents of student targets and accused students should be notified within one school day of allegations that are serious or involve repeated conduct. 
	 Where appropriate, informal methods may be used to resolve the complaint, including but not limited to: 
	 
	 a. discussion with the accused, informing him or her of the district's policies and indicating that the behavior must stop; 
	b. suggesting counseling, skill building activities and/or sensitivity training; 
	b. suggesting counseling, skill building activities and/or sensitivity training; 
	b. suggesting counseling, skill building activities and/or sensitivity training; 


	 c.     conducting training for the department or school in which the behavior occurred, calling attention to the consequences of engaging in such behavior; 
	 d. requesting a letter of apology to the target; 
	 e. writing letters of caution or reprimand; and/or 
	f. separating the parties. 
	 
	 Appropriate disciplinary action shall be recommended and imposed in accordance with district policy, the applicable collective bargaining agreement or state law.  School districts should make every effort to attempt to first resolve the misconduct through non-punitive measures.  
	 
	 The investigator shall report back to both the target and the accused, within one week notifying them in writing, and also in person, as appropriate, regarding the outcome of the investigation and the action taken to resolve the complaint. The actions taken will be in conformance with the Remediation/Discipline/Penalties section of this regulation.  The target shall report immediately if the objectionable behavior occurs again or if the alleged perpetrator retaliates against him/her.  
	 
	  
	 
	 
	 If a complaint contains evidence or allegations of serious or extreme bullying, or a civil rights violation, the complaint shall be referred promptly to the Superintendent. The complainant will also be advised of other avenues to pursue their complaint, including contact information for state and federal authorities.   
	 
	 In addition, where the principal, the principal’s designee or the Dignity Act Coordinator has a reasonable suspicion that the alleged bullying incident involves criminal activity, he/she should immediately notify the Superintendent, who shall then contact the school attorney, appropriate child protection and, if appropriate, law enforcement authorities.  
	 
	 Any party who is not satisfied with the outcome of the initial investigation may request a district-level investigation by submitting a written complaint to the Superintendent within 30 days. 
	 
	B. District-level Procedure 
	 
	 The Superintendent or his/her designee shall promptly investigate and equitably resolve all bullying complaints that are referred to him/her, as well as those appealed to the Superintendent following an initial investigation.  In the event the complaint involves the Superintendent, the complaint shall be filed with or referred to the Board President, who shall refer the complaint to an appropriate independent individual for investigation.  
	 
	 The district level investigation should begin as soon as possible but not later than three working days following receipt of the complaint by the Superintendent or Board President.  
	 
	 In conducting the formal district level investigation, the district will endeavor to use individuals who have received formal training regarding such investigations or that have previous experience investigating such complaints.  
	 
	 If a district level investigation results in a determination that bullying did occur, prompt corrective action will be taken to end the misbehavior in accordance with the Remediation/Discipline/Penalties section of this regulation.  
	 
	 No later than 30 days following receipt of the complaint, the Superintendent (or in cases involving the Superintendent, the Board-appointed investigator) will notify the target and alleged perpetrator, in writing, of the outcome of the investigation. If additional time is needed to complete the investigation or take appropriate action, the Superintendent or Board-appointed investigator will provide all parties with a written status report within 30 days following receipt of the complaint.  
	 
	 Any party who is not satisfied with the outcome of the district-level investigation may appeal to the Board of Education by submitting a written request to the Board President within 30 days. 
	 
	C. Board-level Procedure 
	 
	When a request for review by the Board has been made, the Superintendent shall submit all written statements and other materials concerning the case to the President of the Board. 
	 
	The Board shall notify all parties concerned of the time and place when a hearing will be held.  Such hearing will be held within 15 school days of the receipt of the request of the complainant.   
	 
	The Board shall render a decision in writing within 15 days after the hearing has been concluded. 
	 
	 The district shall retain documentation associated with complaints and investigations in accordance with Schedule ED-1. 
	  
	 
	Retaliation Prohibited 
	 
	 Any act of retaliation against any person who opposes bullying behavior, or who has filed a complaint, is prohibited and illegal, and therefore subject to disciplinary action. Likewise, retaliation against any person who has testified, assisted, or participated in any manner in an investigation, proceeding, or hearing of a bullying complaint is prohibited. For purposes of this policy, retaliation includes but is not limited to: verbal or physical threats, intimidation, ridicule, bribes, destruction of prop
	 
	Remediation/Discipline/Penalties 
	 
	 Any individual who violates this policy by engaging in bullying will be subject to appropriate action, which may include disciplinary action. Remedial responses to bullying include measures designed to correct the problem behavior, prevent another occurrence of the behavior, and protect the victim of the act. Appropriate remedial measures may include, but are not limited to:  
	 
	 Restitution and restoration;  
	 Restitution and restoration;  
	 Restitution and restoration;  

	 Peer support group;  
	 Peer support group;  

	 Corrective instruction or other relevant learning or service experience;  
	 Corrective instruction or other relevant learning or service experience;  

	 Changes in class schedule 
	 Changes in class schedule 

	 Supportive intervention;  
	 Supportive intervention;  

	 Behavioral assessment or evaluation;  
	 Behavioral assessment or evaluation;  

	 Behavioral management plan, with benchmarks that are closely monitored;  
	 Behavioral management plan, with benchmarks that are closely monitored;  

	 Student counseling;  
	 Student counseling;  

	 Parent conferences; or  
	 Parent conferences; or  

	 Student treatment or therapy.  
	 Student treatment or therapy.  


	 
	Environmental remediation may include, but is not limited to:  
	 
	 Supervisory systems which empower school staff to interrupt incidents of bullying and harassment; 
	 Supervisory systems which empower school staff to interrupt incidents of bullying and harassment; 
	 Supervisory systems which empower school staff to interrupt incidents of bullying and harassment; 

	 School and community surveys or other strategies for determining the conditions contributing to the relevant behavior;  
	 School and community surveys or other strategies for determining the conditions contributing to the relevant behavior;  

	 Modification of schedules;  
	 Modification of schedules;  

	 Adjustment in hallway traffic and other student routes of travel;  
	 Adjustment in hallway traffic and other student routes of travel;  

	 Targeted use of monitors;  
	 Targeted use of monitors;  

	 Parent education seminars/workshops;  
	 Parent education seminars/workshops;  

	 Peer support groups. 
	 Peer support groups. 


	 
	Disciplinary measures available to school authorities include, but are not limited to the following:  
	 
	 Students: Discipline may range from a reprimand up to and including  suspension  
	 from school, to be imposed consistent with the Code of Conduct and applicable law. 
	 
	 Employees: Discipline may range from a warning up to and including     termination, to be imposed consistent with all applicable      contractual and statutory rights. 
	 
	 Volunteers: Penalties may range from a warning up to and including loss    of volunteer assignment. 
	 
	  
	  
	  
	 Vendors:  Penalties may range from a warning up to and including loss    of district business. 
	 
	 Other individuals: Penalties may range from a warning up to and including    denial of future access to school property. 
	 
	Policy Dissemination 
	 
	 All students and employees shall be informed of this policy in student and employee handbooks, on the district website and student registration materials. A poster summarizing the policy shall also be posted in a prominent location at each school.  
	 
	 All employees shall receive information about this policy and regulation at least once a year.  
	 
	 Principals in each school shall be responsible for informing students and staff on a yearly basis of the terms of this policy, including the procedures for filing a complaint and information about the impact of bullying on the target and bystanders.  
	 
	Training 
	 
	 Training needs in support of this bullying prevention and intervention program will be reflected in the district’s annual professional development plan, in new teacher orientation, in curriculum and will be considered in the budget process. Administrative employees and other staff, such as counselors or social workers who have specific responsibilities for investigating and/or resolving complaints of bullying shall receive yearly training to support implementation of this policy, regulation and on related 
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	Dignity Act Coordinators 
	 
	I.  Dignity Act Coordinators 
	 A.   District level Coordinator:  Assistant Superintendent for Curriculum and Instruction  
	 B.   Elementary level 
	 1.  Investigation:   
	 Principal or Principal’s designee 
	 Principal or Principal’s designee 
	 Principal or Principal’s designee 


	 2.  Remediation:    
	 School Counselor or Principal’s designee (i.e. classroom teacher, school psychologist) 
	 School Counselor or Principal’s designee (i.e. classroom teacher, school psychologist) 
	 School Counselor or Principal’s designee (i.e. classroom teacher, school psychologist) 


	 C.  Junior High level 
	                    1.  Investigation:  
	 Principal or Principal’s designee  
	 Principal or Principal’s designee  
	 Principal or Principal’s designee  


	   2.  Remediation:    
	 Student Assistance Counselor: coordinates programs,  interventions,  professional development 
	 Student Assistance Counselor: coordinates programs,  interventions,  professional development 
	 Student Assistance Counselor: coordinates programs,  interventions,  professional development 

	 Guidance Counselors:  continue in their presentation of current bullying/harassment programs and counseling provided to students 
	 Guidance Counselors:  continue in their presentation of current bullying/harassment programs and counseling provided to students 


	 D.  High School level 
	     1.  Investigation:   
	 Hall Principals or Dean of Students 
	 Hall Principals or Dean of Students 
	 Hall Principals or Dean of Students 


	     2.  Remediation:    
	 Student Assistance Counselor  
	 Student Assistance Counselor  
	 Student Assistance Counselor  
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	North Colonie Central Schools 
	Shaker High School 
	Shaker Junior High School 
	Incident Report Form 
	 
	Your Name:  ____________________________       Today’s Date:  ___________ 
	 
	Who is bullying you?  __________________________________ 
	(If you don’t have a name, that’s okay) 
	 
	How often has this person harassed or bullied you?  ___________________ 
	 
	Describe what happened:   ______________________________________________________ 
	 
	____________________________________________________________________________ 
	 
	____________________________________________________________________________ 
	 
	___________________________________________________________________________** 
	 
	When did it happen?  ____________________________________________________ 
	 
	Where did it happen?  ____________________________________________________ 
	 
	How threatened do you feel by this person?  (Circle one) 
	 
	 Irritated   Embarrassed    Worried     Frightened            Fearful 
	 
	Did anyone witness this incident?  ______________________________________ 
	 
	Do you have evidence of this harassment?  (texts, voicemails, Facebook/twitter posts) 
	 
	Did anyone assist you with this report?  If yes, who?  ___________________________________ 
	 
	 
	 
	**I certify that all statements on this form are accurate and true to the best of my knowledge. 
	 
	____________________________________________ 
	           signature 
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	Keep this portion for yourself. 
	 
	Date I turned my form in __________ 
	 
	What will happen next? 
	 An administrator or counselor will review your report and you will be contacted  promptly.  Your identity  will not be revealed to the person whose behaviors concern you, and you will  not have to meet with him  or her unless you make that choice. 
	 
	A safety plan you can start right away: 
	 Tell the person to stop in a loud voice to draw attention and get away as best you can. 
	 Tell the person to stop in a loud voice to draw attention and get away as best you can. 
	 Tell the person to stop in a loud voice to draw attention and get away as best you can. 

	 For the time being, try to avoid areas where you might encounter that person. 
	 For the time being, try to avoid areas where you might encounter that person. 

	 Keep a record of what has been happening. 
	 Keep a record of what has been happening. 

	 In the case of cyber-bullying, print or write down information that you recall. 
	 In the case of cyber-bullying, print or write down information that you recall. 

	 Keep evidence:  damaged property, emails, text messages, etc. 
	 Keep evidence:  damaged property, emails, text messages, etc. 

	 Do not blame yourself and stay cool. 
	 Do not blame yourself and stay cool. 

	 Feel free to go into any teacher’s classroom if you feel threatened. 
	 Feel free to go into any teacher’s classroom if you feel threatened. 

	 Allow your teacher or guidance counselor to email your other teachers to be looking out for you. 
	 Allow your teacher or guidance counselor to email your other teachers to be looking out for you. 

	 Tell others that you are having a difficult time.  People are here to help. 
	 Tell others that you are having a difficult time.  People are here to help. 
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	Confidential Report Form 
	 
	Please use this form to report incidents of bullying which you believe are occurring in our school.  The   information that you share will NOT be shared with other students.  By helping us know what to look for, adults can be “assigned” to place where bullying occurs and reduce the chances that bullying will  happen.   
	 
	1. What is your role? 
	1. What is your role? 
	1. What is your role? 


	_____ student 
	_____ staff member 
	_____ parent 
	2. If this is an elementary complaint, which is your school? 
	2. If this is an elementary complaint, which is your school? 
	2. If this is an elementary complaint, which is your school? 


	_____ Blue Creek 
	_____ Boght Hills 
	_____ Forts Ferry 
	_____ Latham Ridge 
	_____ Loudonville 
	_____ Southgate 
	3. If this is a junior high complaint, which is your hall? 
	3. If this is a junior high complaint, which is your hall? 
	3. If this is a junior high complaint, which is your hall? 


	_____ Calhoun 
	_____ Clay 
	_____ Houston 
	_____ Norris 
	4. If this is a high school complaint, which is your hall? 
	4. If this is a high school complaint, which is your hall? 
	4. If this is a high school complaint, which is your hall? 


	_____ LaFollette 
	_____ Taft 
	5. If possible, please give the name of the student(s) who you believe is bullying others.  If you don’t know, please type in “don’t know” 
	5. If possible, please give the name of the student(s) who you believe is bullying others.  If you don’t know, please type in “don’t know” 
	5. If possible, please give the name of the student(s) who you believe is bullying others.  If you don’t know, please type in “don’t know” 


	______________________________________ 
	6. Please describe the bullying actions you have witnessed by the person named in question #5. 
	6. Please describe the bullying actions you have witnessed by the person named in question #5. 
	6. Please describe the bullying actions you have witnessed by the person named in question #5. 


	______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
	7. How would you categorize such actions? 
	7. How would you categorize such actions? 
	7. How would you categorize such actions? 


	_____ irritating 
	_____ embarrassing 
	_____ worrying 
	_____ frightening 
	_____ alarming (please contact an adult in the school immediately) 
	8. Where are you witnessing the bullying?  Please be as specific as possible.  For example, “In the hallway between the library and the cafeteria” 
	8. Where are you witnessing the bullying?  Please be as specific as possible.  For example, “In the hallway between the library and the cafeteria” 
	8. Where are you witnessing the bullying?  Please be as specific as possible.  For example, “In the hallway between the library and the cafeteria” 


	_____________________________________________________________________________ 
	 
	9. When are you witnessing this behavior?  Please list all the different times if this occurs throughout the school day.  For example, “Right after the last lunch” 
	9. When are you witnessing this behavior?  Please list all the different times if this occurs throughout the school day.  For example, “Right after the last lunch” 
	9. When are you witnessing this behavior?  Please list all the different times if this occurs throughout the school day.  For example, “Right after the last lunch” 


	_____________________________________________________________________________ 
	 
	 
	 
	10. Would you like to give us your name?  (Without a way to verify or gather further information about this complaint, we may not be able to address or investigate the situation as fully as possible.)  We will not reveal your name to students. 
	10. Would you like to give us your name?  (Without a way to verify or gather further information about this complaint, we may not be able to address or investigate the situation as fully as possible.)  We will not reveal your name to students. 
	10. Would you like to give us your name?  (Without a way to verify or gather further information about this complaint, we may not be able to address or investigate the situation as fully as possible.)  We will not reveal your name to students. 


	_____________________________________________________________________________ 
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	Please make sure that all the required fields are filled out to the best of your ability.  The more detail you give, the easier it will be for the school to address these behaviors.  If you believe this to be an emergency, please see a teacher, counselor, or administrator immediately. 
	 
	Please remember that in a written instrument, any student who knowingly makes a false statement which such person does not believe to be true has committed the code of conduct infraction of lying to school personnel. 
	 
	 
	What will happen next? 
	 An administrator or counselor will review your report and you will be contacted  promptly.  Your  identity will not be revealed to the person whose behaviors concern you, and you will not have  to meet with him or her unless you make that choice. 
	 
	A safety plan you can start right away: 
	 Tell the person to stop in a loud voice to draw attention and get away as best you can. 
	 Tell the person to stop in a loud voice to draw attention and get away as best you can. 
	 Tell the person to stop in a loud voice to draw attention and get away as best you can. 

	 For the time being, try to avoid areas where you might encounter that person. 
	 For the time being, try to avoid areas where you might encounter that person. 

	 Keep a record of what has been happening. 
	 Keep a record of what has been happening. 

	 In the case of cyber-bullying, print or write down information that you recall. 
	 In the case of cyber-bullying, print or write down information that you recall. 

	 Keep evidence:  damaged property, emails, text messages, etc. 
	 Keep evidence:  damaged property, emails, text messages, etc. 

	 Do not blame yourself and stay cool. 
	 Do not blame yourself and stay cool. 

	 Feel free to go into any teacher’s classroom if you feel threatened. 
	 Feel free to go into any teacher’s classroom if you feel threatened. 

	 Allow your teacher or guidance counselor to email your other teachers to be looking out for you. 
	 Allow your teacher or guidance counselor to email your other teachers to be looking out for you. 

	 Tell others that you are having a difficult time.  People are here to help. 
	 Tell others that you are having a difficult time.  People are here to help. 


	 
	 
	Adopted:  June 18, 2012 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	NORTH COLONIE         #5312.4-E.5 
	 
	TARGETED PERSON INTERVIEW FORM 
	 
	Date: _____________________________________________________________ 
	Targeted Person: ____________________________________________________ 
	Reported by: _______________________________________________________ 
	Interviewer’s Name/Position: ___________________________________________ 
	 
	1) Tell me what happened. 
	1) Tell me what happened. 
	1) Tell me what happened. 

	2) Was anyone else involved in the situation? 
	2) Was anyone else involved in the situation? 

	3) Is this the first time you’ve had a problem with this person? 
	3) Is this the first time you’ve had a problem with this person? 


	If yes…Tell me about it. 
	4)   (establish trust/rapport with the victim) I understand why you are so upset.  I will be here to help  
	       you. 
	5)    Did you ever report the prior incidences?  (If so…. to whom …) 
	6)    Why do you think this happened now? 
	7)    What do you WISH would happen now? 
	8)    Who else witnessed this event? 
	9)    Did anyone try to help? 
	10)  Were there any adults in the area when this happened? 
	11)  What do you think (accused person’s name) will say about what happened? 
	12)  Is there anything else you want to tell me? 
	13)  I am proud of you for reporting this incident.  I am going to conduct an investigation and let your  
	        parents know what happened.  When I have all the information, I will call you back to the office to        
	        make sure you know it has been taken care of.  Feel free to come back and talk about this anytime.  
	14)  Do you feel comfortable going back to class now? (if answer is no, ask, “why not?”) 
	SCHOOL PROVIDES SUPPORT IF STUDENT DOES NOT FEEL SAFE. 
	 
	Adopted:   June 18, 2012 
	 
	 
	 
	 
	NORTH COLONIE         #5312.4-E.5 
	 
	ACCUSED PERSON INTERVIEW FORM 
	 
	Date: _____________________________________________________________ 
	Accused Person: ____________________________________________________ 
	Reported by: _______________________________________________________ 
	Interviewer’s Name/Position: ___________________________________________ 
	 
	4) I heard there was a situation (i.e. on the bus).  I am here to resolve this situation.  I will be fair and listen to all sides. 
	4) I heard there was a situation (i.e. on the bus).  I am here to resolve this situation.  I will be fair and listen to all sides. 
	4) I heard there was a situation (i.e. on the bus).  I am here to resolve this situation.  I will be fair and listen to all sides. 

	5) Tell me what happened. 
	5) Tell me what happened. 

	6) Was anyone else involved in the situation? 
	6) Was anyone else involved in the situation? 

	7) Is this the first time you’ve had a problem with this person? 
	7) Is this the first time you’ve had a problem with this person? 


	If yes…Tell me about it. 
	5)    Did you ever report the prior incidences?  (If so…. to whom …) 
	6)    Why do you think this happened now? 
	7)    Who else witnessed this event? 
	8)    Did anyone try to help? 
	9)    Were there any adults in the area when this happened? 
	10)  What do you think (person who reported this) will say about what happened? 
	11)  Is there anything else you want to tell me? 
	12)  What do you think should happen now? 
	13)  I am going to conduct an investigation and when I have all the information, I will call you back   
	to the office to let you know what the next step will be.  I will be calling your parents to let them know we spoke. 
	14)  Is there anything else you’d like to say at this time? 
	15)  You are not to approach (the person who reported this) in any way until I get back to you… Is  
	       this clear?  Do you have any questions? 
	 
	Adopted:     June 18, 2012 
	 
	 
	 
	 
	NORTH COLONIE                           #5312.4-E.5           
	 
	 
	BYSTANDER INTERVIEW FORM 
	 
	Date: _____________________________________________________________ 
	Bystander Name: ____________________________________________________ 
	Reported by: _______________________________________________________ 
	Interviewer’s Name/Position: ___________________________________________ 
	 
	1) I heard there was a situation (i.e. on the bus).  I am here to resolve it. 
	1) I heard there was a situation (i.e. on the bus).  I am here to resolve it. 
	1) I heard there was a situation (i.e. on the bus).  I am here to resolve it. 

	2) Tell me what happened. 
	2) Tell me what happened. 

	3) Was anyone else involved in the situation? 
	3) Was anyone else involved in the situation? 

	4) Is this the first time you’ve seen or known about a problem between these people? 
	4) Is this the first time you’ve seen or known about a problem between these people? 


	If yes…Tell me about it. 
	5)    Did you ever report the prior incidences?  (If so…. to whom …) 
	6)    Why do you think this happened now? 
	7)    Who else witnessed this event? 
	8)    Did anyone try to help? 
	9)    Were there any adults in the area when this happened? 
	10)  Is there anything else you want to tell me? 
	11)  Are you worried about anything related to this situation? 
	12)  Thank you for helping me to understand what happened. 
	 
	Adopted:  June 18, 2012 
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	P.M. Bus Supervision 
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	To provide adequate supervision at dismissal and to prevent cutting across driveways and parking   
	To provide adequate supervision at dismissal and to prevent cutting across driveways and parking   
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	lots, we will assign five staff members to the supervisory stations listed below.  Since both junior 
	lots, we will assign five staff members to the supervisory stations listed below.  Since both junior 
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	Spring 
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	Stevens 
	Stevens 

	Stott 
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	S.J.H.S. STAFF LISTING 2018-2019 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CALHOUN 
	CALHOUN 

	CLAY 
	CLAY 

	HOUSTON 
	HOUSTON 

	NORRIS 
	NORRIS 


	English 
	English 
	English 

	Mrs. Mailloux 
	Mrs. Mailloux 

	Ms. Patenaude  
	Ms. Patenaude  

	Ms. Hamilton 
	Ms. Hamilton 

	Mrs. Basile 
	Mrs. Basile 


	Social Studies 
	Social Studies 
	Social Studies 

	Mr. Wallingford  
	Mr. Wallingford  

	Ms. Allard 
	Ms. Allard 

	Mr. Harris 
	Mr. Harris 

	Mr. Myer 
	Mr. Myer 


	Mathematics 
	Mathematics 
	Mathematics 

	Ms. Howard  
	Ms. Howard  

	Mr. Moffre 
	Mr. Moffre 

	Mrs. Matthews 
	Mrs. Matthews 

	Mrs. Lindhurst 
	Mrs. Lindhurst 


	Science 
	Science 
	Science 

	Mr. Gara  
	Mr. Gara  

	Ms. Heath 
	Ms. Heath 

	Mrs. Strouse 
	Mrs. Strouse 

	Mr. Salvi 
	Mr. Salvi 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	GRADE 8 
	GRADE 8 
	GRADE 8 

	CALHOUN 
	CALHOUN 

	CLAY 
	CLAY 

	HOUSTON 
	HOUSTON 

	NORRIS 
	NORRIS 


	English 
	English 
	English 

	Mrs. Favro  
	Mrs. Favro  

	Mr. Bedell 
	Mr. Bedell 

	Mrs. Froehlich 
	Mrs. Froehlich 

	Mr. Edgar 
	Mr. Edgar 


	Social Studies 
	Social Studies 
	Social Studies 

	Mr. Berti  
	Mr. Berti  

	Mrs. Peterson 
	Mrs. Peterson 

	Mr. Coughlin 
	Mr. Coughlin 

	Mrs. Kerr 
	Mrs. Kerr 


	Mathematics 
	Mathematics 
	Mathematics 

	Ms. Beach  
	Ms. Beach  

	Mrs. Schanz 
	Mrs. Schanz 

	Ms. Rossi 
	Ms. Rossi 

	Mrs. Carroll 
	Mrs. Carroll 


	Science 
	Science 
	Science 

	Mrs. Burke  
	Mrs. Burke  

	Mrs. Bischoping 
	Mrs. Bischoping 

	Mrs. N. Burke 
	Mrs. N. Burke 

	Mrs. Bullis 
	Mrs. Bullis 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	Additional Positions 
	Additional Positions 
	Additional Positions 

	Science Lab– Mr. Burch 
	Science Lab– Mr. Burch 

	Math – Mrs.Lotito 
	Math – Mrs.Lotito 

	English - Mrs. Ktenas 
	English - Mrs. Ktenas 

	 
	 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	Guidance Counselors 
	Guidance Counselors 
	Guidance Counselors 

	Ms. Suarez 
	Ms. Suarez 

	Ms. Hayes  
	Ms. Hayes  

	Mrs. Demeter 
	Mrs. Demeter 

	Mr. Spring 
	Mr. Spring 


	 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


	Administration/Clerical 
	Administration/Clerical 
	Administration/Clerical 
	Dr. Moore, Building Principal 
	Main Office:  Mrs. VanAppledorn 
	Attendance:   ___________ 
	Guidance:      Mrs. Babbitt 
	 
	Mr. Zadoorian, Hall Principal 
	Calhoun & Clay 
	Mrs. Ahl – Hall Secretary 
	 
	Mrs. Lange, Hall Principal 
	Houston & Norris 
	Mrs. Molinaro– Hall Secretary 
	 
	Pupil Services 
	Mrs. Bissell, SPED Supervisor 
	Mrs. Potter - Clerical 
	 
	 
	Support Staff 
	Mrs. Angell, Student Asst. Counselor 
	Dr. Fajen, School Psych. 
	Mrs. Baker, Schoo, Psych. 
	Mrs. Healey, Speech 
	Ms. McBride,OT 
	Ms. Marshall, OT/PT 
	Mrs. Schneider, School Nurse 
	Mrs. Sail, School Nurse 
	Mrs. Nelson, Computer Aide  
	Ms. Murray, Permanent Sub 
	___________, Permanent Sub 

	Self-Contained 
	Self-Contained 
	Mrs. Eick 
	 
	ASC I  
	Mrs. McAvoy 
	 
	Resource Rooms 
	Mr. Bell 
	Mrs. Dennis 
	Mrs. Englat  
	Ms. Faraci 
	Mr. Mochi 
	Mrs. Pahl 
	Mrs. Ring 
	Ms.Via 
	 
	REACH  
	Mrs. Maynard, Coordinator 
	 
	ENL 
	Mrs. Klopott  
	Mrs. Ktenas   

	Art 
	Art 
	Mr. Haacker 
	Mr. Hanley 
	Mrs. Lancaster 
	Mrs. Manzella 
	 
	Health 
	Mrs. Lashmet 
	Mrs. Gannon 
	 
	Foreign Language 
	Mrs. Blau 
	Mrs. Brandt  
	Ms. Detmer 
	Mrs. Katz 
	Mrs. Lanni 
	Mrs. Majewski 
	Ms. Shkaf 
	Ms. Tucci 
	Mrs. Weiss 
	 
	 
	Reading &  
	Fundamental ELA 
	Mr. Birge 
	Mrs. Germinerio 
	Ms. Best 
	 
	 

	Family and Consumer Sciences 
	Family and Consumer Sciences 
	Ms. Henry 
	Mrs. Lowe 
	Mrs. McGowan 
	 
	Music 
	Ms. Burke 
	Mr. Chouiniere 
	Ms. Slater-Suzuki 
	Mr. Vasilakis 
	Mr. Williams 
	 
	Physical Education 
	Mr. Ambrosio 
	Mr. Ripepi 
	Mrs. Shortle 
	Ms. Stevens 
	 
	Technology 
	Mr. Barner 
	Mr. Christiansen  
	Mr. Mastaitis 
	Mr. Navratil 
	Mr. Uline 

	Library 
	Library 
	Ms. Stott 
	Ms. Armbruster 
	Mr. McCarthy,Clerical 
	 
	Cafeteria Aides: 
	Mrs. DeRizzo 
	Ms. Stack 
	Ms. Talarico 
	 
	Custodial Staff 
	Mr. Hogan 
	Mr. Baggetta 
	 




	 
	 
	HOMEROOM/HALL ASSIGNMENTS 2018/2019 
	                                                      9/6/18 
	Anyone not listed should see one of the hall principals for assignment. 
	 
	The two people assigned to each homeroom should work together to address homeroom responsibilities and hall supervision.  Having such an increased adult presence in the halls each morning should provide a greater sense of security while ensuring that homeroom is a productive start to the day.   
	 
	                                         GRADE 7                                                           GRADE 8______________________        
	 
	Block  Room Teacher   Block  Room Teacher   
	 
	Calhoun B202 D. Wallingford   Calhoun B203 A. Favro 
	   T. Mesick      T. Henry 
	  B206 E. Mailloux     B208 J. Berti 
	   J. Weiss       E. Ripepi 
	  B204 D. Howard     B205 J. Beach 
	   M. Lowe      B. Christiansen 
	  B209 J. Gara      B210 H. Burke 
	   J. Hanley      M. Burch 
	 
	Clay  B103 J. Allard    Clay  B106 K. Peterson 
	   M. Ambrosio      D. Ktenas 
	  B104 C. Patenaude     B102 R. Bedell 
	   J. Lanni       C. Germinerio  
	  B105 M. Moffre     B108 T. Schanz 
	   D. Healey      M. Lancaster (Kotarski) 
	  B109 A. Heath     B110 K. Bischoping 
	   T. Maynard      D. Burke 
	  
	Houston C104 S. Harris   Houston C101 S. Rossi 
	   S. Majewski      S. Birge 
	  C105 M. Hamilton     C102 C. Froehlich 
	 A. Klopott      A. Shortle 
	  C106 K. Matthews     C103 P. Coughlin 
	   D. Armbruster      O. Williams 
	  C109 S. Strouse     C110 N. Burke 
	   L. Stevens      H. Lotito 
	 
	Norris  C202 H. Lindhurst   Norris  C204 M. Kerr 
	   J. Tucci       K. Dornan-Hewitt 
	  C203 C. Myer      C206 E. Carroll 
	   E. Slater-Suzuki      L. Lashmet 
	  C205 J. Basile      C208 J. Edgar 
	   D. Chouiniere      H. Barner 
	  C209 W. Salvi      C210 L. Bullis 
	   H. Blau       D. Vasilakis 
	 
	 
	 (Letter in ( ) indicates hall assignments) 
	Unassigned:  L. McAvoy  (H), E. Mastaitis (Y), J. Stott (C), C. Uline (H), R. Pahl (Y), G. Via (C), K. Dennis (N),  
	M. Mochi (N), G. Bell (H), N. Eick, E. McGowan (C), C. Feraci (Y), M. Englat (N), K. Ring ( C), Teach Aides (TBD) 
	Unassigned @ HS in am:  E. McGowan ( C), A, Haacker (H), C.J. Gannon (N), M. Brandt (N), K. Navratil (Y)  
	       
	 
	VI. EMERGENCIES 
	 
	 Any situation which potentially endangers the health and safety of the occupants in this building are classified as emergencies.  The principal is responsible for the safety of all persons in the building.  Emergency situations require absolute discipline for students and faculty.  The following procedures have been established in anticipation for some of the situations which might arise.  Faculty members must be familiar with the procedures established here so that they may act promptly and effectively. 
	 
	A. Accidents 
	 
	  If a student is injured in some manner: 
	 
	l. A student should be sent for the school nurse immediately. 
	2. The hall principal should be notified immediately. 
	3. No attempt should be made to move the student to the Health Office. 
	   4. An accident form must be filled out in duplicate on the same day by the supervising 
	       teacher. 
	 
	  If a student becomes ill in class, he should be sent to the Health Office immediately.  Another student should be sent with the ill child to summon aid if it should be needed. 
	 
	  The North Colonie Emergencies Procedure for Approved First Aid Methods Instructions are to be posted in physical education offices, the health office, and teacher offices.  Teachers should consult these instructions. 
	 
	B. Student Orderly Exit Regulations – Regulation # 8132-R 
	 
	  1. “Leave building orderly, in pairs, quickly and quietly - using proper stairs and exits.  Each teacher will supervise his or her own group to designated safety area. 
	 
	  2. Teachers who have no classes at the time the fire signal sounds should step into the 
	   
	  3. All teachers should see that the windows in the various rooms - as well as the doors – are closed in order to avoid the updraft that has been so dangerous in other fires. 
	 
	  4. Teachers should see that all disabled students are assisted from the building. 
	 
	  5. The woman and man teacher nearest each girls' and boys' lavatory and rest room should inspect these rooms for occupants immediately after the last student has left his classroom. 
	 
	  6. Each teacher should know which rooms adjacent to his are unoccupied each period of the day - and inspect those rooms for occupants immediately after the last student has left his classroom. 
	  
	  7.    In case it is noticed that any classrooms have not heard the fire alarm, they should be notified by teachers in adjacent rooms. 
	 
	  8. Do not attempt to salvage anything such as books.  Do not carry any article which might be dropped and result in someone tripping.  Girls should take their purses with them.” 
	 
	C. Specific Instructions for Various Events 
	 
	The PA/Intercom system has several features for the promotion of security and safety in out school.  These features include: 
	 
	 
	- Individual classroom paging/announcements 
	- Zoned paging/announcements (by hall, wing, etc.) 
	- Individual room monitoring 
	- Front office call buttons (“panic buttons”) 
	- Several tone signals that can be designated for a variety of special meanings if    
	  desired 
	- Ability to play tapes and CD’s to target areas or school-wide 
	 
	Normal announcements from the office microphone are broadcast with no introductory tone.  (Volume control is the Phillip’s head screw on the call button panel) 
	 
	A single “ding” precedes school-wide pages and announcements made from the telephone at the switchboard. 
	 
	When your room is being individually paged, you will hear a double tone (ding-dong).  The room monitor comes on automatically and you may answer by talking out.  Generally, you do not need to approach the speaker to be heard by the office.  There is an audible hang-up when the monitor is deactivated.  If your room is being monitored, there is a low tone sounded every minute so you know the monitor is on. 
	 
	Your office call button rings a phone at the switchboard.  To call the receptionist or answer a school-wide page, press the button down a single stroke.  When the office answers, speak normally.  This feature is for urgent calls only and not meant to be used just to save a trip to the office.  Most calls for assistance can be handled this way.  If you have a personal emergency and need immediate room monitoring, the receptionist can monitor your room with an open mike if needed. 
	 
	A major crisis or medical emergency can be called by pressing and releasing the call button FOUR TIMES QUICKLY.  This will flag the call to the office as an emergency on the switchboard display.  If the office does not answer within 3 rings of the phone, your room number will be broadcast school-wide so that the nearest staff member can come to your aid.  Your monitor will not be broadcast beyond the office.  You should attend to the emergency immediately since the room monitor can pick up your voice anywhe
	 
	In the event that you hear a school-wide room number broadcast, listen to the room number.  If you are the nearest staff member available, respond to the room to see if you can assist.  Make note that the room emergency announcement is a computer voice declaring, for example, “TWO-TWO-ONE-ZERO”.  This means that the emergency is in zone 2, room 210.  You should know your zone number! 
	 
	- A-wing is zone 1 - Office, music, home/careers, multi-purpose room and  
	  auditorium 
	- B-wing is zone 2 - Calhoun and Clay Halls 
	- C-wing is zone 3 - Houston and Norris Halls 
	- D-wing is zone 4 - Technology, gym, cafeteria, and library. 
	 
	1. Procedures for Evacuations 
	 
	  a. Regular Fire Drill Evacuation Protocol 
	 
	1. After announcement FULLY OPEN BLINDS and CLOSE WINDOWS.  LAST ONE OUT CLOSES THE DOOR.  TURN OFF LIGHTS/GAS.  Know primary and alternative evacuation routes. 
	1. After announcement FULLY OPEN BLINDS and CLOSE WINDOWS.  LAST ONE OUT CLOSES THE DOOR.  TURN OFF LIGHTS/GAS.  Know primary and alternative evacuation routes. 
	1. After announcement FULLY OPEN BLINDS and CLOSE WINDOWS.  LAST ONE OUT CLOSES THE DOOR.  TURN OFF LIGHTS/GAS.  Know primary and alternative evacuation routes. 

	2. Teachers should take their CLASS ATTENDANCE ROSTER when evacuating the building.  Attendance should be taken once the class has reached its designated evacuation location.  NO TALKING during ENTIRE drill so extra instructions can be heard. 
	2. Teachers should take their CLASS ATTENDANCE ROSTER when evacuating the building.  Attendance should be taken once the class has reached its designated evacuation location.  NO TALKING during ENTIRE drill so extra instructions can be heard. 


	 
	 
	3. If an adjacent room is unoccupied, turn off the lights and shut the door. 
	3. If an adjacent room is unoccupied, turn off the lights and shut the door. 
	3. If an adjacent room is unoccupied, turn off the lights and shut the door. 

	4. Students should not move until told to do so by their teacher.  Bathrooms should also     
	4. Students should not move until told to do so by their teacher.  Bathrooms should also     


	                       be checked by male and female staff members during exiting procedures.  Teachers       
	                       should actively supervise students as they evacuate the building 
	 
	  5.  Students and faculty should return to their classes only after they are directed to do     
	                       so via the P.A. system.  
	  
	b. Guidelines for Disabled Students During Fire & Shelter Emergency Situations 
	 
	 1. Each disabled student must have assistance available during all emergency situations. 
	 Students with disabling conditions affecting their legs, feet, arms, hands, sight or hearing 
	 must receive appropriate assistance.  Assist down stairs, no elevators.  Wheelchairs must 
	 be carried down by assigned adults. 
	 
	 c. Lockdown Protocol 
	 
	 1.  A PA, television, or verbal announcement will direct to “FOLLOW LOCKDOWN.” 
	   2.  Check the corridor for any students in the hall, bring them into the nearest classroom       
	                       and LOCK CLASSROOM DOORS.  Do not open the door or leave the room until told       
	                       ALL CLEAR over the P.A. system. 
	 3.  TURN OFF LIGHTS.  CLOSE BLINDS AND CLOSE/LOCK WINDOWS.  Students and      
	           teacher should gather in a safe area away from the line of sight of the corridor.  Cover       
	          any hall window to prevent sight into classroom.   
	4.  Maintain silence, stay in place until you receive the ALL CLEAR announcement via  
	              the P.A. system.  
	 
	 d. Severe Weather Protocol 
	 
	 1.  A P.A. o television announcement will direct to “TAKE SHELTER”. 
	 2. WINDOWS ARE TO BE CLOSED, BLINDS CLOSED, LIGHTS ARE TO BE TURNED       OFF and DOORS CLOSED. 
	 3. Students and teachers are to move to ground floor hallways AWAY FROM DOORS      
	    AND GLASS AREAS. 
	 4. Once students have reached their designated shelter area, they should sit or stand as     
	     instructed and remain silent. 
	 
	  e.  Lockout Protocol 
	 
	This is a procedure which allows the school to continue with the normal school day, but curtails outside activity, and allows no unauthorized personnel into the building. 
	 
	 1. P.A. announcement to indicate a lockout has been implemented.  
	 2. Classes which are outside should immediately re-enter the school building. 
	 3. Administrators/custodians/assigned staff – lock and secure all exterior doors and       
	                  entrances. 
	 4. Monitor main entrance and allow only AUTHORIZED personnel into building. 
	 5. CLOSE BLINDS 
	 6. Continue until the ALL CLEAR is given via the P.A.  
	 
	 f.  Shelter in Place 
	 
	 1. Teachers and staff in classroom or other general use areas should check the       
	                     corridors for students and bring them in.  LOCK CLASSROOM DOORS.  Classes       
	                     that are outside should be brought inside to a secure area. 
	 2. Teachers should conduct a visual scan of their rooms for anything new or out of     
	                     place.  If something is found, use the emergency call button to contact the Main        
	                     Office.   
	 
	 
	 3. Maintain students in the secure areas.  Continue instruction/conduct business as     
	                    usual until the ALL CLEAR is given via the P.A.  
	 4. When Sheltering in Place, DO NOT LEAVE ROOMS OR EXIT THE BUILDING unless      directed to do so via the P.A. 
	 5. Children who are ill:  use the call button.  Office staff will contact the school nurse,     
	                    who will come to you. 
	 
	  g.   Hold in Place 
	   
	1. ____ 
	1. ____ 
	1. ____ 


	 
	 h.  In-Building Relocation Protocol 
	 
	 1. Check corridor for students and bring them into classroom.  Lock doors. 
	 2. Follow directions as given via the P.A.  
	 3. Do not leave rooms or exit the building unless directed to do so via the P.A.  
	 
	2. Specific Instructions for Shaker Junior High School Fire Drills 
	 
	  A fire drill is indicated by the fire alarm bell.  Fire drills will be conducted periodically as directed by law.  Specific directions for vacating the building are to be found in each of the classrooms.  It is the responsibility of all faculty members to assist in clearing the building and in supervising the students while they are out of the building and upon their return. 
	 
	  When the fire alarm sounds, there is to be no talking by anyone except to give directions to students.   This absolute silence is to be maintained by faculty and students until the return to the building and the close of the drill has been announced. 
	 
	  Those teachers who are in class at the time an alarm sounds are to exit their students as per instructions in each classroom, in single file to the area designated, and are to remain with those students until they return.  Before leaving the classroom, be sure all windows and doors have been closed.  Bring your attendance register with you.  When students are in the designated areas, classroom teachers should make a roll check immediately and be prepared to report absentees if, and as, called for on the P
	 
	  Any faculty member not in class at the time an alarm sounds is to immediately assist in the evacuation of students via the nearest exit and are to remain with those students until those students return to class. 
	 
	  Teachers in the "05" room and the "09" science room in each wing are to check the lavatories to be certain they are evacuated. 
	 
	  Precautions should be taken to insure that the building is totally empty of students.  In order to insure that we have evacuated the building, Guidance Counselors/Building Emergency Response Team members will be responsible to ensure that the halls/bathrooms and building are vacant.  This check should be made as soon as students are clear of the building; report to main office when check is complete. 
	 
	 The only personnel who are to be in the building are the principal, the hall principals (once the building has been cleared), the principal's secretary, the switchboard operator, and the custodians.  All other persons are to be away from the building in the areas designated for students. 
	 
	D. Bomb Calls 
	 
	  In the event that a bomb threat telephone call is received the building may be evacuated, or part of the building may be evacuated.  The fire alarm will not be used.  Instead, directions will 
	be given via the PA system.  An announcement will be made over the PA which will include the phrase, "This will be an extended fire drill."  This will serve as a code to the faculty notifying them of the cause of the evacuation.  Directions will also be given concerning apparel for students dependent upon the weather.  If this should occur during inclement weather, students  
	 
	 
	 will probably be instructed to go to their lockers, get their coats leaving their locker door open, and return to homeroom before the fire alarm bell is sounded.  In good weather students will go directly from the classrooms. 
	 
	 Teachers in the building at the time of the announcement of an "extended fire drill" are to make a quick visual check of the room in which they find themselves at that time.  This does not include opening desks, cabinets, or anything of the sort, but as merely a quick look around for any unusual objects.  If any were found they should be reported to the main office.  Teachers should lock their door after searching as a signal that the room has been searched. 
	 
	  Once the students are out of the building, the procedure will be in the hands of the police.  The degree of the search and the personnel to be employed in the search will depend upon the nature of the telephone call (i.e.  child's voice, frequency of calls, etc.). 
	 
	 E.  Student Disruptions 
	 
	  In the event of student disruptions, notify the administration.  Students not returning to class will face disciplinary action. 
	 
	 1. You are to attempt to continue your lesson plans for the day. 
	  2. In the event that students attempt to leave your room, you are to instruct them to     
	                       remain  in the classroom and remain seated. 
	  3. In the event that a student should ignore your instructions, do not attempt to use     
	physical means of restraining him. 
	4.    Attendance is critical.  Be sure you know who is in your room and the absences of                    
	 those who would normally be in your room. 
	  
	 F.  Power Outage 
	 
	  A loss of power will automatically trigger the fire alarm in the fire stations and emergency vehicles will be dispatched.  It also means that we have lost the PA as a means of communicating. As loss of power could indicate a fire or other dangerous situation, it is extremely important that we establish a means of communicating and that we have all students under direct supervision.  Should this situation occur: 
	 
	  1. All teachers who are directly involved with students (classes, lunch, small groups) should continue with instruction but should open classroom doors and be certain that there is very little noise or activity which could interfere with communications passed along. 
	 
	  2. All staff not directly involved with students should go to the corridors and spread out throughout the building so that any instructions issued from the main office could be transmitted to all classes and staff in the entire building. 
	 
	 G.  Other Emergencies 
	 
	 Medical and other emergencies:  Hit and release your office call button FOUR TIMES QUICKLY.  This will ensure assistance either from the front office or the nearest staff member.  Send a student as backup.  Attend to the emergency, the room monitor will pick up your voice anywhere in the room, you do not have to hold the call button to talk.  In fact, this will interfere with talking/listening.  If you hear a room number announcement and you are the nearest staff member available, please assist your collea
	 
	 
	In case of seizure:  Clear the area around the patient.  If they are not choking or blocked breathing, DO NOT touch them or interfere if they are safe from harm.  Concern about holding the tongue down is NOT current procedure.  Get help. 
	 
	Bleeding, bodily fluids:  All staff are supposed to have pathogen kits of latex gloves.  Taping a zip-lock bag of gloves near your emergency call button is a good way of having them handy in an emergency.   
	 
	Threat of Violence:  Possible PA announcement, either school-wide or by zone.  LISTENING for direction is key.  Prepare for unusual procedures.  When in doubt, take cover in your room with the doors and windows LOCKED and blinds down and closed.  STAY ON THE FLOOR.  Remain calm and in control of your students.  If you detect a threat, secure yourself in the nearest room and use that room’s call button to inform the office that there is an emergency. 
	 
	General School Safety:   
	 
	 School safety is everyone’s concern. 
	 School safety is everyone’s concern. 
	 School safety is everyone’s concern. 


	 
	 If you need to call an ambulance or police from our phones, Dial 9-911. 
	 If you need to call an ambulance or police from our phones, Dial 9-911. 
	 If you need to call an ambulance or police from our phones, Dial 9-911. 


	 
	 Common sense should rule over personal reservations about sharing concerns.  It is better to instigate an investigation and be found wrong than to have a concern and ignore it, only to find out that your concern was valid. 
	 Common sense should rule over personal reservations about sharing concerns.  It is better to instigate an investigation and be found wrong than to have a concern and ignore it, only to find out that your concern was valid. 
	 Common sense should rule over personal reservations about sharing concerns.  It is better to instigate an investigation and be found wrong than to have a concern and ignore it, only to find out that your concern was valid. 


	 
	 All entrances, except the front door, are kept locked.  Do not let unauthorized people in through other entrances or leave doors open when unattended. 
	 All entrances, except the front door, are kept locked.  Do not let unauthorized people in through other entrances or leave doors open when unattended. 
	 All entrances, except the front door, are kept locked.  Do not let unauthorized people in through other entrances or leave doors open when unattended. 


	 
	 ALL visitors are required to sign in at the front office and pick up a visitor pass.  All personnel should feel it their duty to confront anyone not wearing a pass or ID badge and direct them to report to the office immediately.  Don’t assist people who are “lost” unless they have a visitor pass.  All parents, student assistants, college observers, etc. should have passes.  Please reinforce this policy with your visitors. 
	 ALL visitors are required to sign in at the front office and pick up a visitor pass.  All personnel should feel it their duty to confront anyone not wearing a pass or ID badge and direct them to report to the office immediately.  Don’t assist people who are “lost” unless they have a visitor pass.  All parents, student assistants, college observers, etc. should have passes.  Please reinforce this policy with your visitors. 
	 ALL visitors are required to sign in at the front office and pick up a visitor pass.  All personnel should feel it their duty to confront anyone not wearing a pass or ID badge and direct them to report to the office immediately.  Don’t assist people who are “lost” unless they have a visitor pass.  All parents, student assistants, college observers, etc. should have passes.  Please reinforce this policy with your visitors. 


	 
	 ALL personnel should confront ANY student in the hallways and bathrooms without a yellow hall pass in their hands during instruction periods. 
	 ALL personnel should confront ANY student in the hallways and bathrooms without a yellow hall pass in their hands during instruction periods. 
	 ALL personnel should confront ANY student in the hallways and bathrooms without a yellow hall pass in their hands during instruction periods. 


	 
	 No one should send a student out of their room unsupervised without a yellow pass.  
	 No one should send a student out of their room unsupervised without a yellow pass.  
	 No one should send a student out of their room unsupervised without a yellow pass.  


	Permanent yellow bathroom/locker passes can be made by laminating a pass for your room’s sign out logs.  Keep track of permanent passes.  State a time limit on the pass. 
	 
	 Confront students found loitering after normal school hours.  Ask them to leave if there is not legitimate reason for being here.  If a student refuses to cooperate and there is not an administrator in the building, call 99-911 for assistance with a trespasser. 
	 Confront students found loitering after normal school hours.  Ask them to leave if there is not legitimate reason for being here.  If a student refuses to cooperate and there is not an administrator in the building, call 99-911 for assistance with a trespasser. 
	 Confront students found loitering after normal school hours.  Ask them to leave if there is not legitimate reason for being here.  If a student refuses to cooperate and there is not an administrator in the building, call 99-911 for assistance with a trespasser. 


	 
	 If you have a cell phone, bring it with you, if handy during drills and emergencies. 
	 If you have a cell phone, bring it with you, if handy during drills and emergencies. 
	 If you have a cell phone, bring it with you, if handy during drills and emergencies. 


	 
	 For our custodians’ safety, the front doors are locked after all activities are ended.  If anyone, needs to access the buildings after hours, there is a door buzzer located at the top, right corner of the front door to call the custodians to the door. 
	 For our custodians’ safety, the front doors are locked after all activities are ended.  If anyone, needs to access the buildings after hours, there is a door buzzer located at the top, right corner of the front door to call the custodians to the door. 
	 For our custodians’ safety, the front doors are locked after all activities are ended.  If anyone, needs to access the buildings after hours, there is a door buzzer located at the top, right corner of the front door to call the custodians to the door. 


	 
	 H.  Life Threatening Allergic Reaction (Anaphylaxis) Policy & Regulation 
	  Policy # 5422 & Regulation # 5422-R 
	  Adopted:  January 23, 2006 
	 
	 
	 
	 
	POLICY AND REGULATION FOLLOWING 
	 
	 
	 
	NORTH COLONIE          5422    
	LIFE-THREATENING ALLERGIC REACTION (ANAPHYLAXIS) POLICY 
	 
	The North Colonie Central School District (“District”) Board of Education (“Board”) recognizes the increasing prevalence of potentially life-threatening allergies among children.  It is the goal of the District’s Board to reduce the number of and respond appropriately to incidents of life-threatening allergic reactions among students within the school system.  The purpose of this policy will be to raise the level of awareness as well as provide education and training to District personnel about the problem 
	 
	Regulations shall be put in place to minimize the risk of anaphylactic reactions among students through identification of students who may be susceptible to an anaphylaxis reaction, the dissemination of information to District personnel about such students and allergic reactions and providing those persons training in emergency responses. Different regulations for elementary and secondary schools have been created due to the increased maturity and responsibility levels of secondary age children.  The Distri
	 
	Anaphylaxis, sometimes called “allergic shock,” is a severe allergic reaction, which, if untreated, can lead to rapid death.  The most frequently implicated food triggers include, but are not limited to, peanuts (most common), tree nuts (i.e. hazelnuts, walnuts, almonds, cashews etc.), cow’s milk, eggs, fish, shellfish, wheat, soy and fresh fruit.  Non-food triggers include, but are not limited to, insect venom, medications, latex, and rigorous exercise (rarely). 
	 
	Anaphylaxis can occur within seconds of exposure or after several hours.  Any of a combination of the following symptoms may signal the onset of a reaction: hives, itching (on any part of the body), swelling (on any body parts - especially eyes, lips, face, tongue), red watery eyes, runny nose, vomiting, diarrhea, stomach cramps, change of voice, coughing, wheezing, throat tightness or closing, difficulty swallowing, difficulty breathing, sense of doom, dizziness, fainting or loss of consciousness, and chan
	 
	Cross-ref: 5420, Student Health Services 
	 The Provision of Nursing Tasks and Health-Related Activities in 
	the School Setting for Students with Special Health Care Needs, State Education Department, March 1995 
	Ref: Education Law §§901 et seq. 
	Public Health Law §§680;  
	 8 NYCRR Part 136 
	 
	Adopted: January 23, 2006 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	NORTH COLONIE           5422-R 
	 
	LIFE-THREATENING ALLERGIC REACTION (ANAPHYLAXIS) REGULATION 
	SECONDARY LEVEL 
	                                   INFORMATION AND AWARENESS 
	 
	1. Identification of Anaphylactic Students to the District  
	 
	It is the responsibility of parents to identify anaphylactic children to the  school nurse and provide information regarding: 
	a. The particular allergies that could trigger an anaphylactic reaction. 
	a. The particular allergies that could trigger an anaphylactic reaction. 
	a. The particular allergies that could trigger an anaphylactic reaction. 

	b. A treatment protocol (which includes an Emergency Health Care Plan) signed by the child’s physician and parent. This Plan must be updated annually. 
	b. A treatment protocol (which includes an Emergency Health Care Plan) signed by the child’s physician and parent. This Plan must be updated annually. 

	c. Any changes in the child’s condition from previous years or since last reported.  
	c. Any changes in the child’s condition from previous years or since last reported.  

	d. Written permission to distribute personably identifiable information, such as photographs and medical information, to the classroom teachers, school bus drivers, cafeteria aides and other school personnel. 
	d. Written permission to distribute personably identifiable information, such as photographs and medical information, to the classroom teachers, school bus drivers, cafeteria aides and other school personnel. 

	e. It is strongly recommended that the students wear a Medic Alert bracelet or necklace that identifies specific allergens. 
	e. It is strongly recommended that the students wear a Medic Alert bracelet or necklace that identifies specific allergens. 


	 
	 2. Identification of Anaphylactic Students to Staff 
	 
	 a. An allergy fact sheet shall be provided to all school employees stating the names of students with known life threatening allergies. 
	 b. Staff that have contact with identified students, especially teachers and guidance counselors, must become familiar with that student’s Emergency Health Care Plan. 
	 c. The Board policy on managing anaphylaxis in schools shall be provided to all staff, as well as to bus drivers, who come into regular contact with these students.   
	 d. An Emergency Health Care Plan shall be in the student’s health file.  The Emergency Health Care Plan should be placed in the health office.  Children with anaphylaxis will also be identified in the cafeteria computer system.  
	 
	 3. Information for Teachers and other School Staff 
	 
	 a. Information sheets shall be provided annually in all schools to school personnel, for substitutes including teachers, bus drivers, cafeteria staff, and other staff.  This information must focus on how to protect anaphylactic children from exposure to known allergens, how to recognize and treat an anaphylactic reaction and training in the protocols for responding to emergencies. 
	 b.   Staff will be required to attend specific in-service sessions regarding anaphylaxis, when deemed appropriate. 
	 c.  Teachers and staff who may be in a position of responsibility for children with anaphylaxis must receive training in the use of an Epi-Pen. 
	 d. The building principal will ensure that new employees and permanent substitute teachers receive training as needed. 
	 e. School nurse must maintain a record of all anaphylaxis training provided school  personnel. 
	 
	ANAPHYLACTIC REACTION/RISK REDUCTION PLAN 
	 
	While it is not possible to eliminate risk altogether, certain precautions will diminish risk and allow the anaphylactic child to attend school with relative confidence.  
	 
	These precautions are intended to be flexible and allow schools and classrooms to adapt to the needs of individual children. 
	 
	All of the following precautions should be considered in the context of the anaphylactic child’s age and maturity.  The school, parents, and student should work together to reduce risks regarding allergens.  Secondary school students should become more responsible for avoiding exposure to their specific allergens. 
	 
	 
	1.   Lunchroom and Eating Area Procedures 
	 a.   Encourage anaphylactic students to eat only food prepared at home or  
	  approved for consumption in the child's individual emergency health care plan. 
	 b.   Prohibit the sharing of food, utensils, and containers.   
	c.   Provide in-service training for cafeteria staff, with special emphasis on identifying food Ingredients by their common, technical or scientific names, and training in prevention of cross-contamination. 
	d.   Ensure that tables and other eating surfaces are washed clean after eating, using a    
	       cleansing agent and disposable paper towels approved for school use.    
	 
	2. Additional Preventive Actions 
	 
	Not all allergic reactions are a result of exposure to food at meal times. 
	 
	a.  Schoolyard cleanliness contributes to the safety of children with life-threatening allergies.  
	b. Anaphylactic children may not participate in garbage disposal, yard clean-ups, or other activities that could bring them into contact with food wrappers, containers, or debris. 
	 
	3.   Field Trips 
	 
	In addition to the usual school safety precautions applying to field trips, the following procedures must be in place to protect the anaphylactic child. 
	 
	a. All permission slips will include a separate “serious medical conditions” section as a part    
	a. All permission slips will include a separate “serious medical conditions” section as a part    
	a. All permission slips will include a separate “serious medical conditions” section as a part    
	a. All permission slips will include a separate “serious medical conditions” section as a part    



	      of the school’s registration/permission forms for all field trips in which the details of the     
	      anaphylactic student’s allergens, symptoms, and treatment can be recorded.  A copy of    
	      this information must be available at any time during the field trip.      
	b. Require a chaperone to be aware of the identity of any anaphylactic child, 
	b. Require a chaperone to be aware of the identity of any anaphylactic child, 
	b. Require a chaperone to be aware of the identity of any anaphylactic child, 
	b. Require a chaperone to be aware of the identity of any anaphylactic child, 



	 the allergens, symptoms, and treatment for that child/children, 
	c. Ensure access to a telephone, cell phone, or radio communication in case 
	c. Ensure access to a telephone, cell phone, or radio communication in case 
	c. Ensure access to a telephone, cell phone, or radio communication in case 
	c. Ensure access to a telephone, cell phone, or radio communication in case 



	 of emergency. 
	d. Require the parent of the anaphylactic child to provide at least one Epi-pen 
	d. Require the parent of the anaphylactic child to provide at least one Epi-pen 
	d. Require the parent of the anaphylactic child to provide at least one Epi-pen 
	d. Require the parent of the anaphylactic child to provide at least one Epi-pen 



	 (more than one are suggested) to be administered per doctors orders and 
	 per Emergency Health Care Plan in applicable cases. 
	e. Require the supervising field trip teacher to keep information about the 
	e. Require the supervising field trip teacher to keep information about the 
	e. Require the supervising field trip teacher to keep information about the 
	e. Require the supervising field trip teacher to keep information about the 



	 anaphylactic student’s allergies and emergency procedures at all times. 
	f. Require the medications be kept on the same bus with the anaphylactic 
	f. Require the medications be kept on the same bus with the anaphylactic 
	f. Require the medications be kept on the same bus with the anaphylactic 
	f. Require the medications be kept on the same bus with the anaphylactic 



	 students. 
	  
	4. School Bus Safety 
	 
	The following provisions apply to school transportation. 
	 a.  The identity of all students with severe health issues will be provided to the director of          transportation, who will disseminate the information to the appropriate bus drivers.  All          bus drivers and substitutes will be trained in emergency response procedures.     
	 b.  The school nurse will inform parents that an Epi-pen is to be carried by the anaphylactic         student while on the school bus. 
	 
	5. Anaphylaxis to Insect Venom 
	The school is aware that some anaphylactic reactions occur as a result of things over which it has no control such as exposure to bees, hornets, wasps, and yellow-jackets. Nevertheless, certain precautions can be taken by the student and the school to reduce the risk of exposure.   
	 a.  School officials will check for the presence of bees and wasps, especially nesting areas on       school property, and arrange for their removal. 
	 b.  At the parent’s written request, students who are anaphylactic to insect stings will be          allowed to remain indoors during bee/wasp season. 
	 
	 
	 
	6.   General Consideration 
	 a.  Secondary students shall be encouraged to speak up immediately if they believe they         have been exposed to an allergen or if they begin to suffer any symptoms of an allergic         reaction.  Anaphylactic students will be informed that school staff have been trained and         will take all student concerns with the utmost seriousness. 
	 b.  Anaphylactic students will be encouraged to designate a buddy who is familiar with the         student’s allergic reactions and will be able to seek staff assistance in an emergency. 
	 c.  Allergic students should carry on Epi-pen at all times in addition to their designated Epi-        pen held in the school nurse’s office. 
	 
	 
	NORTH COLONIE         5422-R 
	 
	EMERGENCY RESPONSE PLAN 
	 
	Even with precautions in place, an anaphylactic student may come into contact with an allergen while at school. Therefore, the District has developed this generalized emergency response plan. Additionally, a separate emergency health care plan must be in place for each anaphylactic child, developed by the child’s parents and physician, and kept in the child’s classrooms and the nurse’s office.   
	 
	Anaphylactic children, even of secondary school age, may or may not know when a reaction is taking place.  School personnel are encouraged to listen to the child.  If a child complains of any symptoms that could signal the onset of a reaction, staff must implement this emergency response plan.  There is no danger in reacting too quickly and grave danger in reacting too slowly. 
	 
	1. Emergency Proposal Plan: 
	 
	Upon an allergic reaction a trained person will: 
	a. Administer the Epi-pen (Note: One should never assume that children   will self-inject.  Individuals of any age may require help during a reaction because of the rapid progression of symptoms or because of the stress of the situation.) 
	a. Administer the Epi-pen (Note: One should never assume that children   will self-inject.  Individuals of any age may require help during a reaction because of the rapid progression of symptoms or because of the stress of the situation.) 
	a. Administer the Epi-pen (Note: One should never assume that children   will self-inject.  Individuals of any age may require help during a reaction because of the rapid progression of symptoms or because of the stress of the situation.) 

	b. Telephone 911 – inform the emergency operator that a child is having an anaphylactic reaction. 
	b. Telephone 911 – inform the emergency operator that a child is having an anaphylactic reaction. 

	c. Contact the school nurse. 
	c. Contact the school nurse. 

	d. Telephone the parents of the child. 
	d. Telephone the parents of the child. 

	e. If no ambulance service is available, transport the child to the hospital at once with at least one adult in addition to the driver. 
	e. If no ambulance service is available, transport the child to the hospital at once with at least one adult in addition to the driver. 

	f. If on a field trip and no ambulance is available, student can be transported by car or bus with a staff member. 
	f. If on a field trip and no ambulance is available, student can be transported by car or bus with a staff member. 

	g. Telephone the hospital to inform them that a child is having an anaphylactic reaction and is en route. 
	g. Telephone the hospital to inform them that a child is having an anaphylactic reaction and is en route. 

	h. Re-administer epinephrine per doctor’s orders and per the child emergency health care plan while waiting for the ambulance and en route to the hospital if symptoms do not improve or reoccur. 
	h. Re-administer epinephrine per doctor’s orders and per the child emergency health care plan while waiting for the ambulance and en route to the hospital if symptoms do not improve or reoccur. 


	 
	2.  Location of Epinephrine Epi-pen: 
	 
	a. Epi-pens will be kept in the Health Office in a covered and secure area, but unlocked for quick access.  Although epinephrine is not a dangerous drug, it can cause injury if it is injected into a fingertip, major blood vessel, or nerve. 
	b. Students may carry their own Epi-pens with physician’s orders and parent permission. 
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	3.  Crisis Response Team Simulation 
	 
	a. The Crisis Response Team may simulate an anaphylactic emergency to ensure that all elements of this emergency response plan are in place. 
	a. The Crisis Response Team may simulate an anaphylactic emergency to ensure that all elements of this emergency response plan are in place. 
	a. The Crisis Response Team may simulate an anaphylactic emergency to ensure that all elements of this emergency response plan are in place. 
	a. The Crisis Response Team may simulate an anaphylactic emergency to ensure that all elements of this emergency response plan are in place. 

	b. Administer the Epi-pen as per doctor’s orders and per emergency response protocol. 
	b. Administer the Epi-pen as per doctor’s orders and per emergency response protocol. 

	c. Follow board-approved communication procedure to secure help.  
	c. Follow board-approved communication procedure to secure help.  

	d. Help that student remain calm. 
	d. Help that student remain calm. 

	e. Monitor the student and await the arrival of emergency help. 
	e. Monitor the student and await the arrival of emergency help. 



	 
	4.  Review Process 
	 
	In the event of an emergency response, an immediate evaluation of the procedure should be undertaken, and any Epi-pens used must be replaced immediately. 
	 
	Adopted: January 23, 2006 
	 
	 
	 
	VII. MISCELLANEOUS 
	 
	A. Clerical Assistance and Supplies 
	 
	Secretaries may provide typing assistance to teachers if there is sufficient time available.  Teachers will be provided this service through the hall principal.  Typing for all special subject teachers will be done from the main office with work requests approved by the building principal.  Teachers are not to request assistance directly from the secretaries. 
	 
	The copy room is located on the 2nd floor above the main office and Teachers are encouraged to do their own copying as much as possible. 
	 
	On a very limited basis, larger copying orders may be forwarded to the high school using the proper forms that are available in the main office.  An advance time of one week is necessary.  (Work should not be sent directly to the high school by a teacher but should be forwarded through the hall principal.) 
	 
	 
	B.  Emergency Custodial Help 
	 
	Notify hall office or main office; other requests for custodial service should go to the hall principal.  (Teachers should not make requests for custodial service directly.) 
	 
	C.  Copyright Laws 
	 
	We are concerned that as we make greater use of photocopying and on-line sources we must make every effort to insure that the district, and we, as individuals are not in violation of copyright laws. 
	 
	It must be understood that the compliance to copyright requirements is the responsibility of the teacher who makes the copy or who submits a request on the clerical work order form. 
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