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SECTION A: INTRODUCTORY SECTION 
 

A:1 WELCOME 

We are pleased to welcome you as a valued employee of the Clarence Central School District.  Without the 
important support services you render, it would not be possible to provide the quality educational programs 
currently offered in our district.  

 

This Employee Handbook was designed to furnish basic information about your employment. The information 
contained in the handbook does not replace or supersede Board of Education policies or collective bargaining 
agreements, but rather serves as a starting point to answer general questions you may have. Please take the time to 
glance through the book to become familiar with its content.  

 

We want you to be successful in your assignment. Should you have any questions or concerns not addressed in the 
handbook, you may contact your immediate supervisor or call the Personnel Department at (716) 407-9107. 

Best wishes for a very successful and rewarding school year as we strive to fulfill the promise of our motto, 
“Together We Make Learning A Way of Life.” 
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SECTION A: INTRODUCTORY SECTION 
 

A:2  THE COMMUNITY WE SERVE 

A school system reflects the values and beliefs of the community it serves for it is only with the support and 
dedication of concerned citizens that schools are established and sustained. To appreciate how effectively the 
Clarence Schools District meets the needs of the community, it is helpful to first understand a little bit about the 
Town of Clarence.  

Native Americans who inhabited this area when it was a heavily forested wilderness referred to it as  
Ta-num-no-ga-o, or place full of hickory bark. The town of Clarence was established in 1808, making it the oldest 
town in Erie County and, at 52 square miles, it is also one of the largest.  
 
Today, Clarence is a thriving, rural-suburban community located just a few miles northeast of Buffalo, New York. 
Despite its size, Clarence has managed to maintain its small-town charm. Land use is still primarily agricultural and 
residential, although the presence of natural resources generates some light industry. With a variety of quaint shops, 
fairs and markets, the town is also a haven for antique dealers and shoppers.  
 
The town is made up of several distinct neighborhoods, each with its own unique characteristics. Originally called 
Ransom Grove after Asa Ransom who first settled here in 1796, Clarence Hollow is the oldest Settlement in the 
town. The community of Harris Hill in the western section of the town derives its name from Asa Harris, another 
early settler who arrived here in 1807. 
 
David Van Tine who operated a store at the corner of Goodrich and Clarence Center Road first settled the hamlet of 
Clarence Center in 1829. Swormville was named for Adam Schworm who operated a store on the east side of 
Transit Road. In 1841 Anson Wolcott settled in the northernmost section of the town now known as Wolcottsburg.  
 
Following World War II, Clarence experienced its greatest residential expansion. Census records indicate there 
were about 3,000 people residing in the town in 1900. By 1950 the population had doubled and just ten years later 
the figure had doubled again. Today the population is just over 30,000.  
 
The community has high aspirations for its children and the Clarence School District is committed to meeting those 
expectations. Its natural beauty, the character of its neighborhoods, and its fine schools make Clarence a wonderful 
place to work and raise a family.  
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SECTION A: THE INTRODUCTORY SECTION 
 

A:3 CLARENCE CENTRAL SCHOOL DISTRICT 

Tradition, innovation and teamwork are hallmarks of the Clarence Central School District. Although formally 
established in 1946, the District can trace its roots back to 1805 when early settlers built the first schoolhouse in a 
small clearing near what is now the intersection of Ransom Road and Main Street. That pioneer spirit, willingness 
to work together and a steadfast commitment to high standards continue to be key to Clarence’s success. 

The schools system is an integral part of the community, providing an outstanding education to approximately 
4,800 students who reside in Clarence and portion of the neighboring towns of Amherst, Lancaster and Newstead.  

Facilities are among the most modern and best equipped anywhere. In November 2014 the Clarence community 
approved two capital projects which are currently in process. One will repair and maintain all six school buildings 
as well as the bus garage and maintenance area. The second will install artificial turf on the Clarence High School 
football stadium field, as well as the baseball and softball fields and renovation of the all-surface track. A multi-use 
turf field will also be installed in the softball outfield.  

Clarence educators have acted in advance of state requirements in initiating programs that support student success. 
In addition to a commitment to quality first teaching and a close monitoring of individual student progress, these 
services include the availability of extended academic time, Regents review classes, teacher and peer tutoring 
sessions as well, as other services that address barrier to academic progress.  

Periodic reviews of the curriculum and overall educational objectives assure that our students not only meet, but 
also exceed, state and national requirements. The district encourages and supports professional growth and 
development opportunities for teachers and staff. Competent, talented, and dedicated teachers develop diverse, 
unique learning experiences that enhance the core academic program.  
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SECTION A: INTRODUCTORY SECTION 
 

A:4  DISTRICT STRATEGIC PLAN 

In carrying out the District’s mission, school personnel are guided by the Clarence Strategic Plan. Originally 
developed in 1993, the Strategic Plan includes commonly held beliefs about education, a mission statement, motto, 
objectives, strategies, and action plans. Annual reviews ensure that the Plan remains relevant and reflects changes 
as they occur in society, technology, community expectations, and state and federal mandates.  

 

A:5 MISSION STATEMENT 

“It is the mission of the Clarence Central School District 
to produce independent, lifelong learners who are 

responsible, contributing members of a diverse society.” 
 
 
A:6 MOTTO 

“Together We Make Learning a Way of Life” 
 
 

A:7 ROLE OF EMPLOYEES IN SCHOOL SYSTEM 
 
You are an essential partner in the educational operation of the Clarence Central School District and, as such, you 
serve as a role model for students within the system. This is an important responsibility. 
 
Your dress and grooming should be appropriate to your position. As a district employee, you often provide the 
public the first and sometimes only impression of the school district. You may greet the public by telephone or in 
person. Information must be accurate and should always be exchanged in a courteous manner. Complaints or 
criticism should be handled with tact. If you are uncertain how to handle a situation, please speak with your 
principal or supervisor. It is also expected you show the same courtesy and respect to your fellow employees. 

 
A:8 CONFIDENTIAL INFORMATION 
 
In the course of performing you duties, you may have access to information about school business, students, tests, 
other employees, and records that should be considered confidential. If you are uncertain, do not release 
information prior to consulting with your principal or supervisor. 
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SECTION A: INTRODUCTORY SECTION 
 

A:9 CCSD ORGANIZATION CHART 
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SECTION A: INTRODUCTORY SECTION 
 
A:10 DISTRICT TELEPHONE DIRECTORY: ALL NUMBERS BEGIN WITH 

PREFIX 407 
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SECTION A: INTRODUCTORY SECTION 
 
A:11 BUILDING SITES AND SDDRESSES 
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SECTION A: INTRODUCTORY SECTION 

 
A:12  2017-2018 INSTRUCTIONAL CALENDAR 
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SECTION A: INTRODUCTORY SECTION 
 
A:13 2017-2018 EMPLOYEE CALENDAR 
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SECTION A: INTRODUCTORY SECTION 
 

A:14  BOARD OF EDUCATION 
 
The Clarence Board of Education oversees and manages the affairs, personnel, and properties of the Clarence 
School District. The Board is comprised of seven individuals who are elected by the voters of this District to three-
year terms. The Board has the authority, under guidelines set forth under New York State Education Law, to adopt 
policies, rules, and bylaws to fulfill their responsibilities and to secure the best educational results for the students 
within their charge.   
 
Board meetings are held once a month at 7 p.m. in the Lecture Hall at Clarence High School, unless otherwise 
announced. Dates and locations are subject to change. For the most up-to-date information, please call the District 
office at (716) 407-9102 or refer to the District’s website at www.clarenceschools.org.  

 
A:15 BOARD OF EDUCATION MEMBERS 
 
 
 

 
Michael Fuchs, President 
Term Ends: June 30, 2018 

 
Matthew Stock, Vice President 

Term Ends: June 30, 2020 
 

Tricia Andrews 
Term Ends: June 30, 2020 

 
James Boglioli 

Term Ends: June 30, 2019 
 

John Fisgus 
Term Ends: June 30, 2019 

 
Dennis Priore 

Term Ends: June 30, 2018 
 

Dawn Snyder 
Term Ends: June 30, 2020 
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SECTION B: LAWS AND REGULATIONS 
 
B:1 AFTER-SCHOOL PROGRAMS: EMERGENCY EVACUATION 
 
The building principal or his/her designee shall require those in charge of after-school programs, attended by any 
individuals unfamiliar with the school building to announce at the beginning of such programs the procedures to be 
followed in the event of an emergency.  
 
B:2 ANTI-DISCRIMINATION COMPLAINT GUIDELINES 
 
 Any type of discrimination allegedly occurring within the District shall be investigated by the appropriate official 
as outlined in the Districts regulations and procedures. Allegations of discrimination may be reported through 
informal and/or formal complaint procedures.  
 
In following the District’s regulations and procedures, should the investigating official be the alleged source of 
discrimination, then the employee/student or potential employee/student shall report his/her complaint to the next 
level of supervisory authority. 
 
Confidentiality of all reports of alleged discrimination will be maintained where appropriate. Subject to all 
applicable laws and collective bargaining agreements, the following guidelines shall be utilized in the investigation 
and resolution of discrimination complaints.  
 
Step 1 – Informal Complaint  
 

a) An employee or student who believes that he/she has been subjected to any type of discrimination shall 
immediately notify his/her immediate supervisor or principal on the complaint form provided by the 
district. 

b) A potential employee or potential student who believes that he/she has been subjected to any type of 
discrimination shall immediately notify the District’s complaint officer. Those procedures established 
under step 2 – Formal Complaint will then apply (see below). 

c) Within 14 days after receipt of the complaint the supervisor or principal will correct the situation stated in 
the complaint if he/she finds the complaint valid and if the correction of the complaint is within his/her 
scope of authority.  

 
The action taken by the supervisor or principal will be noted on the complaint form. 
 

a) The supervisor or principal may consult with or seek the assistance of the complaint officer in resolving 
the complaint.  

b) If the supervisor or principal cannot resolve the issues raised in the complaint within 14 days, he/she shall 
notify the complainant of the fact before the expiration of the 14 day period and he/she shall further 
indicate the approximate date on which his/her determination will be made.  

c) If resolution of the complaint is not within the scope of the authority of the supervisor or principal, he/she 
shall immediately notify the complainant who may then initiate those procedures set forth in the next 
section if he/she so desires. 

d) The Complaint Officer for discrimination complaints alleged by employees shall be the Director of 
Personnel. The complaint officer for discrimination complaints alleged by students shall be the Director of 
Curriculum and Staff Development. 
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SECTION B: LAWS AND REGULATIONS 
 
B:2 ANTI-DISCRIMINATION COMPLAINT GUIDELINES (Continued) 
 
Step 2 – Formal Complaint 
 
If the complaint has not been resolved at the informal stage to the satisfaction of the complainant he/she may, 
within 14 days of the decision of the supervisor or principal, ask that the complaint officer or his/her designee 
review the allegations raised by stating his/her reasons on the complaint form provided by the District and filing 
them with the complaint officer.  
 

a) The complaint officer or his/her designee within 14 days of the receipt of the request for review will 
review the file and if necessary conduct his/her own investigation. The decision of the complaint officer 
will be made in writing within 14 days from presentation to him/her unless the complaint officer has 
notified complainant that a period in excess of 14 days will be needed for him/her to conduct the 
investigation and render his/her decision. 

b) If the complaint officer concludes that further action beyond that taken by the supervisor or principal must 
be taken, he/she shall immediately notify the Superintendent so that the complaint officer’s 
recommendation may be reviewed and implemented by the Superintendent. 

 
Step 3 – Corrective Action/Resolution 
 
The complaint officer will inform the Superintendent of the outcome of his/her investigation. If the Superintendent 
of Schools issues a finding that no form of discrimination has occurred, the complainant, if not satisfied with the 
resolution may appeal the decision to the Board of Education. If the complainant is satisfied with the 
Superintendent’s finding, the complainant will so indicate in writing and the matter will be deemed closed. 
 
Should the Superintendent determine that corrective action is necessary, the Superintendent of Schools shall follow 
all applicable law and regulations and appropriate collective bargaining agreements in the resolution of the 
complaint. 
 
The complainant shall receive a copy of any and all reports issued by the Superintendent pertaining to the 
investigation/outcome of the formal complaint. 
 
Scope of Legal action 
 
The filing and/or the rendering of a decision regarding the complaint shall in no way prohibit, prevent or limit the 
complainant from taking appropriate legal action in accordance with state and federal laws.  
 
Step 4 – Appeal to the Board of Education 
 
In the event that a complainant files an appeal with the Board of Education, following an investigation by the 
Superintendent of Schools, the Board of Education will conduct a hearing and issue a written response to the 
complainant following completion of the hearing.  
 
The District shall take all appropriate measures to prevent the occurrence or continuation of any type of 
discrimination and shall implement remedial or corrective action where necessary. 
 
Regardless of whether a complaint has been filed, if the District knows or has reason to know of the existence of 
any type of discrimination, the District shall require a prompt and thorough investigation by appropriate personnel. 
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SECTION B: LAWS AND REGULATIONS 
 
B:3 CHILD ABUSE 
 
Pursuant to the Board of Education Policy # 7530 and Section 411 if the Social Service Law, School District staff 
should be on the alert for the purpose of identifying abused and maltreated children and reporting such findings.  
 
Procedures 
 

a) All suspected cases of child abuse and neglect will be reported to the building principal immediately. 
b) All reports involving medical concerns will be referred to the school nurse. If the extent of the injury 

appears serious, appropriate medical emergency service will be contacted. 
c) The principal may call for a social worker. Such a call would be treated as an emergency and a social 

worker will be made available immediately.  
d) Questions or concerns about these procedures should be addressed with the Director of Special Education.  

 
B:4 CODE OF CONDUCT 
 
The Clarence Central School District is committed to providing a safe, orderly, predictable educational 
environment that promotes teaching and advances learning without disruption or interference. Accordingly, the 
District has developed a comprehensive Code of Conduct in collaboration with students, teachers, administrators, 
parents, and school safety personnel. The Code of Conduct was the subject of a public hearing on April 30, 2001. It 
was subsequently adopted by the Clarence Board of Education on June 11, 2001 and became effective July 1, 2001. 
The Code of Conduct was again revised in 2016 and adopted on March 14, 2016. A complete version of the Code 
of Conduct is available upon request at the District Office, in the main office of and Clarence school building or at 
www.clarenceschools.org.  
 
Purpose 
 
The Clarence School District Code of Conduct is intended to: 

 Encourage appropriate behavior; 
 Insure the safety and security of all members of the school community; 
 Promote a safe and effective learning environment. 

The Code governs the conduct of students, school personnel, parents, and other visitors while on school property or 
attending school functions. It includes the range of penalties that may be imposed for code violations and defines 
the roles of essential partners (teachers, administrators, other school personnel, the Board of Education, and 
parents) in maintaining safe, orderly schools.  
 
Student Dress Code 
 
All students are expected to give proper attention to personal cleanliness and to dress appropriately for school and 
school functions. Students who violate the dress code shall be required to modify their appearance by covering, 
changing, or removing the offending item.  
 
Prohibited Student Conduct 
 
Behavior that is disorderly, insubordinate, disruptive, violent, or endangers others is prohibited. Plagiarism, 
cheating, copying, altering records, or assisting students in such actions is considered academic misconduct and, 
therefore, prohibited. 
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SECTION B: LAWS AND REGULATIONS 
 
B:4 CODE OF CONDUCT (Continued) 
 
Reporting Violations 
 
All students are expected to report violations of the Code of Conduct to those in authority. District staff not 
authorized to impose disciplinary actions are expected to report violations to their supervisor. Any weapon, alcohol, 
or other illegal substance will be confiscated immediately. Code violations that constitute a crime may be reported 
to the appropriate law enforcement agency. 
 
Disciplinary Penalties and Procedures 
 
Disciplinary action, when necessary, will be firm, fair, and consistent. As a general rule, discipline will be 
progressive. That is, a student’s first offense will usually merit a lesser penalty than subsequent violations. The 
Code of Conduct contains levels of discipline ranging from oral warning to permanent suspension from school. 
Regardless of the penalty imposed, school personnel authorized to impose a disciplinary procedure must inform the 
student of the alleged misconduct. Students subject to more severe penalties have additional rights as spelled out in 
the Code of Conduct. 
 
Alternative Instruction 
 
When a student under the age of 16 is removed from class or suspended from school, the District will take 
immediate steps to provide alternative means of instruction for the student. When a student over the age of 16 is 
removed from class or suspended from school, the District will provide instruction in a practical manner. 
 
Discipline of Students with Disabilities 
 
While all students are subject to the same code of conduct, the Board of Education recognizes that students with 
disabilities are entitled to additional procedural protection. The Code of Conduct affords students with disabilities 
subject to disciplinary action no greater or lesser rights than those expressly afforded by applicable federal and state 
laws and regulations.  
 
Corporal Punishment 
 
Corporal punishment is defined as an act of physical force upon a student and is forbidden except in cases where 
persons or property are placed in danger.  
 
Student Searches and Interrogations 
 
Authorized school officials may question a student about an alleged violation of law or the District Code of 
Conduct. Students are not entitled to a “Miranda” type warning, nor are school officials obligated to contact a 
student’s parents before questioning. School officials, however, will tell students why they are being questioned. In 
addition, the Board authorizes certain school officials to conduct searches of students and their belongings if there 
is reasonable suspicion that such a search will result in evidence that the student violated a law or the District Code 
of Conduct. Searches will be limited to the extent necessary to locate the evidence sought. The rules regarding 
searches of students and their belongings do not apply to student lockers, desks, and other school storage places. 
Students should have no reasonable expectation of privacy with respect to areas considered school property. This 
means the student lockers, desks, and other school storage places may be subject to search at any time by school 
officials without prior notice to students and without their consent. 
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SECTION B: LAWS AND REGULATIONS 
 

B:4 CODE OF CONDUCT (continued) 
 
Visitors to the Schools 
 
All visitors to a school must report to the office of the principal upon arrival and register. Visitors attending school 
functions that are open to the public such as PTO meetings or public gathering, are not required to register. Any 
unauthorized person on school property will be reported to the principal or designee. Unauthorized persons will be 
asked to leave. All visitors are expected to abide by the rules of public conduct in school property as contained in 
the Code of Conduct. 
 
Public Conduct on School Property 
 
All persons on school property or attending a school function, including athletic events, shall conduct themselves in 
a respectful and orderly manner. In addition, all persons on school property or attending a school function are 
expected to be properly attired. The District may rescind authorization to be on school property or attend school 
functions for any visitor who violates the rules of public conduct. 
 
Dissemination and Review 
 
The Board of Education will ensure that the community is aware of the provisions of the Code of Conduct by 
mailing a summary of the Code to all parents of District students before the beginning of the school year. Parents 
and community members may request a full version of the Code of Conduct by contacting any school principal. 
The Board of Education will review the Code of Conduct every year and update it as necessary. Before adopting 
any revisions, the Board will hold at least one public hearing.  
 
Role of Essential Partners 
 
The Code of Conduct sets forth certain specific roles related to maintaining safe, orderly schools for parents, 
teachers, guidance counselors, principals, the superintendent, and the Board of Education.  
 
Parents 
 

1. Recognize that the education of their children is a joint responsibility of the parents and school 
community. 

2. Send their child to school ready to participate, contribute, and learn. 
3. Ensure that their child attends school regularly and on time. 
4. Ensure that absences are minimal and for reasons that are legally excusable. 
5. Ensure that their child is dressed and groomed in a manner consistent with the student dress code and 

conducive to learning. 
6. Work cooperatively with teachers and administrators to teach their child that, in a democratic society, 

appropriate rules are required to maintain a safe and orderly environment. 
7. Know school rules and help their child understand them. 
8. Convey to their child a supportive attitude toward education and the District. 
9. Build good relationships with teachers, other parents, and their child’s friends. 
10. Assist their child in dealing with peer pressure and teasing. 
11. Inform school officials of changes in the home environment that may affect student conduct and 

performance. 
12. Provide a place for study. Ensure that homework assignments are completed and assist their child in 

learning the skills necessary to be organized, prepared learners. 
13. Encourage their child to participate in extracurricular activities and offer support in that endeavor.  
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SECTION B: LAWS AND REGULATIONS 
 

B:4 CODE OF CONDUCT (continued) 
 
Teachers 
 

1. Maintain a climate of mutual respect and dignity which will strengthen students’ self-concept and promote 
confidence to learn. 

2. Be prepared to teach.  
3. Demonstrate interest in teaching and concern for student achievement. 
4. Know school policies and rules and enforce them in a fair and consistent manner. 
5. Communicate information to students and parents about course objectives and requirements; 

marking/grading procedures; assignment deadlines; expectations for students; and classroom discipline. 
6. Communicate regularly with students, parents, and other teachers concerning academic growth, 

achievement, and student progress. 
7. Engage in professional growth and learning; gain expertise with new techniques and content materials.  
8. Faculty and staff shall model and conform to guidelines stipulated in section V of the Student Dress Code. 

 
Guidance Counselors & Social Workers 
 

1. Assist in coping with peer pressure and emerging personal, social and emotional problems. 
2. Initiate parent/teacher/student/counselor conferences, as necessary, as a way to resolve problems. 
3. Regularly review with students their educational progress and provide information about career planning. 
4. Provide information to assist students in need of academic support services. 
5. Encourage students to benefit from the curriculum and extracurricular programs. 
6. Arrange meetings with groups of students who may be involved with conflict in order to solve and 

mediate problems. 
 
Principals 
 

1. Promote a safe, orderly, and stimulating school environment which supports teaching and learning.  
2. Ensure that students and staff have the opportunity to communicate regularly with the principal and 

approach principal for redress of grievances. 
3. Evaluate instructional programs and personnel regularly. 
4. Support the development of and student participation in appropriate extracurricular activities. 
5. Be responsible for enforcing the Code of Conduct and ensuring that all cases are resolved promptly and 

fairly. 
6. Support and encourage an active Parent Teacher Organization in order to work together for the benefit of 

children. 
 
Superintendent 
 

1. Promote a safe, orderly, and stimulating school environment, supporting active teaching and learning. 
2. Review with District administrators the policies of the Board of Education and the state and federal laws 

relating to school operations and management. 
3. Inform the Board about educational trends relating to student discipline. 
4. Work to create instructional programs that minimize problems of misconduct and are sensitive to student 

and teacher needs. 
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SECTION B: LAWS AND REGULATIONS 
 
B:4 CODE OF CONDUCT (continued) 
 
Board of Education 
 

1. Collaborate with student, teacher, administrator, and parent organizations, school safety personnel, and 
other school personnel to develop a code of conduct that clearly defines expectations for the conduct of 
students, District personnel, and visitors on school property and at school functions. 

2. Adopt and review, at least annually, the District’s Code of Conduct in order to evaluate its effectiveness, 
fairness, and consistency of implementation. 

3. Conduct board meetings in a professional, respectful, courteous manner, thus leading by example. 
 
Students Rights and Responsibilities 
 
The District is committed to safeguarding the rights given to all students under state and federal law. In addition, to 
promote a safe, healthy, orderly, and civil school environment, all District students have certain rights and 
responsibilities. 
 

Student Rights 
 

1. Take part in all District activities in an equal basis, regardless of race, color, creed, national origin, 
religion, gender, sexual orientation, or disability. 

2. Present their version of the relevant events to school personnel authorized to impose a disciplinary penalty. 
3. Access school rules and, when necessary, receive an explanation of those rules from school personnel.  

 
Student Responsibilities 

 
1. Contribute to maintaining a safe and orderly school environment that is conducive to learning and to show 

respect to other persons and property. 
2. Be familiar with and abide by all District policies, rules, and regulations dealing with student conduct. 
3. Attend school every day unless they are legally excused and be in class on time and prepared to learn. 
4. Work to the best of their ability in all academic and extracurricular pursuits and strive toward their highest 

level of achievement possible. 
5. React to direction given by teachers, administrators, and other school personnel in a respectful, positive 

manner. 
6. Work to develop mechanisms to control their anger. 
7. Ask questions when they do not understand. 
8. Seek help in solving problems that might lead to discipline. 
9. Dress appropriately for school and school functions. 
10. Accept responsibility for their actions. 
11. Conduct themselves as representatives of the District when participating or attending school sponsored 

extracurricular events and to hold themselves to the highest standards of conduct, demeanor, and 
sportsmanship. 
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SECTION B: LAWS AND REGULATIONS 
 
B:5 CODE OF ETHICS FOR ALL DISTRICT PERSONNEL 
 
In addition to the legal guidelines for the ethical conduct of public employees and officers contained in Article 18 
of the General Municipal Law, the Clarence Central School Board of Education, in adopting the following rules, 
expects members of the Board of Education and employees of the District to serve as role models for our young 
citizens. 
 
Section I. Pursuant to the provisions of section 806 of the General Municipal Law, the Board of Education of the 
Clarence Central School District recognizes that there are rules of ethical conduct for officers of the Board and 
employees of the District that must be observed if a high degree of moral conduct is to be obtained 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 District. These rules shall serve as a guide for official conduct of the officers and employees of 
the 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 officers and employee. 
 
Section 2. Standards of Conduct. Every officer or employee of the Clarence 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 having a value of 
seventy-five dollars or more, whether in the form of money, services, loan, travel, entertainment, hospitality, thing 
or promise, or any other form, under circumstances in which it could be reasonably inferred that the gift was 
intended or expected to influence him/her in the performance of official duties or was intended as a reward for any 
official action on his/her part. 
 
(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 permanent interest. 
 
(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 an member; officer or employee. 
 
(d) Representation before and 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 reasonable value of services rendered. 

(e) Disclosure of interest legislation. To the extent that he/she knows thereof a member of the Board of Education 
and any officer or employee of the Clarence Central Schools District, whether paid or unpaid, who participates in 
the discussion or give official opinion to the Board of Education or any legislation before the Board of Education 
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. 

(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, that creates a conflict with his/her 
official duties. 
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SECTION B: LAWS AND REGULATIONS 
 
B:5 CODE OF ETHICS FOR ALL DISTRICT PERSONNEL (continued) 

(g) 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. 

(h) Future employment. He/she shall not, after the termination of service or employment with the School District, 
appear before any board or agency of the Clarence 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. 

Section 3. Nothing herein shall be deemed to bar or prevent the timely filing by a present or former officer or 
employee of any claim, account, demand or suit against the Clarence 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 4. Distribution/Posting of Code of Ethics. The Superintendent of the Clarence Central School District 
shall cause a copy of this code of ethics to be distributed to every officer and employee of the School District 
within thirty (30) days after the effective date of this resolution. Each officer and employee elected or appointed 
thereafter shall be furnished a copy before entering upon the duties of his/her office or employment. The 
Superintendent shall also cause a copy for Article 18 of the General Municipal Law to be kept posted in each 
building in the District in a place conspicuous to its officers and employees. Failure to distribute any such copy of 
this code of ethics or failure of any officer or employee to receive such copy as well as failure to post any such 
copy of General Municipal Law, Article 18, shall have no effect on the duty of compliance with such code or article 
18 nor with the enforcement of provisions thereof. 

Section 5. 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. 

Section 6. Theft of Services or Property. The theft of services or property from the District by an officer or 
employee will result in immediate disciplinary action that can lead to dismissal or other penalty, and shall not 
preclude the filing of criminal or civil charges by the District. 

Section 7. Effective Date. The Code of Ethics was adopted by the Clarence Board of Education on December 10, 
2007. 

B:6 COPYRIGHTED MATERIALS: USE OF 

It is the intent of the Board of Education to abide by the provisions of the United States Copyright Law (Title 17, 
United States Code, Section 101, et seq.). 

All employees are prohibited from copying materials not specifically allowed by the copyright law, fair use 
guidelines, licenses or contractual agreements, or the permission of the copyright proprietor. 

Any employee who willfully disregards the copyright policy shall be in violation of Federal Copyright Laws and 
District policy and shall assume all liability. 

Regulations and procedures shall be developed by the administration detailing what can and cannot be copied. 
Appropriate copyright notices will be placed on or near all equipment used for duplication. 
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SECTION B: LAWS AND REGULATIONS 

B:7 CORPORAL PUNISHMENT 

The use of corporal punishment as a punitive measure against students is prohibited. However, the use of physical 
force may be used for the following purposes: 

a) To protect oneself from physical injury; 
 

b) To protect another student or any other person from physical injury; 
 

c) To protect the property of the school or of others; 
 

d) To restrain or remove a pupil whose behavior is interfering with the orderly exercise and performance of 
School District functions, power or duties, if that pupil has refused to comply with a request to refrain 
from further disruptive acts. 
 

In the event that a student believes that he or she has been subject to unreasonable corporal punishment, the student 
and/or the parents or guardian of such student may, within five days of the commission of the act complained of, 
appeal the action to the Superintendent of Schools. 
 
Whenever a school employee uses physical force against a student, the school employee shall, within the same 
school day, make a report to the Superintendent describing in detail the circumstances and the nature of the action 
taken. 
 
The Superintendent of Schools shall submit a written report semi-annually to the Commissioner of Education, with 
copies to the Board of Education, by January 15 and July 15 of each year, setting forth the substance of each 
written complaint about the use of corporal punishment received by the Clarence Central School authorities during 
the reporting period, the results of each investigation, and the action, if any, taken by the school authorities in each 
case. 
 
 

B:8 DRUG-FREE WORKPLACE 
 
It shall be the general policy of the Board of Education to affirm that all programs in the District that receive 
Federal funds shall guarantee that their workplaces are free of controlled substances. A “controlled substance” 
includes drugs that are illegal and prescription drugs that are considered highly addictive. An acknowledgement 
form shall be signed by the Superintendent indicating that the District is in full compliance with the Drug-Free 
Workplace Act. This policy shall guarantee that not only federally funded programs, but the entire District is free of 
controlled substances.  
 
The Board of Education directs the administration to develop regulations to comply with this policy, and further 
supports such actions and activities of the administration as shall be required to maintain a drug-free workplace. 
 
In addition to complying with the Federal legislation regarding the use of drugs, the Board of Education prohibits 
any employees to be under the influence, to use, to have in his or her possession or to distribute in any way alcohol 
on school property or at school sponsored activities off school property. 
 
 
 
 
 



 

EMPLOYEE HANDBOOK         24 
 

SECTION B: LAWS AND REGULATIONS 
 

B:9 EMPLOYEE ACTIVITIES 
 
Political Activities 
 
The Board of Education recognizes the right of its employees, as citizens, to engage in political activities. However, 
the Board of Education also recognizes that school property and school time shall not be used for political 
purposes. 
 
Solicitation by Staff Personnel 
 
Staff members shall not be engaged in advertising or commercial solicitations on school time, except as authorized 
by the Superintendent and/or designee. 
 
 

B:10 EMPLOYEE PROTECTION 
 
The District will provide legal defense for an employee being sued for events arising from the individual’s 
performance of duties, provided the employee was, at the time of the incident, acting in the discharge of his/her 
duties within the scope of his/her employment. 
 
The District shall not be subject to the duty to defend unless the employee, within the time prescribed by specific 
statute, delivers the original or a copy of the claim to the clerk of the District. 
 
 

B:11 EQUAL EMPLOYMENT OPPORTUNITY 
 
It is the policy of this District to provide, through a positive and effective affirmative action program, equal 
opportunities for employment, retention and advancement of all people regardless of race, color, creed, national 
origin, sex, sexual orientation, genetic disposition, age, marital status or disability. 
 
Provisions will be made for the publication and dissemination, internally and externally, of this policy to insure its 
availability to interested citizens and groups. 
 
Job descriptions for all district positions shall be developed and maintained by administration, reflecting the 
essential functions that an employee must be able to perform, with or without reasonable accommodation. 
Additionally, administration shall establish grievance procedures that provide for the prompt and equitable 
resolution of complaints alleging discrimination. 
 
Those intending to file a grievance due to alleged discrimination must follow the grievance procedure as 
established by the District. 
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SECTION B: LAWS AND REGULATIONS 
 
B:12 EXPOSURE CONTROL PROGRAM 
 
The District shall establish an exposure control program designed to prevent and control exposure to infectious 
disease. According to the New Your State Department of Labor’s Division of Safety and Health and OSHA 
standards, the program shall consist of: 
 

a) Guidelines for maintaining a safe, healthy school environment to be followed by staff and students alike. 
 

b) Written standard operating procedures for blood/body fluid clean-up. 
 

c) Appropriate staff education/training. 
 

d) Evaluation of training objectives. 
 

e) Documentation of training and any incident of exposure to blood/body fluids. 
 

f) A program of medical management to prevent or reduce the risk of pathogens, specifically hepatitis B and 
HIV. 
 

g) Written procedures for the disposal of medical waste. 
 

h) Provision of protective materials and equipment for all employees who perform job-related tasks involving 
exposure or potential exposure to blood, body fluids or tissues. 

 
 

B:13 FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
 
FERPA is a Federal law originally enacted in 1974, established to protect the privacy of parents and students in 
education records maintained by a school district. Education records can be in many forms (print, photograph, 
video, e-mail, etc.), contain information directly related to a student, and are maintained by the school district or a 
party acting for the school district. Examples of education records include test scores, progress and evaluation 
reports, disciplinary referrals, health records and IEP’s. 
 
There are several mandates regulated by FERPA. In particular, a student’s education records or personally 
identifiable information regarding a student from education records will not be disclosed to any party or institution 
without written parental consent unless the disclosure of information is to another educational institution where the 
student seeks to enroll, is enrolled or receives services, or to other school officials with a legitimate educational 
interest on behalf of the student. Refer to the District policy # 7240 and regulation # 7514 for additional 
information on disclosure of education records. 
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SECTION B: LAWS AND REGULATIONS 
 
B:14 FIRE DRILLS 
 
The administration of each school building shall instruct and train students, through fire drills, in procedures for 
leaving the building in the shortest possible time and without confusion or panic. 
 
Fire drills shall be held at lease twelve (12) times in each school year; eight (8) of these shall be held between 
September 1 and December 1. At least one (1) of the twelve (12) drills shall be held during each of the regular 
lunch periods, or shall include special instruction on the procedures to be followed if a fire occurs during a 
student’s lunch period. 
 
At least two (2) additional drills shall be held during summer school in buildings where summer school is 
conducted and one of these drills shall be held during the first week of summer school.  
 
After-School Programs 
 
The building principal or his/her designee shall require those in charge of after-school programs, attended by any 
individuals unfamiliar with the school building, to announce at the beginning of such programs the procedures to be 
followed in the event of an emergency. 
 
 

B:15 FIREARMS IN SCHOOL 
 
No employee shall bring a firearm on any portion of the premises of a school owned or controlled by the Clarence 
Central School District. The possession of a weapon on school property or in school buildings is strictly prohibited, 
except by law enforcement personnel. Any person possessing a weapon for educational purposes in any school 
building must have written authorization of the Superintendent of schools or his/her designee. 
 
The Penal Code if the State of New York shall be used to determine what is considered a weapon. 
(Penal Law Section 265.01) 
 
 

B:16 GIFTS: ACCEPTING 
 
The Board of Education recognizes that gift giving, especially during the holiday season, may be a common 
practice for many District employees. While the giving or exchanging of gifts may be acceptable among staff 
members, the Board strongly encourages District employees and students to show appreciation through written 
notes or greeting cards. 
 
Additionally, all business contacts will be informed that gifts exceeding $75 to District employees will be returned 
or donated to charity. 
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SECTION B: LAWS AND REGULATIONS 
 
B:17 HUMAN IMMUNODEFICIENCY VIRUS (HIV) RELATED ILLNESS 
 
The Board of Education contends that a student shall not be denied the right to attend school or continue his/her 
education nor shall an employee be denied the right to continue his/her employment who has been diagnosed or 
identified as having a positive blood test for the antibodies to the Human Immunodeficiency Virus (HIV). The 
Board further contends that under current law and regulations, the disclosure of confidential HIV-related 
information shall be strictly limited. 
 
Administrative regulations and procedures shall be developed and implemented by the administration based on 
recommendations from the New York State Education Department and from consultation with appropriate 
professional and medical staff in the District.  
 
The Superintendent shall also establish protocols for routine sanitary procedures for dealing with the cleaning and 
handling of body fluids in school, with special emphasis placed on staff awareness. 
 
 

B:18 JURY DUTY 
 
A District employee called for jury duty shall receive his/her full day’s pay from the School District plus mileage 
from the State. No employee shall be entitled to receive the per diem allowance for any regularly scheduled 
workday on which jury duty is rendered if on such a day his/her wages are not withheld on account of such service. 
An employee returning to regular employment after being summoned for jury duty shall produce documentation 
showing date(s) of attendance at jury duty. 
 
 

B:19 MAINTENANCE OF PUBLIC ORDER: RULES AND REGULATIONS FOR 
DEPARTMENTS 

 
 As directed by Article 55 of Education Law, the Board of Education of the Clarence Central School District, 

Clarence, New York adopts Rules and Regulation for the Maintenance of Public Order on its school property and 
provides a program for the enforcement thereof. 

 
 Statement of Purpose 
  
 The following rules are adopted in compliance with Article 55, Section 2801 of the Education Law and have been 

filed with the Commissioner of Education and the Board of Regents on or before November 30, 1972, as required 
by that section. Said rules shall be subject to amendment or revision and any amendments or revisions thereof shall 
be filed with the Commissioner of Education and the Board of Regents within ten (10) days after adoption or as 
otherwise provided by law. Nothing herein is intended, nor shall it be construed, to limit or restrict the freedom of 
speech or peaceful assembly. Open inquiry and open expression are indispensable to the objectives. These rules 
shall not be construed to prevent or limit communication between and among faculty, students, administration, 
parents and the Board of Education, or to relieve the school of its educational responsibility for self-regulation in 
the preservation of public order. Their purpose is not to prevent or restrain discussion and dissent but to prevent 
abuse of the rights of others and to maintain that public order appropriate to a public elementary and secondary 
school without which there can be no intellectual productivity and they shall be interpreted and applied to that end. 
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SECTION B: LAWS AND REGULATIONS 
 
B:19 MAINTENANCE OF PUBLIC ORDER: RULES AND REGULATIONS FOR 

DEPARTMENTS (continued) 
 
Prohibited Conduct 
 

a) Personal injury or restraint. No person, alone or with others, shall: 
 

1. Willfully cause physical injury to any other person, nor threaten to do so for the purpose  
of compelling or inducing such other person to refrain from any act which he/she has a lawful 
right to do or to do any act which he/she has a lawful right not to do.  

2. Physically restrain or detain any other person nor remove such person from any place where 
he/she is authorized to remain. 

3. Willfully damage or destroy property of the institution nor remove or use such property without 
proper authorization. 

Disruption 
 

a) No person shall disrupt or prevent the peaceful and orderly conduct of classes, lectures and meetings or 
deliberately interfere with the freedom of any person to express his/her views, including invited speakers. 

b) No person shall obstruct the free movement of persons and vehicles in any place to which these rules 
apply. 

c) No person shall enter upon and remain in any building or facility for any purpose other than its authorized 
uses or in such manner as to obstruct its authorized use by others. 

d) No person shall do anything to disrupt any meeting, sports event, social event, party, dinner, picnic, or 
meeting of any sort conducted by or sponsored by the Clarence School System or do anything to prevent 
others at such events from their enjoyment thereof. 

 
Trespassing 
 

a) No person shall enter without permission any office of any administrative officer, teacher, or staff 
member. 

b) No person shall without authorization remain in any building or facility after it is normally closed. 
c) No person shall refuse to leave any building or facility after being required to do so by an authorized 

School District employee. 
 
Weapons 
 
No person shall bring upon school property nor into any school building any firearm of any sort whatsoever or any 
weapon, unless written authorization for such be obtained in advance from a building Principal, Assistant Principal, 
Superintendent, or Director. 
 
Visitors 
 
No student shall enter any building except the one where he/she has regularly scheduled classes and no person shall 
enter any building except by the entrance nearest to the main office or as otherwise designated of that building and 
upon entering shall go directly to said main office to conduct his/her business or to secure a pass to go to any other 
part of the building. 
 
Drugs and Alcoholic Beverages 
 
No person shall knowingly have in his/her possession, upon any premises to which these rules apply, any alcoholic 
beverages and/or dangerous drugs. (Dangerous drugs as defined by Penal Law. Section 220.00.) 
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SECTION B: LAWS AND REGULATIONS 
 

B:19 MAINTENANCE OF PUBLIC ORDER: RULES AND REGULATIONS FOR 
DEPARTMENTS (continued) 

 
Penalties 
 
A Person who shall violate any of the provisions of these rules shall: 
 

a) If he/she is a licensee or invitee, have his/her authorization to remain upon the school property withdrawn 
and shall be directed to leave the premises. In the event of his/her failure or refusal to do so, he/she shall 
be subject to ejection. 

b) If he/she is a trespasser or visitor without specific license or invitation, be subject to ejection. 
c) If he/she is a student, be subject to expulsion or such lesser disciplinary action as the facts of the case may 

warrant, including suspension, probation, loss of privileges, reprimand or warning, pursuant to the rules, 
regulations and laws of the State of New York and policies and regulations of the Clarence Central School 
District. 

d) If he/she is a faculty member having a term of continuing appointment, be subject to the appropriate 
disciplinary actions as the facts of the case may warrant pursuant to the rules, regulations and laws of the 
state of New York and in accordance with the administrative code and negotiated contracts of the teachers’ 
organization with the Clarence Central District. 

e) If he/she is a staff member in the classified service of the Civil Service, described in Section 75 of the 
Civil Service Law, be guilty of misconduct, and be subject to the penalties prescribed in said section. 
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SECTION B: LAWS AND REGULATIONS 
 
B:20 SEXUAL HARASSMENT 
 
The Board of Education affirms its commitment to non-discrimination and recognizes its responsibility for all 
District employees an environment that is free of sexual harassment and intimidation. Sexual harassment is a 
violation of law and stands in direct opposition to District policy. Therefore, the Board prohibits all forms of sexual 
harassment by employees. 
 
Generally, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and other verbal 
or physical conduct of a sexual nature when: 
 

a) Submission to such conduct is made, either explicitly or implicitly, a term or condition of an individual’s 
employment; 

b) Submission to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual; 

c) Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance 
or creating an intimidating, hostile or offensive working environment. 

 
The Board acknowledges that in determining whether sexual harassment has occurred, the perspective of the victim 
as well as the offender’s conduct and/or intention should be evaluated. 
 
Any employee who believes that he/she has been subjected to sexual harassment shall report all incidents of such 
conduct to the District’s designated complaint officer through informal and /or formal complaint procedures 
developed by the District. In the event that the complaint officer if the offender, the complainant shall report his/her 
complaint to the next level of supervisory authority. All such reports will be held in strictest confidence. 
 
Upon receipt of an informal/formal complaint, the District will conduct a thorough investigation of the charges. 
However, if the District has knowledge of or has reason to know of any alleged sexual harassment, the District is 
obligated, even in the absence of a complaint, to investigate such conduct promptly and thoroughly. 
 
Based upon the results of the District’s investigation, immediate corrective action will be taken, up to and including 
termination of the offender’s employment in accordance with contractual and legal guidelines. The Board prohibits 
any retaliatory behavior directed against complainants and/or witnesses. Follow-up inquiries shall be made to 
ensure that harassment has not resumed and that the victim and/or witnesses have not suffered retaliation. 
 
The Board directs the Superintendent to develop regulations for resolving sexual harassment complaints. The 
Superintendent/designee(s) shall affirmatively discuss the topic of sexual harassment with all employees, express 
the District’s condemnation of such conduct and explain the sanctions for harassment. A copy of this policy and its 
accompanying regulations shall be posted in appropriate places and available upon request to all employees. 
  
 

B:21 SMOKING/TOBACCO USE 
 
Tobacco use shall not be permitted and no person shall use tobacco on school grounds. This includes use of e-
cigarettes, atomizers or any other similar device whether or not nicotine is present. For purposes of this policy, 
“school grounds” means any building, structure, vehicle, and surrounding outdoor grounds contained within the 
District’s legally defined property boundaries as registered in the County Clerk’s Office; as well as any vehicles 
used to transport children or school personnel. 
 
The District will prominently post its smoking/Tobacco Use Policy in District buildings and supply a copy upon 
request to any current or prospective employee. Each administrator and supervisor is designated as an agent who 
shall be responsible for informing individuals of the policy. 
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SECTION B: LAWS AND REGULATIONS 
 
B:22 WELLNESS 
 
The Clarence Central School District is committed to providing a school environment that enhances the learning 
and development of lifelong wellness practices. The District’s Wellness and Nutrition Committee (previously 
known at the Nutrition Committee) is designated as the vehicle for oversight of this policy, and will report to the 
Board of Education as required.  
 
To accomplish the intended goals the Board of Education: 
 

a) Recognizes that a student’s overall emotional wellness will play one of the most important roles in making 
healthy food and physical activity choices. All student guidance/support services will be recognized as 
integral parts of any strides in overall wellness. 

b) Requires that each building principal or “wellness designee” meet with the District’s Wellness and 
Nutrition Committee at least annually to review wellness activities in his/her building. Written minutes 
documenting these activities are to be filed and reviewed as needed by the Board of Education.  

c) Acknowledges that sequential and interdisciplinary nutrition education will be provided and promoted 
through formal classroom instruction. Health and wellness instruction will be instituted at each grade level 
through the efforts of the building principals, the Director of Health, Physical Education and Athletics, and 
the Director of Curriculum and Staff Development. “Team Nutrition” and other valuable resources will be 
made available.  

d) Requires that all child nutrition programs comply with federal, state and local requirements, and are 
accessible to all students.  

e) Requires that all schools become a “Choose Sensibly School.” This will ensure that snack food sold in 
school, on school property and in student accessible vending machines before, during and after the school 
day meets those specific nutritional standards. Certain foods may be exempt from these standards because 
they are nutrient dense. Limited exceptions, as approved by administration, for special events, tournaments 
and athletic events may be acceptable. 

f) Requires that the only beverage sold to students in schools, on school property and in student accessible 
vending machines before, during and after the school day are: milk with a fat content of no more than 2%, 
water, and vegetable and fruit juices having at least 50% juice. The District’s Wellness and Nutrition 
Committee will have the responsibility to review product and implement changes should new acceptable 
products become available. Limited exceptions, as approved by administration, for special events, 
tournaments and athletic events may be acceptable. 

g) Requires that all foods made available will adhere to food safety and security guidelines. 
h) Recommends that food and/or physical activity will not be used as a reward or punishment. 
i) Requires that nutrition information disseminated to students, parents and staff will occur on a regular 

basis. Items such as newsletter nutrition tips, lunchroom displays and web site menu and nutrition 
information postings will be utilized.  

j) Requires that elementary classroom teachers incorporate fifteen minutes of physical activity into their 
daily classroom routine. 

k) Supports that secondary schools, through a coordinated physical education and health curriculum, will 
offer a variety of non-traditional physical education courses to promote wellness and increase participation 
within the framework of all New York State standards. 

l) Recognizes that staff wellness will be promoted by supporting staff to participate in wellness activities 
and/or use building fitness equipment. 

m) Supports using appropriate funding sources for student and staff wellness, including but not limited to: 
fitness equipment, educational classroom resources, speakers and guidance/student support service 
enhancements. 

n) Acknowledges that need to cooperate with Parent Teacher Organizations, as well as all school and 
community support groups, to accomplish wellness goals. Support groups will be encouraged to 
coordinate with and assist building principals or “Wellness Designees” when planning activities. 
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SECTION B: LAWS AND REGULATIONS 
 
B:22 WELLNESS (continued) 

 
o) Encourages all fund-raising efforts and classroom celebrations follow the District Wellness and Nutrition 

Standards. 
 

B:23 WORKERS’ COMPENSATION 
 
The School District shall make Workers’ Compensation coverage available for all employees. 
 

a) The employee qualified for Workers’ Compensation may choose one of the following options: 
 

1) The employee may receive the full amount of his/her salary for as long a period as he/she has 
accumulated sick leave allowance. If the employee exhausts his/her sick leave during the period 
of absence, he/she would automatically revert to option 2. 

2) The employee may select to receive weekly compensation payments as he/she is entitled to 
during his/her absence in lieu of his/her regular salary, and days absent would not be deducted 
from his/her accumulated sick leave allowance. 
 

b) If the employee chooses option 1, any weekly compensation entitlement received during the period of 
absence must be remitted to the Board of Education. Depending upon the amount of weekly compensation 
reimbursed, the employee’s sick leave record will be adjusted accordingly. 
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SECTION C: SCHOOL POLICIES 
 

 C:1 ACCEPTABLE USE OF COMPUTERS, TECHNOLOGY AND THE INTERNET 
 
 Technology resources are available to students, employees and the Board of Education in the Clarence Central 

School District. These resources include software delivered via the District local area network, (LAN), as well as 
the internet. We are pleased to provide this access to students, employees and Board members and believe 
telecommunications and other technological resources offer vast and unique opportunities to the community. The 
main use of District equipment is for school related purposes. Incidental personal use may be permitted as long as 
there is no disruption to the District operations or mission. 

 
 Generally the same standards for acceptable staff conduct that apply to any aspect of job performance shall also 

apply to use of the District’s technology systems. Employees and Board members are expected to communicate in a 
professional manner consistent with applicable District policies and regulations governing the behavior of school 
staff. 

 
 This policy does not attempt to articulate all required and/or acceptable uses of the District’s technology systems, 

nor is it the intention of this policy to define all inappropriate usage. Administrative regulations will further define 
general guidelines of appropriate staff conduct and uses as well as prescribed behavior. 

 
 District staff shall also adhere to the laws, policies, and rules governing computers including, but not limited to 

copyright laws, rights of software publishers, license agreements, and rights of privacy created by federal and state 
law. 

 
 Staff data files and electronic storage areas shall remain District property, subject to District control and inspection. 

The Superintendent or his/her designee may access all such files and communications to ensure system integrity 
and compliance with requirements of this policy and accompanying regulations. Staff should NOT expect that 
information stored on the District’s computer system will be private. Information may be reviewed without 
prior notice. 

 
 The use of computers is not only of value to schools, but is a necessity in working with students and other aspects 

of schooling. Various work responsibilities result in access to information sources such as software programs, 
internet access and the District’s; computer network. Access and authorization to information and equipment carry 
a corresponding responsibility for appropriate use. Access should be primarily for educational and professional 
activities. 

 
 Employees represent the Clarence Central School District and are using a non-private network 
 
 General Expectations 
 
 We expect all employees of the Clarence Central School District will: 
 

1. Be familiar with building procedures and rules for computer and internet use. Employees will abide by 
expectations contained herein. 

2. Be responsible for the security of their computer equipment, files and passwords, 
3. Promptly notify their immediate supervisor of security problems. 
4. Treat student records with confidentiality and not release or share information except as authorized by 

Federal and State law. 
5. Follow acceptable etiquette, which includes: 

a. Being polite. 
b. Using appropriate language. 
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SECTION C: SCHOOL POLICIES 
 

 C:1 ACCEPTABLE USE OF COMPUTERS, TECHNOLOGY AND THE INTERNET 
(continued) 

  
We expect that all employees of the Clarence Central School District will not: 
 

1. Go beyond their authorized access to the District network or other computer equipment or software, 
including the files or accounts of others. 

2. Disrupt or attempt to damage or disrupt any computer, system, system performance, or data. This includes 
propagation of computer viruses and use of the Internet to make unauthorized entry to any other Internet 
source. 

3. Use District hardware or software to engage in any illegal act. 
4. Access or transmit inappropriate items such as pornographic or obscene material, or material that is 

profane, lewd, rude, inflammatory, or material that contains threatening or disrespectful language. 
5. Use potentially damaging, dangerous or disruptive material.  
6. Engage in personal or general harassment. 
7. Transmit false or defamatory information. 
8. Be involved in plagiarism. 
9. Be involved in malicious activities or downloading or transmitting copyrighted material. 
10. Solicit personal information with the intent of using it to cause emotional or physical harm. 
11. Use District technology for private business purposes or excessive personal use. No personal use of 

District technology is permitted that would compromise the District’s information technology systems, 
violate the District’s mission, its policies and regulations; violate any State or Federal laws or regulations; 
interfere with employee’s job requirements or diminish student instructional time. 

12. Download and install unauthorized software programs. 
 
Expectations when working with students: 
 

1. All computer use by students requires supervision. 
2. All students Internet use requires supervision. 
3. Enforce all aspects of rules governing students. 

 
 Expectations when using e-mail and other user-generated electronic files: 
 

1. Employees should not have an expectation of privacy. The Superintendent of Schools (or designee) has 
the right of access to all e-mail sent or received. In the event of the Clarence Central School District being 
involved in any legal proceedings, any relevant e-mail recordings (including Internet e-mail), or other 
electronic files stored on District equipment may be disclosed. 

2. Every user is responsible for all e-mail originating from his or her user ID (e-mail address). Forgery or 
attempted forgery of electronic mail is prohibited. The District e-mail standard (currently Microsoft 
Outlook) is the only allowable e-mail system to be used. 

3. Attempts to read, delete, copy or modify the email of other users are prohibited. 
4. Forwarding of chain letters if prohibited. 

 
Verification of Employee Understanding 
 
All staff must sign an Employee Information Technology Security Agreement that affirms that they acknowledge 
and agree to abide by all regulations, organizational policies, guidelines, and procedures that govern computer 
network, Internet, and information use. 
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SECTION C: SCHOOL POLICIES 
 

 C:1 ACCEPTABLE USE OF COMPUTERS, TECHNOLOGY AND THE INTERNET 
(continued) 

  
Assumption of Risk 
 
The Clarence Central School District makes no guarantees of any kind, whether expressed or implied, for services 
provided and is not responsible for any damages suffered while on the system. This includes loss of data and 
inaccurate or poor quality information obtained from the system. 
 
Teacher Web Pages 
 
An exciting innovation in technology is the opportunity for teachers and staff to create teacher Web pages. The 
Board of Education and the administration encourage the development of Web pages by teachers and staff in order 
to provide information to parents, students and the community about classroom and student activities as well as 
instructional resources. To be considered authorized by the Clarence Central School District, teacher Web pages 
must be developed in accordance with this regulation using resources provided by, and hosted on sites provided by, 
the Clarence Central School District. 
 
Content Integrity 
 

1. All subject matter on the Web pages and their links must relate to: 
a. Curriculum and instruction. 
b. Clarence Central School District authorized activities and services. 
c. Information about the Clarence Central School District or its mission. 

2. Safety – Information about students and staff posted on a teacher Web page should be general in nature. 
Do not use students’ full names on the Web. Also, do not give specific locations and times when listing a 
field trip or activity. Remember that this information is public for anyone to access. 

3. Always refer to our organization by using the proper name, the Clarence Central School District. 
4. To reduce the possibility of spam, use broken e-mail addresses that do not automatically create a link. 
5. Confidential information regarding students, staff, or the organization may not be posted on teacher Web 

pages. 
6. Treat your audience with respect. Avoid any objectionable language, and use proper grammar and spelling 

at all times.  
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SECTION C: SCHOOL POLICIES 
 

 C:1 ACCEPTABLE USE OF COMPUTERS, TECHNOLOGY AND THE INTERNET 
(continued) 

 
Copyright Information 
 

1. Generally, you cannot post a copy of any copyrighted materials on your Web site without the copyright 
owner’s permission. Materials that may be subject to copyright include photographs, logos, music, videos, 
cartoons, drawings, paintings, graphs, charts, animation, articles, and other Web pages. Teachers and staff 
should assume that any such materials, even if found on the Internet and in the absence of the © symbol or 
other copyright notice are subject to copyright. 

2. Under certain limited circumstances, teachers are authorized to use portions of copyrighted works in 
traditional classroom settings under the doctrine of “fair use,” without specific permission. However, a 
copy of a copyrighted work placed by a teacher on Web site is less likely to be seen as a “fair use” of that 
work. Therefore, reliance on a Web site using “fair use” doctrine should be avoided. 

3. Generally, links to copyrighted resources available elsewhere online may be created as long as the link 
merely directs the user to another site and does not cause a copy of the copyrighted work to be created and 
stored on Clarence Central School District sites or servers. Include the link disclaimer language. Framing 
(displaying another site’s Web page within our Clarence Central School District Web page design) is not 
permitted. Your link must cause a separate Web page to appear. 

4. Students are the copyright owners of their own work. You must get the written permission of the students, 
as well as his or her parent, to post a copy of a student’s work on your Web page. 

 
Additional Guidelines for the Use of Photos and Images 
 

1. Student photographs, video, audio recording, or electronic images may be used without prior consent in 
order to publicize or promote a school district program. If a parent or guardian wishes to refuse permission 
for the use of a child’s photograph, video or audio recording, or electronic images in District publications, 
media releases, or the District Web site, they must notify the Superintendent of Schools or building 
principal in writing by October 15 in each academic year. 

2. When uploading a file containing an approved photo, please make certain the file name does not list 
student names (ex.:SallyMae.jpg). If it does, please re-save the photo using another generic description to 
then upload onto the Web. Students’ names could be inadvertently shared, accessed as a part of the 
image’s code, if not corrected. 

3. Photos of individual students or staff are not recommended for security reasons. Group pictures make it 
harder to identify a specific person in the photos. 

4. When using the Clarence Central School District logo, use only the standard logo and do not modify it in 
any way. When using the logo of another organization (ex. SkillsUSA), you must get permission in 
writing first. 

5. You may only use images on your Web page with the permission of the copyright owner, unless the image 
is from a source that specifically grants permission for such use. You cannot scan material from a book 
and paste it onto your Web page. Handouts created by anyone but you cannot be posted on the Web page. 
Clip art may be used if from a source that grants permission for such use. 
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SECTION C: SCHOOL POLICIES 
 

 C:1 ACCEPTABLE USE OF COMPUTER, TECHNOLOGY AND THE INTERNET 
(continued) 

  
Blogs, Podcasts and Vodcasts 
 
In addition to, or as part of a teacher Web page, teachers may choose to create blogs to engage students in effective 
dialogue on selected topics. They may choose to create or make available podcasts or vodcasts for instructional 
purposes as well. Teachers and staff are encouraged to utilize web 2.0 communications tools such as blogs, 
podcasts and vodcasts that are developed in accordance with these regulations using resources provided by, and 
hosted on sites provided by, the Clarence Central School District. 
 
Teachers who use blogs, podcasts or vodcasts as instructional tools should remember that their content may be 
viewed by anyone who has the ability to access the Web site on which the blog, podcast or vodcast is located. 
Blogs, podcasts and vodcasts should be reserved for classroom use only and should be “locked” so as not to allow 
the general public to post their comments, thus keeping the learning project on task. In addition, the Clarence 
Central Schools District requires all blogs developed pursuant to this regulation be monitored by the teacher or staff 
member. Therefore, teachers and staff members are not authorized to use the “unmoderated” option when setting up 
a blog. 
 
Teachers and staff members are responsible for the content of instructional blogs, podcasts and vodcasts they 
create. Blogs, podcasts and vodcasts will be monitored in the same manner as teacher Web pages. Inappropriate 
material may not be posted by staff or students. If inappropriate content is found, it will be removed immediately 
and notification will be made to the teacher or staff member who created the blog, podcast or vodcast. Appropriate 
disciplinary action may be taken. 
 
Applicable Policy and Regulation 
 
All development and use of teacher Web pages and Web 2.0 communication tools such as blogs, podcast and 
vodcasts shall be subject to other applicable Clarence Central School District policies and regulations regarding the 
use and development of instructional materials. In addition, all such activities are subject to policy and regulations 
regarding Staff Use of Computerized Information Resources as well as the Clarence Central School District 
Employee Acceptable Use of Computers, Technology and the Internet Agreement which is acknowledged annually 
by staff. 
 
Enforcement 
 
The Superintendent shall be responsible for the enforcement of this policy. Violations of the policy shall be dealt 
with in accordance with applicable laws, regulations and employee contracts.  
 
Adopted by the Board of Education 12/10/12 
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SECTION C: SCHOOL POLICIES 
 
C:2 ACCIDENTS 
 
Procedures shall be established and maintained by the Superintendent for the handling of student injuries that occur 
on school property and during school activities. 
 
Student Emergency Treatment 
 
All staff members of the School District are responsible to obtain first-aid care for students who are injured or 
become ill while under school supervision. 
 
In most instances first aid should be rendered, and then the parent should be contacted to come to school and 
transport the student to the family physician. Beyond first aid, the medical care of the student is the parent’s 
responsibility. However, the student’s welfare is always the primary concern, and it is the responsibility of school 
personnel to exercise good judgement and care under all circumstances. 
 
Transporting an Ill or Injured Student 
 
In the event of an illness or injury to a student, an ambulance may be called if warranted. This solution will be used 
after other alternatives, including parent/legal guardian contact, have been made. If a parent is not in attendance, an 
official from the School District shall accompany, but not transport, the student to the hospital. 
 
 

C:3 ADVERTISING/DISTRIBUTION OF LITERATURE IN THE SCHOOLS 
 
No materials of a commercial nature shall be distributed through the Clarence Schools except as authorized by law 
or the Commissioner’s Regulations. Neither the staff nor the students of the School District shall be employed in 
any manner for advertising or otherwise promoting the interests of any commercial, political, or other non-school 
agency, individual or organization, except that: 
 

a) Schools may cooperate in furthering the work of any non-profit, community-wide, social service agency, 
provided that such cooperation does not restrict or impair the educational program of the schools; 

b) The school may use films or other educational materials bearing only simple mention of the producing 
firm; 

c) The Superintendent of Schools may, at his discretion, announce or authorize to be announced, any lecture 
or other community activity of particular educational merit; 

d) The schools may, upon approval of the Superintendent of Schools, cooperate with any agency in 
promoting activities in the general public interest that are non-partisan and non-controversial, and that 
promotes the education and other best interests of the students. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

EMPLOYEE HANDBOOK         39 
 

SECTION C: SCHOOL POLICIES 
 
C:4 BUILDING SECURITY 
 
In order to provide uniform procedures for administering and maintaining a security system on a District-wide 
basis, and in order to help avoid incidents of breaking and entering, theft and vandalism, the following regulations 
shall govern all buildings and facilities. 
 
Guidelines: 
 

a) No change shall be made on or to any locks/locking devices in any building without the expressed 
authorization of the Superintendent of Buildings and Grounds. 

b) No faculty/staff member shall possess at any time an exterior entrance master key; with the exception of 
(1) the building administrator(s), (2) the building custodian(s), and (3) such other persons who possess 
expressed written authority from an administrator. 

c) No faculty/staff member shall possess at any time an area key to facilities which are not within the scope 
of his/her primary assignment. 

d) No student or non-District employed person shall possess or be given a key for temporary use. 
e) All classroom keys provided for faculty/staff members use shall be issued annually in September, and 

returned the following June as part of the final year-end audit. 
f) All unoccupied areas, including classrooms, laboratories, custodial closets, storage rooms etc. shall be 

locked at all times. 
g) Although the building administrator(s) is held responsible for the affairs of his/her facilities, after school 

hours the Superintendent of Buildings and Grounds Shall have primary responsibility for District security 
and building security during the absence of the building administrator. 

 

C:5 CLOSINGS: SCHOOL AND EMERGENCY 
 
School Closing Hotline – 407-9129 
 
Weather related information will be available on the Clarence Web site – www.clarenceschools.org 
 
The Superintendent of Schools may make the determination to close school in the case of inclement weather or 
other emergency that may pose a threat to the health or safety of students. When school is closed, all related 
activities – athletic events, field trips, extracurricular activities, and Community Education classes – will also be 
suspended. Every effort is made to make the decision to close school by 6:00 A.M. Any change to our normal 
schedule is released to the following agencies for public announcement. 
 

1. WGRZ-TV Channel 2 
2. WIVB-TV Channel 4 
3. WKBW-TV Channel 7 
4. Radio station WBEN 930 AM 
5. Clarence School Closing Hotline 407-9129 
6. Clarence Sports Hotline 407-9058 (information about athletic events only) 
7. Wide Are Broadcast Telephone System 

 
The attendance of personnel shall be governed by their respective collective bargaining agreements. 
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SECTION C: SCHOOL POLICIES 
 

C:6 EQUIPMENT FOR PRIVATE PURPOSES: USE OF 
 
Equipment or other personal property owned by the School District is not to be loaned or leased to any individual 
or organization for private use. “Private use” shall not include a use which is authorized by the Superintendent and 
his/her designee and determined by him/her to be directly related to the improvement, enhancement or development 
of the School District’s educational program. 
 
 
C:7 MAILBOXES 
 
Each staff person is assigned a mailbox for the purpose of inter-school communication. Newsletters, bulletins, notes 
from other staff members, etc., will be placed in your mailbox. It should be checked in the morning and afternoon 
by each person. Incoming mail, magazines, catalogs, etc. will also be placed in your mailbox. Please do not allow 
students to pick up mail or place information in the mailboxes. 
 
 

C:8 MAINTENANCE REQUESTS 
 
All maintenance requests shall be completed on the Maintenance Request Form available in the buildings or district 
office. Essential information should be entered as directed on the form and submitted to your building principal or 
administrator for disposition. 
 
 

C:9 PARENT ORGANIZATION 
 
An integral component of a successful educational system is a strong partnership between school and home. The 
parents of this District have exhibited a commitment to outstanding educational opportunities for their children 
through their participation in parent teacher organizations. Each of our schools boasts a strong, active parent group 
dedicated to supporting and enhancing the existing program. 
 
Parents of all special education and gifted children as well as teachers and students are invited to join the Clarence 
Special Education Parent Teacher and Student Association (SEPTSA). Its mission is to assist the school district in 
ensuring that special needs and gifted children reach their full potential.  
 
Since the membership of these organizations is comprised of teachers and parents, regular attendance by teachers is 
encouraged. 
 
Officers for the 2016-17 school year: 
  
 Clarence SEPTSA:   Deb Naylor and Louann Nowicki – Co-Presidents 
 Clarence Center:   Andrea Duquette and Jill Metz – Co-Presidents 
 Harris Hill:   Stephanie Decker - President 
 Ledgeview:   Amy Carey and Siobhan Comeau – Co-Presidents 
 Sheridan Hill:   Jenny Collins and Stacey Victoria – Co-Presidents 
 Clarence Middle School:  Karen Kurdziel and Rachelle Powers – Co-Presidents 
 Clarence High School:  Julie Warman - President 
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SECTION C: SCHOOL POLICIES 
 

C:10 PRESIDENT’S COUNCIL 
 
Officers from our parent organizations meeting as a group on a regular basis with the Superintendent of Schools for 
the purpose of coordinating their efforts and sponsoring joint projects.  
 
 

C:11 PUBLIC RELATIONS 
 
The high level of confidence and strong community support enjoyed by the Clarence School District is due in large 
part to the commitment and dedication of its outstanding professional staff. An effective communication plan is 
essential to building good relations, but the strongest component of a public relations program is at the individual 
level. 
 
In that respect every employee is an important link in our public relations efforts. As we go about performing our 
duties, we must be mindful of the role public relations plays in the smooth operation of the district. 
 
We would never do things for public relations value, but certainly everything we do has public relations 
implications. Public opinion is based on personal observations and experiences. Every contact we have with a 
colleague, a student, a parent, or a member of the community contributes to that person’s perception about our 
school district. 
 
 

C:12 PURCHASING: HOW TO ORDER SUPPLIES, EQUIPMENT AND SERVICES 
 
All purchases of supplies, equipment, and services used for school related activities must be approved by each 
employees’ supervisor, building principal and/or the school business manager using the following procedure: 
 

a) Submit a requisition for the item(s) to immediate supervisor or building principal. Please make sure it is 
filled out correctly and completely. 

b) Following approval, the building principal will receive the purchasing agent’s approval and the purchase 
order will be mailed to the company. 

c) A receiving copy and department copy of the purchase order will be sent to your building secretary, a copy 
will then be forwarded to you for approval. If initial shipment completes the order, fill out and return the 
receiving copy to the Business office. If a partial shipment: check off the items received, make a copy, 
sign it, and send the copy to the Business Office. When final shipment is received, completing the order, 
sign and return the original copy to the Business Office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

EMPLOYEE HANDBOOK         42 
 

SECTION C: SCHOOL POLICIES 
 

C:13 SAFETY AND SECURITY 
 
The Board of Education of the Clarence Central School District hereby declares that it is the policy of the School 
District to provide a safe and secure environment to all those persons, students, staff and visitors, who lawfully 
enter upon District property or who travel in District vehicles for the purposes of the District. 
 
It shall be the responsibility of the Superintendent to establish and carry out written regulations that will: 
 

a) Identify those staff members who will be responsible for the effective administration of the regulations; 
b) Provide staff time and other necessary resources for the effective administration of the regulations; 
c) Establish periodic written review of the activities of the staff to ensure compliance with applicable laws 

and regulations; 
d) Provide an on-going mechanism for the effective review of safety and security concerns of the staff, 

students and affected public; 
e) Comply with Project SAVE (Safe Schools Against Violence in Education Act) requirements. 

 
Hazard Communication Standard 
 
All personnel shall be provided with applicable training to comply with the New York State “Right-to Know” Law 
and the Hazard Communication Standard. 
 
The Board directs the Superintendent to develop rules and regulations to insure District implementation of this 
policy which shall include awareness information, employee training and record keeping. 
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SECTION C: SCHOOL POLICIES 
 

C:14 SCHOOL BUILDINGS AND GROUNDS: USE OF 
 
The Board of Education welcomes and encourages the use of the school building and grounds, in addition to their 
primary use in the regular school program, by responsible school and community organizations within such limits 
as are established by Education Law. 
 
Administrative regulations shall be established to govern the use of the school buildings and grounds by school and 
community organizations outside of the regular school program. It shall be the purpose and intent of such 
regulations to allow for the maximum use of the school facilities consistent with providing all necessary and 
reasonable protection and safety for the school property and the users, and consistent with the premise that such 
additional use shall not unduly limit or interfere with the use of school facilities in the regular school program. 
 
The school building generally shall be available for use at no charge when the buildings are normally open and 
school personnel are regularly scheduled to be on duty, providing such use requires only normal or routing service. 
If, in the judgement of the Superintendent of Buildings and Grounds, the use requires extra or special service, or if 
the buildings are used when they are not normally open and school personnel are not regularly scheduled to be on 
duty, then a community organization shall be expected to reimburse the school for the necessary and reasonable 
cost of such extra or special service, in accordance with a rate schedule which shall be published annually as a 
supplement to this policy and its accompanying regulations. 
 
For the purpose of this policy and its regulations: 
 

a) A School Group shall be defined as having its members or participants students attending this school 
system and whose activity will be under the direct supervision of one or more faculty advisors as an 
assigned duty or responsibility. 

b) A School Affiliated Organization shall be defined as a group whose purpose and activities are directly 
related to the school. Examples: PTO’s, AFS, Band Booster, Football Fathers, etc. 

c) A Community Organization shall be defined as having 51 percent or more of its members or participants 
as residents of this School District and whose activity is not under the direct supervision of school 
authorities. 

d) Community-Youth Organization if its members are chiefly students still attending school. 
e) Bona-fide Not-For-Profit organizations shall be given consideration even if 51 percent or more of its 

members or participants are not residents of Clarence Central School District. 
 
A combination application permit form shall be prepared as a supplement to this policy and its accompanying 
regulations. Such form shall provide for setting forth the nature of the proposed use of the school buildings or 
grounds, the name of the person who will be responsible for supervision of the activity, conditions under which 
permission for the use is granted, including whether or not any charge will be made to the organization, and the 
signatures of both the organization representative and the building administrator. Such form shall be filed for each 
use of the buildings or grounds (or series of identical uses) by a school affiliated or community organization. 
Building administrators shall have the responsibility to implement the Use of Building and Grounds Policy and its 
regulations, and the discretion to make decisions involving matters of judgement thereunder, excepting that 
questions involving the legality or exception to the rule of a particular proposed use shall be referred to the 
Superintendent’s office for decision.  
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SECTION C: SCHOOL POLICIES 
 

C:15 SOLICITATION OF FUNDS 
 
Soliciting of funds from students and school personnel by persons or organizations representing public or private 
organizations shall be prohibited. The Superintendent of Schools shall have the authority to make exceptions to this 
policy in cases where such solicitation is considered to be in the District’s best interest. The Board of Education 
shall be notified of these instances. 
 
Distribution of Information about worthwhile area charities may be made through the Office of the Superintendent 
of Schools as a service to school district personnel. 
 
 

C:16 VANDALISM/THEFT 
 
When it is discovered that an act of vandalism has occurred at one of our buildings, the following rules will be 
followed: 
 
a)  Reporting the vandalism 
 
Depending upon the nature and severity of the vandalism, the building principal, director, manager or supervisor 
and Business Manager will make a determination as to whether or not the police shall be notified. Whenever the 
vandalism includes the theft of school equipment, the police must be notified of the incident. 
 
b) Building Principal/Director/Manager or Supervisor’s responsibility 
 
The building principal, director, manager or supervisor shall prepare a written report which will be forwarded to the 
Superintendent with a copy to the Business Manager. The report shall include the following: 
 

1. Date of the vandalism. 
2. Name of the person who discovered the vandalism. 
3. Estimated time of vandalism. 
4. A copy of the police report. (Only applicable if the police are notified.) 
5. Description of items vandalized or stolen. 
6. A cost estimate of necessary repairs and replacement. The Business Manager will assist in determining 

estimated repair cost. 
7. The names and addresses of any person responsible for vandalism. 
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SECTION C: SCHOOL POLICIES 
 

C:17 VOLUNTEERS: GUIDELINES 
 
A school volunteer is defined as a non-paid person who assists the instructional staff in curricular, co-curricular, or 
extra-curricular programs. A volunteer is a person who offers to provide assistance of his/her own free will without 
legal obligation. 
 

a) Volunteers are expected to support the District’s instructional program and extra-curricular activities. 
b) Volunteers may assist on an occasional or regularly scheduled basis. 
c) The need for volunteers will be determined by the building principal in cooperation with the faculty. Final 

decision concerning selection, placement and replacement is made by the principal. Occasional volunteers 
will be screened by the principal in a manner of his/her choosing. Copies of the approved applications for 
regular volunteers will be sent to the Superintendent and subsequently approved by the Board of 
Education. By approving volunteers, the District accepts the liability for their actions within the scope of 
their authority. 

d) Orientation and in-service training will be provided by appropriate staff as determined by the principal. 
e) Volunteers will work under the supervision and direction of appropriate staff and are expected to comply 

with all rules and regulations set forth by the District. 
f) So that appropriate recognition may be made from time to time, an accurate list of volunteers shall be kept 

by each principal or supervisor and forwarded to the Superintendent. 
g) The District does not carry health/accident insurance or Workers’ Compensation on volunteers. They are 

covered for their own actions within the scope of their approved authority under the liability section of the 
District’s umbrella policy. This is not the case for visitors. 

h) Volunteers must sign in and out in the school office or alternate area designed for this purpose, unless 
determined otherwise by the building principal. 

i) By wearing appropriate identification volunteers will be immediately recognized as persons whose 
specific purpose is helping students and staff. Appropriate identification will be determined by the 
Superintendent, Building Principal, Supervisor, or an individual designated by them. 
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SECTION D: PERSONNEL 
 

D:1 ABSENCES 
 
Absences are to be reported as soon as possible so that, if necessary, substitutes can be contacted in a timely 
manner. Teachers should notify the substitute calling service at 684-9564. All others should contact their immediate 
supervisor. 
 
If you know in advance that you will need personal leave, complete a personal leave request form and give it to 
your principal/supervisor. 
 
Unpaid leaves (i.e. child care) are provided under the collective bargaining agreements or by Board policy. Unpaid 
health leaves may be requested upon expiration of unpaid sick leave. Unpaid leaves are generally limited to one 
year in length and health insurance is not provided unless required by law (Family/Medical Leave Act). 
 
 

D:2 BARGAINING UNITS AND UNION ACTIVITIES 
 
Clarence Teachers’ Association (CTA) 
 
This Unit covers those positions outlined in Article I, Recognition of the collective bargaining agreement. The 
president for the 2016-2017 school year is Ms. Elizabeth Dunne. 
 
Civil Service Employees’ Association, Inc. (CSEA) 
 
This unit covers all classified employees except those identified under Section I.02 of the collective bargaining 
agreement. The president for the 2016-2017 school year is Mr. Joseph Moronski. 
 
Union Activity in General 
 
Except as provided by law or collective bargaining agreement, work time is not to be used to conduct union 
business or promote activity. 
 
The bargaining units in the District, pursuant to section 209-1 of Civil Service Law, shall not interfere with, restrain 
or coerce any employees in exercising their individual or collective rights in accordance with article 14 of the Civil 
Service Law (i.e. Taylor Law). 
 
 

D:3 BLOOD DONATION LEAVE 
 
New York State Labor Law Section 202-j provides leave time to employees for the purpose of donating blood. 
Leave granted to employees for off-premises blood donation is not paid leave. 
 
Leave for off-premises donation shall be subject to the following: 
 

a) Employees taking leave for off-premises blood donation shall be permitted at least one leave period per 
calendar year of three hours duration during the employee’s regular work schedule. 

b) Off-premises blood donation leave does not accrue if it is not used during the calendar year. 
 
As an alternative the high school student council holds blood drives twice per school year. The blood drives are 
typically held in December and April of each year. An employee who wishes to donate blood at a blood drive held 
at the high school may do so without loss of pay or without charge to any accrued leave-time. Please call the 
personnel office at extension 9107 if you have questions. 
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SECTION D: PERSONNEL 
 

D:4 CANCER SCREENING LEAVE 
 
On August 2, 2007, a new law took effect in New York State which in part allows school district employees to 
absent themselves for up to four hours on an annual basis to undergo screening for breast cancer and/or prostate 
cancer. This cancer screening leave is limited to: 
 

a) Four (4) hours annually (one four hour period annually between 7/1 and 6/30) for female employees for 
the purpose of breast cancer screening. 

b) Four (4) hours annually (one four hour period annually between 7/1 and 6/30) for male employees for the 
purpose of breast cancer screening. 

c) Four (4) hours annually (one four hour period annually between 7/1 and 6/30) for male employees for the 
purpose of prostate cancer screening. 

 
The Clarence School District fully supports preventive health practices and encourages its employees to follow 
established guidelines for screening as recommended by an individual’s personal physician. In addition, employees 
are asked to consider the impact of their absence on the educational program and to schedule screenings at a time 
which is least disruptive. Employees may wish to schedule appointments during non-work hours or vacation 
periods. 
 
To facilitate the process of excusing yourself from work, it will be necessary to complete a Cancer Screening Leave 
Request Form. This form needs to be completed in advance of your scheduled screening appointment and is 
available in the main office of each building. In addition, you will need to have your screening provider complete 
the Verification of Cancer Screening Form. Do not provide separate notes from your provider. Only the verification 
form should be returned to the designated secretary in your building. 
 
 
D:5 COMPLAINTS AND GRIEVANCES BY EMPLOYEES 
 
In accordance with the provisions of General municipal Law and the collective bargaining agreements, all District 
personnel shall have the opportunity to present their complaints or grievances free from interference, coercion, 
restraint, discrimination or reprisal. The District shall provide at least two procedural stages and an appellate stage 
for the settlement of any grievance. Complaints or grievances not covered under employee contracts shall be 
handled and resolved, whenever possible, as close to their origin as possible. The Superintendent is responsible for 
implementing regulations for the redress of complaints or grievances through proper administrative channels. 
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SECTION D: PERSONNEL 
 

D:5 COMPLAINTS AND GRIEVANCES BY EMPLOYEES (continued) 
 
Title IX/Section 504, Americans with Disabilities Act, Complaints and Grievances 
 
Additionally the Board shall ensure compliance with Title IX of the Educational Amendments of 1972 and Section 
504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. The Superintendent shall 
designate a District employee as their Title IX Section 504 Coordinator and shall also designate at least one District 
employee to coordinate efforts to comply with and carry out the District’s responsibilities under the Americans with 
Disabilities Act. The District shall make available to all interested parties, the name, address, and telephone number 
of the employee or employees designated pursuant to this paragraph. 
 
The Superintendent shall implement regulations and procedures to resolve complaints of discrimination based on 
sex or disability and shall adopt and publish grievance procedures providing for prompt and equitable resolution of 
complaints alleging any action that would be prohibited by the Americans with Disabilities Act. Prior to the 
beginning of each school year, the District shall issue an appropriate public announcement which advises students, 
parents/legal guardians, employees and the general public of the District’s established grievance procedures for 
resolving complaints under Title IX/Section 504 and the Americans with Disabilities Act. The District’s designated 
compliance officer who coordinates the nondiscrimination requirements of Title IX is Mrs. Kristin Overholt, 
Director of Curriculum and Staff Development. The District’s designated compliance officer who coordinates the 
nondiscrimination requirements of Section 504 of the Rehabilitation Act of 1973 is Mrs. MaryEllen Colling, 
Director of Special Education.  
 
 

D:6 EMPLOYEE PERSONNEL RECORD AND RELEASE OF INFORMATION 
 
Personnel Records 
 
The Board of Education directs the Superintendent to maintain a personnel file for each teacher, administrator and 
support staff member employed by the District. 
 
The Board also directs the Superintendent to maintain regulations and procedures governing the inspection by 
District employees of their personnel files. 
 
Release of Personal Information 
 
All steps shall be taken to protect the privacy of the employees of the Board of Education. To ensure the 
individual’s privacy, directory or confidential information should not be shared with a third party except in the 
following situations: 
 

a) When members of the Board of Education need information from the employees personnel record to aid 
them in performing their legal responsibilities in such matters as appointments, assignments, promotion, 
demotions, remuneration, discipline, dismissal or to aid in the development and implementation of 
personnel policies.  

b) When the employees grant permission. 
c) When the third party needs to contact a particular staff member in case of an emergency during non-school 

hours. 
 
Procedures for obtaining consent for release of records to third parties shall be developed by the administration. 
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D:6 EMPLOYEE PERSONNEL RECORD AND RELEASE OF INFORMATION 
(continued) 

 
Release of Information Concerning Former Employees 
 
The District shall not release information concerning the employment records, personnel file or past performance of 
a former employee, unless such information is required to be disclosed by law. Only the initial and final dates of 
employment and the position held shall be provided through a written request. The former employee may authorize 
the release of any additional information. 
 
 

D:7 FAMILY AND MEDICAL LEAVE ACT 
 
The Family and Medical Leave Act (FMLA) was signed into law by President Clinton on February 5, 1993. It 
provides for unpaid leave up to 12 weeks in duration, as described below. 
 
Mandatory Leave 
 
Leaves of absence are available for: 
 

a) Birth 
b) Adoption 
c) Care for the employee’s spouse, child or parent, who has a serious health condition. 
d) A “serious health condition” that make the employee unable to perform job functions. 

 
Three Tests for Eligibility 
 
Employees must meet the following three benefit eligibility tests: 
 

a) “12/12 Rule” – up to 12 weeks off without pay in a 12-month period. Health insurance must be maintained 
for the duration of such leave and under the conditions coverage would have been provided had the 
employee continued employment continuously for the duration of the leave. 

b) Reinstatement – the right to return to an equivalent job within the 12 week period, with the same life and 
health insurance benefits as existed prior to the leave. 

c) Intermittent or Reduced Schedule Leave – the right to take the 12-week leave in non-consecutive days or 
in the form of a reduced work schedule, if “medically necessary”. 

 
Medical Justification 
 
The employee has 15 days to submit a medical certificate evidencing the need for the leave. 
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D:7 FAMILY AND MEDICAL LEAVE ACT (continued) 
 
Military Family Leave Entitlements 
 
Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the 
National Guard or Reserves in support of a contingency operation may use their 12-week leave entitlement to 
address certain qualifying exigencies. Qualifying exigencies may include attending certain military events, 
arranging for alternative child care, addressing certain financial and legal arrangements, attending certain 
counselling sessions, and attending post-deployment reintegration briefings. 
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to 
care for a covered service member during a single 12-month period. A covered service member is a current member 
of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness 
incurred in the line of duty on active duty that may render the service member medically unfit to perform his or her 
duties for which the service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient 
status; or is on the temporary disability retired list. 
 

D:8 FRINGE BENEFITS AVAILABLE THROUGH THE SCHOOL DISTRICT 
 
For more detailed information, contact the Personnel Office. 
 

1. Membership in either the New York State Teachers’ Retirement System or the New York State 
Employees’ Retirement System – For full-time teacher and 12-month non-instructional staff, membership 
is mandatory. For others, i.e. part-time and substitute employees, membership is optional. Membership 
requires a 3% contribution from all employees who have joined the system since July 27, 1976. The 3% 
payment ceases upon 10 years of membership. Effective January 1, 2010 an employee joining the New 
York State Teachers’ Retirement System will contribute 3.5 % of salary throughout active membership; an 
employee joining the New York State Employees’ Retirement System will contribute 2% throughout 
active membership. 

2. Tax Sheltered Annuity – 403b Plans – A supplement to your retirement planning, allows you to contribute 
to an annuity in pre-tax dollars. Contributions and earnings are tax free until you begin making 
withdrawals, generally no earlier than age 59 1/2.  

 
Payroll deductions may be made when authorized by employees. Plans currently available through the 
school include: 

 
 American Century Services, LLC. 
 AXA Equitable Life Insurance Company 
 FTJ/Fundchoice Inc. 
 GWN/Employee Deposit Account 
 Metropolitan Life Insurance Co. (MetLife) 
 Primerica Financial Service 
 RiverSource Life Insurance Co. of NY 
 SGROI Financial, LLC. 
 The Legend Group/ADSERV 
 Valic 
 Voya Financial (Natl NY) 
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D:8 FRINGE BENEFITS AVAILABLE THROUGH THE SCHOOL DISTRICT 

(continued) 
 

3. New York State’s Deferred Compensation Plan – In addition to the New York State Retirement System, 
and the ability to invest in a tax sheltered annuity (403b Plan), another method of investing for retirement 
exists. This plan is the New York State Deferred Compensation Plan, which is commonly referred to as a 
457 Plan. The plan is comprised of 32 investment options that include options in each major asset class, a 
Stable Income Fund, and Life Cycle Funds. In many respects, a 457 Plan is very similar to a 403b Plan. 
For further information, contact Mark J. Wallace, account executive. He has a local office and his 
telephone number is 1-800-422-8463 extension 44397. 

4. A Flexible benefit Plan (Section 125 Plan) which allows you to pay for your health insurance premiums, 
out-of-pocket medical expenses and dependent child care expenses with tax-free dollars. 
 

a. Health insurance Premiums – There is no difference in the amount deducted from your paycheck. 
Clarence Central Schools will continue to withhold your share of the insurance premiums, and 
remit them together with the portion we pay to the insurance company. The difference is that now 
you will pay NO TAXES on your share of the premiums. 

b. Eligible Out-of-Pocket Medical Expenses (i.e. Deductible, Co-Payments, etc.) – Reimbursements 
will be paid out monthly for any claims that are received. Claim forms must be accompanied by a 
receipt from the service provider with the dates of service clearly stated. You pay NO TAXES on 
the amount you set aside to pay for these expenses. 

c. Eligible Dependent Care Expenses – If both you and your spouse work, dependent care expenses 
may be paid through this account. Qualifying dependent care expenses include expenses 
necessary for you and your spouse to be gainfully employed, such as: 
 

 Expenses paid to a dependent care center. 
 Expenses paid for care of a dependent under age 13. 
 Expenses paid for care of another dependent who is physically or mentally incapable of 

caring for him/herself. 
 You pay NO TAXES on the amounts you set aside for dependent care expenses. 

 
The Plan Year is July 1 through June 30. All employees are eligible to enroll in the Flexible Benefit Plan. Each year 
employees who choose to participate in the plan will be asked to complete a new enrollment form. Employees who 
fail to submit the required enrollment form prior to the deadline set each year will be excluded from the plan during 
that plan year, except under certain limited situations. Enrollment is completed electronically by logging on to: 
ccsd.bswift.com.  
 
If you have any questions regarding this plan, please call Rae Ann Nugent at (716) 407-9012. 
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(continued) 
 

5. Health insurance benefits are based on an employee’s negotiating unit. Administrators, teachers, and non-
instructional staff are offered Independent Health. Employee contributions vary depending upon various 
considerations, i.e. negotiating unit, full-time/part-time status, premium cost, etc. 
 
Enrollment in health insurance may be made according to the following provisions: 
 

a. Contracts for new employees are to be effective on the first of the month following the date of 
employment. 

b. Changes in contracts from single to family are to be effective on the first of the month following 
30 days from date of receipt of the application. 

c. An open enrollment period will be established each year for the purpose of enrolling employees 
who did not subscribe when first eligible or who wish to change coverage (if available). Specific 
information regarding open enrollment will be provided in the early spring of each year. 

  
The monthly premiums are deducted from approximately every bi-weekly paycheck. For those employees 
who do not work in July or August, a larger deduction is made throughout the year in order to extend 
coverage to September 1. 
 
Please call the Personnel Office with any questions regarding health insurance. 

 
6. Dental Plans – Plans are provided in accordance with the negotiated agreement in force. 
7. Direct Payroll Deposit – This is a convenient method of payment available to all employees. Nearly all 

banks and many credit unions participate. 
 You may have up to two accounts (i.e. savings and checking) per person. These must be at the 

same institution. 
 Due to computer test run requirements needed to verify your information, direct deposit may not 

take place for up to two pay periods from the date we receive your form. 
 With this system, funds will be available Friday morning. Do not count on money being available 

earlier than the scheduled pay day. 
 Due to intricacies of direct deposit, there may be a time when the direct deposit automatic 

clearing house wire system is not functioning. In that case, you will be generated a pay check for 
your full amount. Therefore, make sure you open your pay envelope to determine if you received 
direct deposit or the full amount of your check 

 
 Contact the payroll/personnel office for a direct payroll deposit authorization form. 
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(continued) 
 

8. Clarence Community and Schools Federal Credit Union – Ten teachers, two clerical employees, one 
custodian and one building administrator formed the CCS Federal Credit Union in 1954. 
 

 The credit union is a not-for-profit organization chartered by the Federal Government. Its original 
purpose was to provide financial services to the employees of the Clarence Central School 
District and their relatives by blood or marriage. 

 In 2002 the charter was expanded to include all persons who live, work, worship, or attend school 
in the Town of Clarence. Credit Union membership is also available to all students and 
employees of the Clarence Central Schools.  

 The credit union office is conveniently located at 9145 Sheridan Drive next to Rite-Aid on the 
corner of Main Street and Sheridan Drive. Office hours are 9:00a.m. to 4:30p.m. Monday through 
Thursday and 9:00a.m. to 5:30p.m. on Friday. The telephone number is: 630-0888; messages may 
be left on an answering device after-hours. The Web site address is: www.ccsfcu.com.  

 
 Representatives: 
   
  High School:  Darlene Eagan 
  Middle School:  Tammy Derkovitz 
  Clarence Center:  Jill Ameis 
  Harris Hill:  Nancy Olsson 
  Ledgeview:  MaryKay Kohout 
  Sheridan Hill:  Laura Borchert 
  Administration:  Karen Mauger 
  Buildings & Grounds: Susan Maryniewski 
  Transportation:  Grace Nellist 
  
 The Credit Union Offers: 
  

 Direct Deposit 
 Free checking accounts 
 Visa Check Card (Debit Card) to accompany checking accounts 
 Interest-bearing savings accounts 
 CDs 
 Roth IRAs, regular IRAs, and education IRAs 
 Club accounts 
 Personal loans 
 New and used vehicle loans 
 Loans for boats, RVs and motorcycles 
 Loans repaid via direct deposit offered at a discounted rate 
 Home equity loans 
 First Mortgages 
 Fixed rate Visa Credit Card with no annual fee 
 No surcharge for ATM usage using SHARENET (Walgreens), Co-op, Allpoint & SEFCU 
 Free online banking & bill paying 
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D:8 FRINGE BENEFITS AVAILABLE THROUGH THE SCHOOL DISTRICT 

(continued) 
  
 The Credit Union Offers (continued):  

 
 Notary Public 
 Money Orders 
 Discounted tickets for Delta-Sonic, Regal Movie Theaters, Fantasy Island, Darien Lake 
 Night deposit box for your convenience 
 Savings up to $250,000 insured by the NCUA (National Credit Union Association) 

 
The mottoes of the credit union are:   
 

“PEOPLE HELPING PEOPLE” 
and 

“NOT FOR PROFIT, NOT FOR CHARITY, BUT FOR SERVICE” 
 
Want to learn more? Check out their Web site at: www.ccsfcu.com, or e-mail to clarencefcu@ccsfcu.com. 
 

9. Employee Assistance program (EAP) which provides free, confidential counseling for you and/or your 
family members.  
 
The Clarence Central School District offers all employees and their family members who reside with 
them, an employee benefit designed to provide free and confidential counseling for personal or family 
issues. This benefit is called an Employee Assistance Program (EAP) and is available through a contract 
established with the ESI Group, Educators’ EAP, a large professional counseling agency. 
 
Some of the issues which can be handled by the program include, but are not limited to: 
 

 Stress related concerns 
 Concerns about children/aging relatives 
 Alcohol and drug abuse 
 Career decisions 
 Marital difficulties 
 Legal questions 
 Illness and loss 

 
 Through the EAP you are eligible to meet with a professional counselor for 1-3 consultations at no cost to 
you. If the issue requires further or more specialized services, the EAP can refer you to other appropriate resources 
in the community. Frequently, your health insurance benefits will cover the cost of additional services if required. 
Most agencies have sliding scale fees. 
 
All services are provided on a strictly confidential basis. Educators’ EAP can be reached by phone at: 1-800-252-
4555 or 1-800-225-2527. Or online at: www.EducatorsEAP.com.  
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D:9 HEALTH EXAMINATIONS 
 
All teachers initially appointed shall obtain a physical examination. When such examination is made by the 
school’s physicians the cost of such examination shall be borne by the District. A teacher, however, may elect to 
have a health examination at his/her own expense by a physician of his/her own choice. 
 
The Board reserves the right to request a health examination at any time during employment, at School District 
expense, in order to determine the physical and mental capacity of an employee to perform his/her duties. 
 
Support staff personnel initially appointed to positions may be requested to obtain physical examinations at the 
expense of the School District. The physical examination is to be obtained by the school physician. 
 
All bus drivers and substitute bus drivers shall have yearly physical examinations. Each bus driver initially 
employed by the School District shall have a physical examination not more than four (4) weeks prior to the 
opening of school in September. 
 
Annual or more frequent examinations of any employee may be required, when, in the judgement of the school 
physician and the Superintendent, such procedure is deemed necessary. 
 
The final acceptance or rejection of a medical report with reference to the health of an employee lies within the 
discretion of the Board. The decision of the physician designated by the Board as the determining physician shall 
take precedence over all other medical advice. 
 
 

D:10 HEALTH INSURANCE 
 
Health insurance for certified and support staffs shall be in accordance with their respective negotiated agreements 
as previously explained in the Fringe Benefits section. 
 
Continuation of Medical Insurance Coverage at Termination of Employment 
 
Under provisions of the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), employees and their 
dependents are eligible to continue their insurance coverage for up to eighteen (18) months when termination of 
their insurance is due to a reduction in their hours worked, or upon termination of their employment. 
 
Dependents of employees are eligible to continue their insurance for up to thirty-six (36) months upon occurrence 
of one of the following events: 
 

a. Death of the covered employee; 
b. Divorce or legal separation from the covered employee; or 
c. An employee becomes eligible for Medicare and ceases to participate in the employer-sponsored plan; and 
d. The dependents of a covered employee reach the maximum age for dependent coverage. 

 
Those who are eligible to continue coverage have up to sixty (60) days to complete the Continuation of Coverage 
Election Form. They must pay the full cost of their premium plus administrative costs incurred by the District. 
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D:11 LEAVES OF ABSENCE 
 
Personal leaves of absence of more than two weeks duration, other than those stipulated in the current negotiated 
agreement with the C.T.A. and C.S.E.A. or in the Family/Medical Leave Act, may be granted by the Board of 
Education, if recommended by the Superintendent of Schools, and if deemed to be in the best interest of the School 
District. 
 
Such personal leaves will be granted without pay. Accrual of sick benefits of persons on such leaves will be 
suspended during such leaves, but such persons may participate in the medical plan at their own expense. Time on 
such leaves will not be credited for steps of experience on the salary schedule, or seniority. Teachers are reminded 
that each day (or half-day) of unpaid absence results in a reduction of seniority standing. 
 
 

D:12 POSTING OF JOB VACANCIES 
 
Instructional and support staff job vacancies shall be posted in all buildings inviting applicants to apply to the 
Director of Personnel. 
 
The School District will attempt to employ qualified personnel for any position. Certification in the area of position 
will be a prerequisite for consideration, except in cases for which there are extenuating circumstances. 
 
 

D:13 PROBATION AND TENURE 
 
Probation 
 
Certified staff members shall be appointed by a majority vote of the Board of Education upon recommendation of 
the Superintendent of Schools.  
 
Full-time certified staff members shall be appointed to a probationary period of four (4) years. However the 
probationary period shall not exceed three (3) years for a member previously appointed to tenure in this or another 
school district or BOCES within the state, provided the member was not dismissed from the former district. Up to 
four (4) semesters of “Jarema Act” credit shall be applied towards probationary service. This is service rendered as 
a regular substitute teacher immediately preceding appointment to a probationary position. 
 
During the probationary period, a member shall be given assistance in adjusting to the new position, but the 
essential qualifications for acceptable performance shall be assumed because of the possession by the member of 
the required certification or license. 
 
Tenure 
 
Certified staff members who have successfully completed a probationary period in the Clarence Central School 
District may be recommended (by the superintendent of schools) to the Board of Education for tenure appointment. 
The Board will follow all applicable statutes regarding tenure. 
 
Appointment – Support Staff 
 
The probationary period for all new civil service employees shall be for the maximum period established by the 
local Civil Service Commission. In most circumstances the period is 26 weeks.  
 
The time, place and conditions of employment shall be assigned by the Superintendent of Schools or his designee. 
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D:14 RESIGNATION OF STAFF MEMBERS 
 
Since the procurement of qualified staff members requires much time, and the abrupt change of staff members in 
the school organization has the direct effect of weakening the organization; and since, once committed, staff 
members are depended upon to fulfill their obligations, the Board of Education expects that due notice in fair time 
be given in all cases of resignation or termination of service. 
 
Employees are to refer to their perspective negotiated agreements concerning time requirements. 
 

 
D:15 TEACHER CERTIFICATION 
 

a. In accordance with applicable statutes, Rules of the Board of Regents, and Regulations of the 
Commissioner of Education, each employee whose employment requires certification or other licensure 
shall inform the Superintendent of Schools immediately of any change in the status of his/her certification 
or licensure. The changes shall include, but not be limited to, the granting, revocation, upgrading, 
expiration, conversion, and/or extension of these documents as to their periods of validity or their titles. 

b. The original certificates and/or licenses must be presented for examination and copying in the office of the 
Superintendent of Schools as soon s that are available to the employee. The copies will be maintained in 
the Superintendent’s files in support of the legitimate employment of each affected employee. The failure 
of any such employee to possess the required certification or other licensure may result in the discharge of 
that employee, 

c. Whether or not the District verifies an individual’s certification or licensure does not waive the 
responsibility of the employee to maintain what is required for his/her assignment. 

 
 

D:16 TEMPORARY PERSONNEL 
 
Student Teachers 
 
The Clarence Central School District cooperates with teacher training institutions in the placement of student 
teachers to provide them with the best possible student teaching experience. The School District provides student 
teachers with protection from liability for negligence or other acts resulting in accidental injury to any person, as 
provided by law. 
 
Substitute Teachers 
 
The Superintendent of Schools shall have the authority to employ substitute teachers, in accordance with the 
regulations set forth below. The Director of Personnel oversees the activities of all substitute teachers. 
 
A regular salary rate for substitute teaching shall be established by the Board of Education. 
 
A per diem substitute is one who is assigned on a day-to-day basis, to preplace a teacher who is absent for a brief or 
indefinite period. 
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D:16 TEMPORARY PERSONNEL (contined) 
 
Regular Substitute 
 
A regular substitute is defined as one who is assigned to take the place of a regular teacher who is absent for a 
semester or longer period of time; i.e. maternity leave, sabbatical leave, etc. A regular substitute is expected to 
perform all the functions of a permanent teacher: 
 

1. A regular substitute will be paid on the regular teachers’ salary schedule. 
2. A regular substitute will be appointed for a specific period of time by the Board of Education upon 

recommendation of the Superintendent of Schools. 
3. The Superintendent may assign a regular substitute to a teaching position at a full salary pending approval 

of the Board of Education. 
 
Extracurricular Class Activities 
 
The Superintendent of Schools may assign personnel to extracurricular class activity positions pending approval by 
the Board of Education. 


