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VALLEY STREAM SCHOOL DISTRICT 24

75 Horton Avenue, Valley Stream, New York 11581-1499
(516) 434-2825« FAX: (516) 256-0163

Mr. Unal Karakas
Superintendent of Schools

September 2023

Dear Staff Member,

I hope you had a wonderful summer. The Staff Handbook is an important source of
information for many day-to-day procedures in our district. It highlights the district’s
policies and administrative regulations on many critical issues. Please read it
carefully. The School Calendar is included in the section titled “Preface.” The digital
calendar is on our website and will be live.

The Staff Handbook can also be found on our district website:
valleystreamschooldistrict24.ore. You can view the handbook on our website by

clicking on the tab titled “Resources” and then clicking “Staff Links.”

Revisions have been made to the existing handbook, so please review it in its entirety
to be sure you are familiar with all its content.

The Administrative Council joins me in wishing you a very successful school year!

Sincerely,

Tt Kot

Unal Karakas
Superintendent

LOOK FOR THE AWESOME
valleystreamschooldistrict24.org




Valley Stream Union Free School District 24
CALENDAR FOR STUDENT ATTENDANCE 2023-2024

JULY AUGUST SEPTEMBER OCTOBER
M|T|[W|T|F M| TIW|T|F M| T|W|T|F M|IT|W|T]|F
3145 6 |7 1121314 1 2|1 3|4|5]|6
10111213 ] 14 71 81]9 [10]11 4|56 |7 |8 9 |10[11[12]13
1711811920 | 21 14 (1516 (17 | 18 1111213 |14 |15 16 (17|18 19| 20
242526 |27 | 28 21122123124 |25 1811920 | 21|22 23124 25|26 |27
31 2812930 |31 25|26 |27 (28|29 30 | 31

NOVEMBER DECEMBER JANUARY FEBRUARY
M| T|W|T|F M|IT|W|T|F M| T|W|T|F M| T W|T|F
1 2|3 1 1123 [4]5 112
6| 7|8|9|10] |4[5|6|7|8 8|9 [10[11]12 516|789
13141516 | 17 111213 (14 | 15 15|16 17|18 (19 1211314 | 15| 16
20121[22)123 |24 1811920 |21 |22 221232425 |26 192021 (22|23
27 12812930 2526|127 |28|29 29 [30 | 3 26|27 |28 | 29
MARCH APRIL MAY JUNE
M| T|W|T|F M| T/ W|T|F M| T|IW|T|F M| T|IW|T|F
1 1123|145 112 ] 3 3|14 |5|6]|7
4 | 5|6 |78 8|9 [10[11]12 6|7 8]9]10 10111213 |14
1111213 [ 14 | 15 15116117 |18 | 19 13|14 |15 |16 | 17 17 |18 | 19| 20 | 21
1811920 | 21| 22 22123124 |125| 26 20121 [(22]23 |24 24 | 25 26
25126 |27 |28 |29 29 | 30 27128 129|30| 31
2023-24 2023-24
Days of Instruction July 4 Independence Day
August 31 Supt.’s Conference Day
Month T S September 1 School Opens
August 1 0 September 4 Labor Day
September 19 19 September 25 Yom Kippur
October 21 21 October 9 Columbus Day
November 19 18 November 7 Supt.’s Conference Day
December 16 16 November 10 Veteran's Day
January 21 21 November 23-24 Thansgiving Recess
February 16 16 December 25-January 1 Holiday Recess
March 20 20 January 2 Schqol Reopen§
April 13 13 January 15 Mgrtln Luther King Day
May 22 22 February 19-2_3 Winter Recess
March 29-April 1 Easter Recess
June 16 16 April 10 Eid-al-Fitr
184 182 | April 22-30 Spring Recess
May 27 Memorial Day
June 17 Eid-al-Adha
June 19 Juneteenth
June 26 Last Day of School
Notwithstanding any policy, past practice or calendar notation to the contrary, in the event it becomes necessary to add days in order to
ensure a 180 day work year, such days shall be added during the non-legal holidays of the Spring recess period and such other non-legal
holidays as are necessary to ensure the work year as set forth above. Such days shall be specifically delineated in advance and set forth in the
school calendar and shall be added to the work year beginning with the latest day thereof.

Adopted: March 29, 2023




VALLEY STREAM UNION FREE SCHOOL DISTRICT TWENTY-FOUR
BOARD OF EDUCATION MEMBERSHIP POLICY 9300

The Board of Education of the School District shall consist of seven (7) members serving three (3)
year staggered terms. The terms of office shall be arranged so that no more than three (3

members' terms expire in any single year.

They are chosen by election at the annual meeting of the School District at the same time that the
voters of the School District vote on the annual School District budget.

Vacancies on the Board of Education are considered separate specific offices and the nominating
petition shall note the specific seat (incumbent's name, if any) for which the candidate is
nominated. No person may be nominated by petition for more than one separate office. The
candidate who receives a plurality of the votes cast for each specific vacancy shall be declared

duly elected.

Board of Education Member Qualifications

Candidates for the office of Board of Education member must be a resident of the School District
for at least one year prior to the election. They must be able to read, write, and be a qualified
voter of the School District. No more than one member of a family! may be a member of the same
Board of Education in any School District.

A Board of Education member may not hold another public office which is incompatible with his
or her Board of Education service. A Board of Education member who has been removed from
office is ineligible to be appointed or elected to the School District office for one (1) year from the

date of removal.

No employee of the School District may be a member of the Board of Education, except as
permitted by law.

Nomination of Candidates

Candidates for the office of Board of Education member must be nominated by petition, signed
by at least twenty-five (25) qualified voters of the School District or two percent of the number of
voters who voted in the last previous annual election, whichever is greater. The petition must
state the residence of each signer, the name and residence of the candidate, whether such
candidate is nominated for a full term or for the unexpired portion of another's term, and the
specific office for which a candidate is nominated.

Petitions must be filed with the District Clerk, between the hours of 8 am. and 3 p.m., no later
than the thirtieth (30th) day prior to the School District election. However, on the last day for the
filing of petitions, petitions may be filed between the hours of 8 a.m. and 5 p.m.

1 defined as those within the same household.

Pagelof 5



VALLEY STREAM UNION FREE SCHOOL DISTRICT TWENTY-FOUR
BOARD OF EDUCATION MEMBERSHIP POLICY 9300

The Board of Education shall direct the District Clerk to publish in the notice of the Annual
District Election and Public Hearing, a notice stating that petitions nominating candidates for the
office of member of the Board of Education must be filed in accordance with Education Law, as

described above.

Each vacancy on the Board of Education shall be a separate specific office. No person may be
nominated by petition for more than one separate office. However, residents may sign petitions
for more than one candidate.

The Board of Education may reject nominations if the candidate is ineligible or has declared an
unwillingness to serve. In the event a nominee for election withdraws and then attempts to
reenter, such person may not be considered a candidate unless a new nominating petition is filed.

If a candidate for whom a nominating petition for the office of member of the Board of Education
has been duly filed withdraws such petition, dies or becomes otherwise ineligible to hold such
office at a time which is later than fifteen (15) days before the last day for the filing of nominating
petitions, the time for filing nominating petitions for such office shall be extended to 5:00 p.m. on
the fifteenth day after the day on which such candidate withdrew, died, or otherwise became
ineligible to hold such office, provided that no such nominating petition may be filed after 5:00
p-m. on the seventh day preceding the date of the election.

Order of Names on Ballot

The order of names and candidates on the ballot will be determine by lot. The District Clerk shall
notify the candidates of the date and time that he/she will determine the order of names and
candidates on the ballot. The District Clerk shall conduct the drawing one day after the final date

for filing.
Campaign Expenditure Statements

Any candidate for election to the Board of Education shall file sworn statements with the District
Clerk and the Commissioner of Education setting forth all moneys or valuable things, paid,
given, expended or promised by the candidate, or incurred for or on the candidate’s behalf with
the candidate’s approval to aid the candidate’s nomination or election or to aid or influence the
nomination or defeat of another candidate.

If the candidate’s expenditures were zero or if total expenditures incurred by others on the
candidate’s behalf and with the candidate’s approval did not exceed $500, the candidate shall
not be required to file any statements with the Commissioner of Education; however such
candidate shall file with the District Clerk a sworn statement that the candidate’s election
expenditures did not exceed $500 Dollars and contributions received did not exceed $500 dollars.

A first statement shall be filed on or before the thirtieth day next preceding the election.
A second statement shall be filed on or before the fifth day next preceding the election.

Page 2 of 5



VALLEY STREAM UNION FREE SCHOOL DISTRICT TWENTY-FOUR
BOARD OF EDUCATION MEMBERSHIP POLICY 9300

A third statement shall be filed within twenty (20) days next succeeding the election.

Election of Board of Education Members

The election of members of the Board of Education shall be held on the third Tuesday in May,
unless this date conflicts with a religious observation on that day. At the request of the Board, the
Commissioner may certify by March 1 that a religious conflict exists, in which case the election
and budget vote may be held on the second Tuesday in May. The polls shall be open for those
hours designated by the School District.

Oath of Office

Members of the Board of Education are required to take and file an oath of office pursuant to the
Constitution and Laws of New York State before assuming office or entering upon the discharge

of their official duties.

"T do so solemnly swear (or affirm) that I will support the Constitution of
the United States, and the Constitution of the State of New York, and that
I will faithfully discharge the duties of the office of

according to the best of my ability."

Members of the Board of Education who are reelected must take the oath again following
reelection. Officers of the Board of Education, such as the President, Vice President, District Clerk
and District Treasurer must be administered the oath every year following their appointment.

Oaths shall be administered at the annual reorganizational meeting by the District Clerk,
President of the Board of Education, or other authorized person. Such oaths shall be filed with
the District Clerk. The minutes of the reorganizational meeting reflect that the oath has been

administered.

Board Member Removal

A Board of Education member may be removed from office by the Commissioner of Education
according to Education Law, §306 or by the Board of Education according to subdivision 18, §1709

of the Education Law.

The Board of Education may declare a vacancy if a member moves out of the School District or
has failed to attend three (3) successive meetings of which he/she has been duly notified, without
good and valid reason in the judgment of the majority of the Board.

Resignation of Board Member

Page 3 of 5



VALLEY STREAM UNION FREE SCHOOL DISTRICT TWENTY-FOUR
BOARD OF EDUCATION MEMBERSHIP POLICY 9300

A Board of Education member may resign from office at any time by submitting a letter of
resignation to the District Clerk. The letter of resignation is self-executing, and takes effect upon
delivery or filing, except where a later date is specified. If an effective date is specified, such date
may not be more than thirty (30) days after the filing date.

Filling of Board Vacancies

The Board of Education has the power to fill any vacancy, by a majority vote, which may occur
on the Board of Education by reason of death, resignation, removal from office from the School
District, or refusal to serve, of any member or officer of the Board of Education. The person so
appointed in the place of any such member of the Board of Education shall hold his/her office
until the next annual election of Board of Education members. The unexpired term of the office

will then be filled by election.

The Board of Education shall have the power to call a special School District election for the
purpose of filling the unexpired term of office or a member of the Board of Education.

New Board of Education Member Orientation

When a new member is elected or appointed to the Board of Education, he/she shall receive
assistance in order to become acquainted with the current status of programs, issues, and goals
of the School District.

Within a reasonable period after the election, but prior to July 1, any new Board of Education
member(s) shall be provided with an opportunity to meet with the Board President and/or Vice
President and Superintendent of School for an orientation.

Contracts under negotiations and other materials of a confidential nature shall not be provided
until after the Board-member elect has taken the oath of office.

Upon election, the Board member-elect shall be invited to attend all public meetings of the Board
as a non-voting observer and receive all appropriate Board documents until formally taking

office.

Board of Education Member Training

Members of the Board of Education elected or appointed shall, within the first year of their term,
complete a minimum of six (6) hours of training on the fiscal oversight, accountability and
fiduciary responsibilities of a Board of Education member. Such training may be offered as part
of a general course of training for the purpose of educating Board of Education members on their

powers, functions and duties.

Each member shall demonstrate compliance with this requirement by filing with the School
District Clerk a certificate of completion of such course issued by the provider. Actual and

Page 4 of 5



VALLEY STREAM UNION FREE SCHOOL DISTRICT TWENTY-FOUR
BOARD OF EDUCATION MEMBERSHIP POLICY 9300

necessary expenses incurred in complying with this requirement shall be advanced by the School
District or reimbursed to the Board of Education member upon the presentment of
documentation reflecting the amount incurred and paid for the by the Board of Education

member.
Cross-ref: 9130 Board Officers and Committees

Ref: Education Law §§1709(17), (18); 2102; 2102-a; 2103; 2109; 2113; 2121; 2122; 2130
Election Law § 306

Adoption Date: October 24, 2018

Revision Date: October 19, 2022

Page 5 of 5



I. THE NEW TEACHER



FACULTY HANDBOOK

I. THE NEW TEACHER

Appointment - Probation and Tenure

The Board of Education, upon the recommendation of the Superintendent of
Schools, shall appoint a teacher for a position in Valley Stream District #24.

Specific assignments to grade, subject, or building shall be at the discretion of
the Superintendent of Schools.

The probationary period a teacher must serve is prescribed by the laws of
New York State and set forth in the employment agreement. Upon completion of
said probationary period, a teacher may be recommended by the Superintendent of

Schools to be placed on tenure by the Board of Education.

Social Security

All newly appointed teachers are required to contribute to the Social Security
system. The deduction will appear under the FICA section of your paycheck. The
employee’s contribution is based on a percentage of a maximum amount of money.
These rates are set by the Federal Government and changed periodically. The
current figures are available the Business Office.

New York State Teacher Retirement System

All full-time teachers are required to be members of the New York State
Teachers Retirement System. Contributions are deducted in accordance with New
York State Law.



Health Insurance

All full-time district employees are eligible to join one of the New York State
government Employees Health Insurance Program’s (NYSHIP) options as follows:
1. Empire BCBS Plan
2. Emblem HIP

The options are more fully explained in brochures available in the
Business Office.

Teachers are responsible for 20% of the premium for single or family
coverage. Health insurance may be declined and a payment will be made to the
employee according to the contract.

Teacher Absence

In the event of absence because of illness or some other unforeseen reason, it
is the teacher’s responsibility to notify Aesop as soon as possible stating the cause o
absence (sick, personal, conference, etc.). The telephone number is 1-800-942-3767
or email address is www.frontlinek12.com/aesop in your web browser or
www.aesoponline.com on your mobile device. Anticipated absences or those
requiring prior approval should be discussed with the Building Principal who will
then advise the District Office.

An absence of five (5) consecutive school days because of personal or family
illness shall be substantiated by a doctor’s certificate satisfactory to the Board. In
the case of prolonged illness, a doctor’s statement relative to diagnosis and
anticipated date of return should be submitted.

The Board of Education provides fifteen (15) days of absence, with pay, per
school year for illness and 3 of those days may be classified as personal days in
accordance with the Teacher’s contract. Prior notice of these absences shall be
given to the Principal. Other absences for personal business shall require prior
approval of the Superintendent of Schools, except in case of an emergency, which
may be, on its merits, approved after the fact. All unused leave shall be cumulative
indefinitely, but may be applied only to personal illness or leave of absence with pay
prior to retirement. For further information concerning absences, refer to the
agreement between the VSTA and the District.



Parking Regulations for District #24 Schools

The Board of Education of Union Free School District #24, Valley Stream, has
posted signs relative to parking regulations at all buildings. With respect to these
regulations, the following policy has been established.

1. The Village of Valley Stream limits parking on local streets to four
hours.
2. Personnel serving the Brooklyn Avenue School are limited to small

parking areas on first come basis; others are limited to “on the street
parking” in the area of the Brooklyn Avenue building.

3. Parking regulations posted in school areas should be observed.

Visitors Entering the Building

All visitors entering the building must go through security measures. Your ID
will be scanned and all visitors will be logged in.

Visitors are not permitted to enter classrooms at any time without
permission from the Principal’s Office. All appointments with visitors must be
prearranged, and the office is to be notified in order to clear visitors for such
appointments.

Should a parent arrive unannounced, the teacher shall advise the parent of
the school regulation and direct him/her to the building office. If necessary, the
teacher will call the office for additional directions.

Under no circumstances shall teachers permit children to be taken from the
classroom. Students are to be dismissed by the Main Office.

Main entrance doors will be locked at 8:45 a.m.

Collection and Handling of Money

From time to time, it becomes necessary to collect money from the children.
Such monies should be counted, placed in an envelope, sealed and turned into the
building office at the end of the school day. Indicate, on the envelope, the teacher’s
name, purpose of collection and amount of money enclosed.



II. TOWARD GREATER
PROFESSIONALISM



Comprehensive District Education Plan

The Comprehensive District Education Plan (CDEP) may be found on the District
Website.

Policies

All staff should become familiar with all Policies found on the District Website.



III. SUPERVISION



III. SUPERVISION

Refer to APPR Plan and NYSUT rubric located on the District web page.

Philosophy / Policy / Procedure

Formal Classroom Visits

Classroom Atmosphere

Informal Observations




IV. CALENDAR OF
MONTHLY MEETINGS



IV. CALENDAR OF MONTHLY FACULTY MEETINGS

Faculty meetings will be scheduled for Wednesday afternoons. Attendance is required (no one is
excused without prior approval by the administrator.) All teachers are expected to remain until the
conclusion of the meeting.

Superintendent's Meeting
Superintendent's meetings will be held monthly.

Curriculum and Instruction Meetings - (Location to be announced)

Curriculum and Instruction meetings will be held monthly.

Building Principal's Meeting

Building Faculty Meetings are held within the individual buildings.
Educational Consultation Committee (ECC) - The ECC meeting is held

monthly (unless otherwise noted).

Valley Stream Teachers Association - (Location to be announced)

Unless otherwise noted, Association Meetings will be held on the fourth Wednesday of each
month.

Teacher/Parent Conferences

Please follow the schedule and you are encouraged to hold additional conferences as
needed when you are not in the classroom.

Board of Education

Please refer to the Website for Calendar of Board of Education Committee and Business
meetings. Staff representatives are invited to attend and act as liaisons, informing the teachers of
important issues and actions by the Board of Education.

Parent-Teacher Association

Each building in our District has a PTA unit. Although independent of each other,
representatives from the individual units meet periodically as a central council. PTA is a valuable
community organization designed to bring home and school into a closer relationship.



V. COMMUNICATION
SYSTEM



V. COMMUNICATION SYSTEM

Intercom System

The Intercom system has a number of uses both for communication between room
and office and for general announcements.

Fire Drills

At least eight fire drills must be held from the opening of school to December 1st.
An additional four must be held before the end of June, for a total of twelve drills a year. Posted
in each room is specific information concerning the assigned area and how to reach it. The
teacher should become familiar with this information and acquaint the children with the route to

be followed.

Because attendance must be checked after arrival at the designated area, teachers must
take their Attendance Roster Folder and the nearest Command Center must be notified of any

absentee.

Emergency/Shelter Drills

Procedures for Emergency / Shelter Drills should be kept with Attendance Rosters.
Teachers should become familiar with Emergency procedures. Additional information can be

found in the Building Safety Plan.



VI. THE SCHOOL DAY



VI. THE SCHOOL DAY

Teacher’s Day

The teacher’s day is 8:10 A.M. to 2:55 P.M. Teachers must note their arrival and
departure in the building office. All classroom teachers are expected to be in their rooms no later
than 8:25 A.M. with students and at completion of lunch period.

SCHOOL HOURS

Kindergarten
Early Dismissal — 8:25-1:30 PM

Regular Hours —8:25-2:50 PM
Lunch — 12:30 - 1:30 PM

Grades 1-6 — School Day
8:25-2:55 PM
Parents will be notified if a child is
asked to remain after 2:55 PM
Lunch—-Gr.3,4,5& 6-11:30 AM - 12:30 PM
Gr.1&2-12:30PM-1:30 PM

Arrival Procedures

On days too cold, wet, or inclement and not appropriate for children to remain outdoors
until the entering bell sounds, provision will be made for children to await the bell inside the
building in a supervised area. Such days will be determined by the Building Principal. If a parent
requests that a child be admitted into the building rather than wait on the playground, such
request must be discussed with the Building Principal.

Recess (Supervised)

Supervised play, commonly referred to as “recess”, is an accepted part of our curriculum
and meets as much planning as any other worthwhile experience for children. Recess periods
provide the teacher with an opportunity to observe children at actual play, to note their
development in sportsmanship, play skills, social maturation, emotional stability, muscular
growth, safety, and exercise of judgment, and respect and care of property. These periods should
be used appropriately. Teachers are expected to observe the guidelines that have been developed.

General Guidelines:

» Recess periods should NOT extend beyond (15) fifteen minutes.

* They should not occur immediately before or after the lunch period.

» They should not immediately precede dismissal.

= Recess should be omitted during that session in which the group has a
physical education class.

* The playground (like the gymnasium) is a designated teaching station for
physical education classes; priority must be granted to the scheduled
physical education class.



Noon Time

The school does provide a lunch program, and children will have the opportunity to purchase
milk.

Teacher Aides are assigned to noon hour lunchroom and lunch hour physical education. Teachers
will be assigned supervisory responsibilities for the noon hour on a scheduled basis determined by the
Building Principal.

On rainy days, children are to report to the areas designated for indoor activities.

Pupil Attendance Accounting

Pupil attendance must be checked:
1. At the beginning of each day.
2. During fire drills, emergency drills, immediately upon arrival at the designated area.

When a pupil retums to school, following any absence, an explanatory note from the parent or
doctor is required a law.

It is important that the classroom teacher take attendance immediately after the class returns from
lunch. Please note the name of any child present in the morning, but absent in the afternoon and return the
attendance sheet to the building nurse or secretary.

If a child is tardy, a written pass from the nurse is required. Teachers must maintain a file of the
absence and tardy excuses which at the end of the year should be packaged and sent to the building
office.

A nurse is assigned to each building. Incidents of erratic or unusual attendance should be
called to the nurse's attention.



Attendance Roster Sheets

Attendance sheets MUST NOT be taken from the school building, except during fire drills and
emergency evacuation drills.

Accurate attendance is required by NYS law and it is extremely important that the data concerning it be
accurate. Attendance can:

a) be subpoenaed to be used as legal evidence.

b) be used to determine the amount of school aid given to a school district.

c) be used, at the end of the school year, to verify the attendance information made by
the teacher.

Attendance is to be entered into the computer program every morning. The lunch envelope should be sent
to the Building Secretary by 9:00 am. It should be returned to the teacher’s mailbox for the following

morning's attendance.

Excusing Children from School. No child may be excused prior to the actual dismissal time, unless the
request has been approved by the Building Principal. In such cases the parent must call for the child in the
building office and should be prepared to present proper identification. The parent designee is required to
sign the pupil out. Release time for religious instruction is permitted, if parents submit a written statement
approved by the Building Principal. This should indicate the date and time when the child should be

released.
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VIL. THE CLASSROOM

Classroom Environment

Any learning environment is enhanced when it is made attractive to the pupil. Teachers are urged
to arrange colorful bulletin board displays, exhibit posters and artwork, and authentic student work.
Flexible seating is encouraged for collaborative work.

Neat closets and cupboards are additional incentives to good habits on the part of children.

Pupil Health
. Physical Well-Being

A teacher should be alert to all health conditions. A conference with the nurse/teacher at
the beginning of the school year will alert the classroom teacher to the health status of each
individual child in the class. Good health practices, including cleanliness, table manners,
nutrition, and safety should be stressed continuously.

The health appraisal of every child should be on-going. It includes:

a) Careful daily observation by the teacher. If the teacher observes any deviation
from what is considered normal behavior or reaction for a particular child
(physical, mental, emotional), the nurse/teacher should be advised so that
further investigation can be made.

b) Education law requires all New York State (NYS) public school students to
have a health exam when they are a new student in a school district and when
they enter Pre-K or Kindergarten as well as grades 1,3, & 5.

c) Annual height and weight evaluation to determine the child's growth
pattern. Evaluation continues during the year for those children who have
problems of obesity, possible malnutrition, apparent poor health, etc.

d) Annual visual and auditory screening for grades K, 1, 3 & 5 and all new
entrants, tests as part of a program of conservation of sight and hearing. Priority for
early screening is given to those children who have known problems and/or who
evidence learning disabilities. The teacher should advise the nurse of all suspected
cases for appropriate referral.
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D Exemptions from Physical Activities

A child may be excused from physical activities and participation in recreation upon written
request of the parent, subject to approval by the Building Principal. No child may be excused for more
than three days without a substantiating statement from a physician and parent.

3. The Homebound Pupil

If because of a physical injury or a prolonged non-communicable illness, a child will be absent from
school for a period longer than ten consecutive school days, the parent may request home tutoring. Such
requests must be submitted, in writing, to the Superintendent, and must be accompanied by a supportive
statement signed by the family physician. The school physician will be consulted, and at his discretion, will
make a home visit or discuss the case with the attending physician. All requests for home teaching must be
approved by the Board of Education.

4. Sight Conservation

The school sight conservation program provides, through the services of the nurse, screening tests to
identify eye health and/or vision problems of pupils and strives to assure professional care and educational
follow-up for all children having eye health or vision problems.

The role of the classroom teacher is particularly significant in those aspects of the sight
conservation program which are designed to:

promote eye health

prevent conditions which may cause loss of vision
provide for eye health and safety education

provide for the special educational needs of children who are visually
handicapped or blind

To ensure continued well-being and health of the child's eyes, attention must be given to certain
environmental aspects of the school. Proper illumination in the classroom is necessary for the visual comfort
and efficiency of all pupils. There must be sufficient light to bring out sharp contrast at the critical point of
vision. Differences in the brightness and intensity of light, and glare from shiny surfaces should, whenever
possible, be eliminated because such poor lighting conditions may contribute to eye discomfort and fatigue.
The furniture used in classrooms should provide physical comfort and correct posture for all visual tasks.
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Pupil Attire

Children are to dress appropriately and neatly. Good personal hygiene practices should
be stressed at all times. If problems in this area occur, please notify the school nurse.

Lunch at School

Learning to eat with friends in an atmosphere that encourages good manners should
become part of each child's learning experience.

Specific lunchroom procedures may vary from building to building and should be
discussed with the Principal.

Build a sense of responsibility in each child for cleaning up his own place and helping to
keep the room clean.

The following points should be stressed during class discussion:

Practice good manners. Show consideration for others.

e Respect for the teacher aides.

+ Refrain from loud talking, shouting, running in the cafeteria or halls.
+  Stand quietly in line while waiting to enter the lunchroom.

» Be seated as quickly as possible.

Report any mishaps to the person in charge.

« All food must be eaten in the lunchroom, unless lunch is served in the classroom.

A "Lunch Release Form" signed by the parent/guardian must be on file in the Principal's office.
No child may leave the school grounds to purchase lunch without written permission from the parent.
This permission is good only for that day. (See Lunch Release Form in Appendix.)

All lunch boxes should be clearly labeled with owner's name.
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Background:

PROCEDURES FOR REPORTING SUSPECTED CASES OF CHILD ABUSE AND

MALTREATMENT

In accordance with Social Services Law, Sec. 412 and Sec. 1012 of the Family Court Act, school officials
are required to report all suspected cases of child abuse and maltreatment. School officials include
teachers, guidance counselors, social workers, psychologists, nurses, teaching assistants, administrators,
coaches, and other school personnel required to hold a teaching or administrative license or certificate.

Definitions:

1.

Child Abuse: An “abused child” means a child less than 18 years of age whose parent, guardian
or other person legally responsible for that child’s care:

a.

Inflicts or allows to be inflicted physical injury by other than accidental means which
causes or creates a substantial risk of death, or serious or protracted disfigurement, or
protracted impairment of physical or emotional health or protracted loss or impairment of
the function of any bodily organ, or

Creates or allows to be created a substantial risk of physical injury to such child by other
than accidental means which would be likely to cause death or serious or protracted
disfigurement, or protracted impairment of physical or emotional health or protracted loss
or impairment of the function of any bodily organ, or

Commits, or allows to be committed, a sex offense against such child; allows, permits or
encourages such child to engage in acts requiring sexual performance.

Child Neglect or Maltreatment: A “neglected or maltreated child” means a child less than 18
years of age:

a.

Whose physical, mental or emotional condition has been impaired or is in imminent
danger of becoming impaired as a result of the failure of his/her parent, guardian, or other
person legally responsible to exercise a minimum degree of care (i.e., provision of
adequate food, shelter, clothing, education, medical/dental/optometrical/surgical care)
through financially able to provide such care, or

Whose parent, guardian, or other person legally responsible for his or her care has failed
to provide proper supervision by unreasonably inflicting or allowing to be inflected the
use of excessive corporal punishment or by misusing drugs or alcohol to the extent that
self-control is lost, or

Who has been abandoned by his or her parent, guardian, or other person legally
responsible for care.

Educational Neglect: A child is considered to be “educationally neglected” when all three (3) of
the following elements are established:

a.

Excessive absence from school by the child;



b. Reasonable cause to suspect that the parent is aware or should have been aware of the
excessive absenteeism and the parent has contributed to the problem or is failing to take
steps to effectively address the problem; and ‘

c. Reasonable cause to suspect educational impairment or harm to the child or imminent
danger of such impairment or harm.

Procedures for Reporting Cases of Suspected Child Abuse and/or Maltreatment:

In October 2007, New York State Social Services law was amended to require all mandated reporters to
report to the New York State Central Registry (SCR) when they have reasonable cause to suspect that a
child before them in their professional capacity has been abused or maltreated.

Mandated reporters in a school setting include, but are not limited to, school officials, teachers,
guidance counselors, social workers, psychologists, nurses, teaching assistants, administrators and other
school personnel required to hold a teaching or administrative license or certificate.

The law requires that the mandated reporter with direct knowledge (e.g., the classroom teacher) of the
allegation make the report to the SCR immediately. The following procedures must be followed when a
case of child abuse and/or maltreatment is suspected by a staff member.

Calling in a Report: The actual process of calling in a report to the State Central Registry (SCR) is as
follows:

1.) Dial the Mandated Reporter Hotline Number at 1-800-635-1522.

2.) Press “2” for “calling about a child or children you believe to be abused or maltreated.”

3.) Press “1” for “if you are calling as a school official or teacher.”

4) A CPS specialist will answer. Identify yourself and the nature of your suspicion. Share the
information you have regarding the child’s situation. If the child has recanted, you can state this
to the specialist.

5.) The CPS specialist will ask for details. Be prepared to provide:

a.) The names, ages, relationships of everyone living in the home.

b.) The address of the home.

c¢.) Phone numbers
*+* Answer to the best of your knowledge. Missing information can be filled in by other school
personnel afterwards.

6.) When asked to give your name and contact information, give them the SCHOOL?’s address and
phone number, not your personal contact information.

7.) You will be asked to give the names of anyone else in the school who is aware of the situation.
You should give this information as well.

8.) Write down the Call ID # given to you by the CPS Specialist.

9.) You must alert your school’s administration once a report has been called in, and provide them
with the Call ID # so that the paperwork can be completed, with form LDSS 2221-A.



Important Information to Consider When Making a Report:

Reasonable Cause: You need only reasonable cause to suspect abuse or neglect in order to make
a report. If a child discloses to you that he/she is being abused, or if you have reasonable cause to
suspect abuse, you should make the phone call to the State Central Registry. The person you
speak with there will determine whether the case is reportable.

Student Interviews with CPS: Following a referral to SCR, the child may be interviewed on
school property by the Child Protective Services (CPS) worker. However, such interviews will be
conducted in the presence of the school Principal or his/her designee. The principal shall also
provide access to school records for the CPS worker.

Notification of Administration: You are permitted to, but do not have to consult with anyone
before making a report. Having someone assist you in calling in a report for the first time (e.g.,
social worker, school psychologist, Principal, nurse) might be a good way to become more
comfortable with the process.
o Regardless of whether you choose to have someone assist you in making the report, you
are required to alert your administration immediately after making the report.
However, you may also choose to notify your administration before making a report.

Parent Contact: In accordance with policy established by the Board of Education, school
employees shall not contact the child’s family or other persons to determine the cause of the
suspected abuse and/or neglect.

Important Legal Considerations:

o A mandated reporter’s failure to report a suspected case of child abuse or maltreatment,
could result in a Class A misdemeanor charge and possible criminal penalties, or a civil
suit for monetary damages for any harm caused by their failure to make a report to the
SCR.

o A mandated reporter who makes a “good faith” report (i.e., concern for the welfare of the
child) is immune from civil and criminal liability. In addition, it is illegal for any
institution to take retaliatory action against an employee who makes a report to the SCR.

o  All reports and forms are confidential.

Indicators of Child Abuse and Maltreatment:

The following lists contain common physical and behavioral indicators of physical abuse, sexual abuse,
emotional maltreatment, and neglect. These lists are not all-inclusive, and some abused or maltreated
children may not show any of these symptoms. In addition, it is important to keep in mind that many of
the examples listed on the following page are indicators of abuse, rather than evidence of abuse.



Physical Abuse:
e Physical Indicators of Physical Abuse:

o Injuries to the eyes or both sides of the head or body (accidental injuries typically only
affect one side of the body).

o Frequent injuries of any kind (e.g., bruises, cuts, and/or burns), especially if the child is
unable to provide an adequate explanation of the cause. These may appear in distinctive
patterns such as grab marks, human bite marks, cigarette burns, or impressions of other
instruments.

o Unexplained injuries; frequent injuries that are “accidental” or “unexplained.”

o Human bite marks; premature loss of teeth.

e Behavioral Indicators of Physical Abuse:
o Destructive, aggressive, hyperactive or disruptive behavior;
Passive, withdrawn, or emotionless behavior; unnaturally dependent.
Fear of going home or fear of parent(s); wary of adult contacts; terrified to make a mess.
Frequently truant or late to school; young child who “takes care” of parent.
Reports injury by parents; wears long-sleeved clothing to hide injuries.
Indiscrimin<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>