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DUTCHESS COUNTY 
BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

5 BOCES Road 
Poughkeepsie, NY  12601 

 
Voice: 845.486.4800 
Fax: 845.486.4981 
www.dcboces.org 

 
 

BOCES Board of Trustees 
 

Edward L. McCormick, President 
 

Michael Riehl, Vice President 
 

Ralph Chiumento, Jr. 
Dale Culver 

Thomas Hurley 
Thomas Johnson 

Jim Milano 
 

Nancy Pisanelli, Clerk of the Board 
 
 

Administration 
John C. Pennoyer 

District Superintendent 
 

Linda A. Heitmann 
Deputy Superintendent 

 
Sherre Wesley 

Assistant Superintendent for Business Services 
 

Norah Merritt 
Executive Director of Human Resources 

 
William Ball 

Director of Educational Programs 
 

The Dutchess County Board of Cooperative Education Services hereby advises students, parents, employees and the general public that it offers employment 
and educational opportunities without regard to sex, race, color, national origin or disability. Inquiries regarding this nondiscrimination policy may be 
directed to the following individuals. This official will provide information, including compliant procedures to any citizen, student or employee who feels 
that his or her rights under Title IX or Section 504 may have been violated by the BOCES or its officials. 
 

EQUAL OPPORTUNITY EMPLOYER 
The Dutchess County Board of Cooperative Educational Services does not discriminate on the basis of age, race, sex, creed, color, national origin, martial 
status or disability in educational programming, employment or activities that it offers. This nondiscriminatory policy includes the following areas: 
recruitment and appointment, pay and benefits, access by students to educational programs, course offering and activities.   
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Statement of Non-Discrimination 

Dutchess BOCES offers employment and educational opportunities without regard to race, color, 
national origin, sex, disability, or age and provides equal access to the Boy Scouts and other 
designated youth groups. Inquiries regarding this nondiscrimination policy may be directed to 
the following individuals.  These officials will provide information, including complaint 
procedures to any citizen, student or employee who feels that his or her rights may have been 
violated by the BOCES or its officials. 

Title IX 
Linda A. Heitmann, Deputy Superintendent 

Dutchess BOCES 
5 BOCES Road 

Poughkeepsie, NY 12601 
Voice: 845.486.4800, ext 202 
linda.heitmann@dcboces.org 

 
Section 504 & DASA Coordinator 

Norah Merritt, Executive Director of Human Resources 
Dutchess BOCES 
5 BOCES Road 

Poughkeepsie, NY 12601 
Voice: 845.486.4800, ext 278 
norah.merritt@dcboces.org 

 
Sexual Harassment – Students 

William Ball, Director of Educational Programs 
Dutchess BOCES CTI 

5 BOCES Road 
Poughkeepsie, NY 12601 

Voice: 845.486.8004, ext 499 
william.ball@dcboces.org 

 
Sexual Harassment – Employees 

Linda A. Heitmann, Deputy Superintendent 
Dutchess BOCES 
5 BOCES Road 

Poughkeepsie, NY 12601 
Voice: 845.486.4800, ext 202 
linda.heitmann@dcboces.org 

 
Inquiries regarding discrimination on the bases listed above may also be made to the United 
States Department of Education, Office of Civil Rights, 32 Old Slip, 26th Floor, New York, NY 
10005, (646) 428-3800, ocr.newyork@ed.gov. 
 
nmp 
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ANNUAL EMPLOYEE RECOGNITION AWARDS PROGRAM GUIDELINES 
2014-2015 

 
PURPOSE 
The Dutchess BOCES has established the Employee Recognition Awards Program to recognize 
exemplary performance of staff members that represents a level of service significantly over and 
above their specific job responsibilities. 
ELIGIBILITY 
In order to be eligible, the employee must have completed at least one year of service to Dutchess 
BOCES and be a member of one of the following groups on a full-time or part-time REGULAR basis: 
 

1. Teachers (certificated teachers, adult education instructors, social workers, speech therapists, etc.) 
2. Teaching Assistants, Teacher Aides, C.I.W., Interpreters, and RNs 
3. All office/clerical including confidential/managerial 
4. Support staff (maintenance, custodial, cafeteria, bus driver, learning technology, print shop, etc.) 
5. Administrators (includes Groups A, B and C) 

CRITERIA 
Recognition for the award will be based on an individual's commitment in terms of performance, 
responsibility and accomplishment in fulfilling the requirements of the job description for the position 
held, and evidence of service above and beyond the normal expectations of the position held. 
METHOD OF NOMINATION 
Nominations for the recognition awards may be made by any regular full-time or part-time employee 
or may be made through self-nomination. 
 
A statement summarizing each nominee's activity is to be submitted with the nomination form for that 
staff member.  The statement should contain details about the way in which the nominee's service 
has been outstanding.  Points to consider in the nomination are: 
 

 Nature of services and places where it was performed 
 Benefit of the service to the BOCES 
 Initiative of new program or service 
 And more! 

 
The staff member's name is not to be mentioned in the nomination statement.  However, the staff 
member's name, address, and telephone number, together with the name of the nominator must be 
written on the nomination form, which is on the reverse of the nomination statement. 
 
The District Superintendent must receive nomination forms by the first Monday in May.  Forms 
submitted after that date will not be considered, unless the District Superintendent has extended the 
deadline date.  Announcement of the award will be made at the end-of-year staff meeting. 



SELECTION 
The Employee Recognition Committee also serves as the selection committee and shall consist of 
those individuals who have received the designation of “Employee of the Year.”  These individuals 
shall serve on this committee for a period of two consecutive years.  There will also be two individuals 
who will serve as co-chairpersons.  The co-chairpersons shall be appointed by the District 
Superintendent and shall include one representative from management and one representative from 
any employee group.   
AWARD 

1. Each employee receiving the "Employee Recognition Award" will receive a framed certificate 
of recognition signed by the President of the Board of Education and the District 
Superintendent. 

2. A plaque, with a nameplate for each member of that group receiving the "Employee 
Recognition Award," will be established.  This plaque will be placed in the employee's work site 
for the following school year.  This shall be a permanent award and will "follow" the recipient 
each year. 

3. A permanent plaque, with a nameplate for each recipient receiving the "Employee Recognition 
Award" will be established and placed in the main lobby of the Administration Building. 

 
 

Revised:  July 30, 2014 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
ANNUAL EMPLOYEE RECOGNITION AWARDS PROGRAM 

2014-2015 NOMINATION FORM 
 

 
 
 
NOMINEE'S NAME: _____________________________________________________ 
 
NOMINEE'S JOB ASSIGNMENT: ___________________________________________ 
 
NOMINEE'S SCHOOL OR OFFICE: ________________________________________ 
 
 
 
 
 
 

****************************************************** 
 
 
 
 
 
NAME OF PERSON MAKING NOMINATION: _________________________________ 
 
SCHOOL/OFFICE:_______________________ 
 
OFFICE TELEPHONE: ____________________ 
 
 
THIS FORM AND THE NOMINATION STATEMENT ON THE REVERSE MUST BE COMPLETED 
AND RETURNED TO: 
 
 
    Dr. John C. Pennoyer 
    District Superintendent 
    Dutchess BOCES 
    5 BOCES Road 
    Poughkeepsie, NY  12601 
 
 
 
 
BY:  FRIDAY, MAY 1, 2015 
 
 



 
ANNUAL EMPLOYEE RECOGNITION AWARDS PROGRAM 

 
2014-2015 NOMINATION STATEMENT 

 
PLEASE TYPE OR PRINT 

(Do not include nominee’s name in Nomination Statement) 
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     ANNUAL     
 PROFESSIONAL 

PERFORMANCE   
   REVIEW                                                       
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ANNUAL PROFESSIONAL PERFORMANCE REVIEW 
 
 
 
 

http://www.dcboces.org/sites/default/files/dcboces/DUTCHESS_BOCES_APPR_APPR_2013_2014.pdf 
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BARGAINING                                                                                                                         

UNIT CONTRACT 
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DUTCHESS COUNTY BOCES FACULTY ASSOCIATION 
5 BOCES Road, Poughkeepsie, NY 12601 

 
 

associated with 
National Education Association of New York 

 
BFA OFFICERS 

 
2013-2016 

 
Jessica DiBartolo, President 

 
  James  FitzMaurice , Vice President 

 
Paula Goehring, Treasurer 

 
          Debra Reed, Recording Secretary 

 
                                 Courtney FitzMaurice, Corresponding Secretary  

 
 
 

 

 

 

 

 

 

 

 

m:\handbook updates 2014\bfa officers 2013 - 2016.docx 



               
                                                                                                  Norah Merritt 
                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
 
 

 

          BENEFITS 
    INFORMATION 
 
 
 
 
 
 
 
 
 
 
 
  

 



 

 

 

                                                                                                                                                      John C. Pennoyer 
District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | Wappingers | 
Webutuck 

An Equal Opportunity/Affirmative Action Employer 
 
MAC	  Book	  Pro:Users:william:Desktop:Handbook	  Updates	  2014:Dental	  providers	  and	  plan.docx	  

This information does not apply to those members 
in the Support Staff Association 

Norah Merritt 
Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org  
 
 
As a member of our Dental plan, we are pleased to advise that effective immediately, you will now have access to 2 
networks of Dental Preferred Providers (Fitzharris Network & the Aetna Dental Administrators network.) We want to 
remind you of the benefit of using a network provider whenever you can.  
You may always use any Dentist of your choice, however, there are two major advantages when using a participating 
Network Dentist: 
 

1. Their fees can be much lower than the fees of a non-participating Dentist. This means that your out-of-pocket 
expenses are substantially reduced.  

2. The participating Dentist will always accept assignment (they accept payment directly from the insurance 
company.) Your payment will be only for the out-of-pocket expenses.  

 
The Fitzharris PPO Network will continue to be the primary network. If a provider is a member of both the Fitzharris and 
Aetna Dental Administrators networks, the fees will be established according to the Fitzharris network.  
 
Steps to access dentists under the Fitzharris and Aetna Dental Administrators networks on the internet: 
 
Go to www.fitzharrisinsurance.com 
 
Under Fitzharris & Company towars the right: 

1. Click PPO 
2. Click Fitzharris & Company Self-funded Dental Plans 
3. Click either on Fitzharris & Co. Provider Network or Aetna Dental Administrators 
4. You can print a directory from both websites 

Please remember your Aetna network is Aetna Dental Administrators. 
If you have any questions, please contact Fitzharris & Company (our broker and administrator) at 1-800-635-5651. 
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    John C. Pennoyer 
District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | Wappingers | Webutuck 
An Equal Opportunity/Affirmative Action Employer 

 
	  

Norah Merritt 
Executive Director for Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

        ESI - Employee Assistance Group 
July 2014 

 
 

Dear Employee & Family Members: 
 

The Employee Assistance Program is available to help you resolve personal difficulties that may be affecting 
the quality of your life or job performance.  Personal concerns with marriage, family, substance abuse, emotional 
stress, legal, financial or other issues can be minimized with professional assistance.  The Employee Assistance 
program also provides help with everyday issues too, such as stress, childcare, eldercare, pet problems, home 
buying, and college tuition. 

 
We have retained ESI-Employee Assistance Group, a leading provider of Employee Assistance Programs, to 
administer our program.  No other EAP offers more benefits or more solutions to employees. 

 
To access the program simply call the toll-free number 1-800-252-4555 or 1-800-225-2527.  An ESI counselor 
will answer your call and work with you to develop an action plan to address your problem.  If required, an 
appointment will be established for you with an ESI Network Counselor in your area or in another area if you prefer.  

 
Or visit the EAP online at www.EducatorsEAP.com to learn more about the many benefits and services 
available to you and your family. Here you will find thousands of problem solving resources such as self-help tools 
and informative articles & videos addressing virtually every problem you might face.  Some of the resources 
available online are financial & legal information, Lifestyle & Wellness Benefits and Personal Development Training. 

 
Your confidentiality is always assured except as prescribed by State and Federal Laws involving child abuse or 
impending workplace violence.  No information is given to your employer regarding your use of the program unless 
you sign a release of information authorizing this.   

 
There is NO COST to you for using the program.  Members receive unlimited and FREE telephonic counseling.  
We have also paid for initial face to face counseling sessions if needed.  If you are referred for on-going treatment, 
be sure you understand the fees involved and the coverage provided by your insurance plan. 

 
If you are experiencing personal difficulties you can’t seem to resolve, we recommend and encourage you to 
take advantage of this valuable program.  If you have questions about the program or the services available to you 
call 1-800-252-4555 or 1-800-225-2527.   

 
Sincerely, 

 
 
  Norah Merritt 
              Executive Director for Human Resources  
               M:\Handbook Updates 2014\ESI - Employees Assistance Group.docx 



 

 

 

    John C. Pennoyer 

District Superintendent 
 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | 

Wappingers | Webutuck 

An Equal Opportunity/Affirmative Action Employer 
 

 

Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 

Phone: 845.486.4800 | Fax: 845.486.4981 

E-mail:  norah.merritt@dcboces.org 

 

 

Date: November 1, 2014 

 

 

To: Dutchess County BOCES Employees 

From: Norah Merritt 

Subject: Flexible Spending Plan Enrollment for 2015 Calendar Year 

  

Enclosed find information about Dutchess BOCES Flexible Spending Plan.  This plan offered by WageWorks, 

gives you the option to use pre-tax dollars to pay for dependent day care and certain unreimbursed medical 

expenses.   

 

The enrollment period for the Flexible Spending Plan for the 2015 Calendar Year will be November 3rd through 

November 28
th

, 2014.   

 

The Flexible Spending Plan consists of two options:   

 

1. Flexible Spending Plan for Dependent Day Care  

2. Flexible Spending Plan for eligible unreimbursed Medical and Dental expenses 

 

Read the enclosed materials carefully in order to make the appropriate choice for you and your dependents.  You 

may wish to consult your accountant regarding tax considerations before completing the Flexible Spending Plan 

Enrollment Form.  Be sure to send completed forms to the Human Resources Department.   

 

It is important to remember that you will need to complete an Enrollment Form each November to take advantage 

of this benefit for the following year.  There will be 20 payroll deductions during the plan year; deductions will 

not be made during the months of July and August. 

 

Should you have any questions regarding the Flexible Spending Plan, I can be reached at 845-486-4800 x 278. 
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    John C. Pennoyer 

District Superintendent 
 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | 

Wappingers | Webutuck 

An Equal Opportunity/Affirmative Action Employer 
 

 

Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 

Phone: 845.486.4800 | Fax: 845.486.4981 

E-mail:  norah.merritt@dcboces.org 

 

 

 

 

Date: November 1, 2014 

 

 

 

 

 

To: Dutchess County BOCES Employees 

From: Norah Merritt 

Subject: Aflac Special Insurance Enrollment for 2015 Calendar Year 

  

The following special insurance is available to our employees through AFLAC.   

November 3
rd

 through November 28
th

, 2014 is the open enrollment period for the 2015 Calendar Year. 

 

1. An AFLAC Disability plan (not pre-tax) 

2. The AFLAC Cancer Protection Plan 

3. The AFLAC Dental Plan 

4. The AFLAC Accident Plan 

5. The AFLAC Hospitalization Plan 

6. The AFLAC Life Insurance Plan (not pre-tax) 

 

Note: These policies roll over each November and need not be renewed on a yearly basis. 
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AFFORDABLE CARE ACT 
 
 
 
 

http://www.dol.gov/ebsa/healthreform/ 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
 

ADMINISTRATIVE SICK BANK GUIDELINES 
 

ASA Representatives 
Doug Damiani 
Mitchell Shron 

 
Administrative Representatives 

Sherre Wesley 
Norah Merritt 

 
Mission:  The Administrative Sick Bank was established in the Agreement of 1986-1989 
between the Dutchess County BOCES and the BOCES Administrative and Supervisory 
Association of Dutchess County (reference Article IV-2A). 
 
The established guidelines are listed below.  No Administrator shall be precluded from 
participating in this Administrative Sick Bank. 
 
Withdrawals from the Bank shall be limited to Administrators and other related personnel 
(see Item 7) who are involved in catastrophic illness or accidents and who have exhausted 
their sick leave, personal leave, and vacation days approved for carry over from prior 
years of service. 
 
GUIDELINES ESTABLISHED 
 
1.   An application form, developed by the Committee must be used to "join the Bank". 
 
2.   Nature of hardships in any individual case will be brought to the Committee by the 
individual involved (or representative) in writing. 
 
3.   Requests for use of "Sick Bank" days will not be honored until all available leave 
time with the exception of current year vacation days have been exhausted.  This clause is 
to include all accumulated sick days, personal days and reserved vacation days approved 
for carry over from prior years of service. 
 
4.   Pertinent medical data must be presented to the Committee by the individual on forms 
developed by the Committee. 
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5.   The Committee will, in reviewing requests for granting sick leave from the 
Administrative Sick Bank to any individual, judge the request on: 
 
 a.  Intention to return to his or her job 
 
 b.  Awarding such sick leave in allotments of 10 days at a time to a maximum of 

90 days during employment at Dutchess BOCES. 
 
 c.  Limitations based on available sick days deposited in the "Sick Bank" 
  
 d.  Those days when there is no scheduled commitment to work will not be 

counted as sick leave days granted (i.e., holidays, unscheduled school closings) 
 
6.   A record of awards and eligible participants will be kept by the BOCES Central 
Business Office and the President of the ASA. 
 
7.   Eligible participants will include all members of the Administrators and Supervisors 
Association, Deputy, Associate and Assistant Superintendents, Assistants to the 
Superintendent, Directors, Supervisors, Administrative Support Staff, and 
Managerial/Confidential Secretaries not included in the ASA, AEIA, SSA or BFA 
bargaining agreements.  A master list of all eligible personnel will be established on July 
1st of each year, and updated each time a new member joins the bank. 
8.   There will not be any scheduled meetings of the Committee but meetings may be 
called by any Committee member.  In addition there are to be two (2) semiannual 
meetings in July and February to update procedures and personnel lists. 
 
9.   It is understood that any available sick leave days deposited in the "Sick Bank" are 
voluntary contributions from administrators and related personnel who have accumulated 
the legal maximum number of sick days and who have elected to contribute any sick days 
over and above the available limit assigned to them.  Should an individual be at 
maximum accumulation at the start of this, or any subsequent year, that number of days 
unused and above the maximum accumulation figure may be deposited in the "Sick 
Bank".  Effective July 1, 2002, during July of each year a letter will be sent to each 
employee who has reached the 210 maximum limit.  This letter will present the employee 
with the option of contributing any surplus sick days into the ASA Sick Bank.  The 
window period for a response to this request will be 30 days from date of letter.  If the 
employee does not respond within the 30-day period, the additional days will 
automatically be placed in the Administrative Sick Bank. 
 
10.  Negotiations for additional methods of contributing days into the Administrative 
"Sick Bank" may not be reopened until the expiration of the present ASA bargaining 
agreement, which is June 30, 2016. 
 
11.  Eligible individuals may enroll in the sick bank within the first 30 days after their 
Board appointment date.  Membership paperwork will be sent to those eligible by the 
Business Office.  In addition, a 30-day open enrollment period will be held annually from 
October 1st through October 31st. 
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District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 
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An Equal Opportunity/Affirmative Action Employer 

 
 

Norah Merritt 
Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
DATE: 
TO:    Human Resources Department 
FROM:           ASA Sick Bank Committee 
RE:    Authorization of Sick Bank Days - Employee:_____________________ 
 
We, the members of the Dutchess County BOCES ASA Sick Bank Committee, hereby authorize to fund the above 

employee with _____ days of salary as follows: 

 
______ Personal Leave day(s) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
______ Other day(s) (ie. contractual holidays) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
______ BFA Sick Bank day(s) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
According to the ASA Sick Bank Guidelines, all accumulated sick leave and personal days are to be used prior to funding 
any sick bank days.  In the event days are returned through Worker's Compensation procedure, the days will be returned to 
the bank. 
 Committee Members (Signatures:      
 
 ___________________________________  ___________________________________ 
 Doug Damiani      Sherre Wesley 

 ___________________________________  ___________________________________ 
 Mitchell Shron         Norah Merritt      
 
cc:  Employee    
  Sick Bank Committee Members 
          Benefits, Payroll, Attendance 
          Personnel File 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
ADMINISTRATIVE SICK BANK 

 
APPLICATION FOR MEMBERSHIP 

 
To: Board of Education 
 
I hereby apply for membership in the ADMINISTRATIVE SICK BANK according to 
Article IV-2a of the 1986-1989 Agreement between Dutchess County Board of 
Cooperative Educational Services and the BOCES Administrator’s Association. 
 
I also agree to the guidelines of the Administrative Sick Bank as established by the Sick 
Bank Committee. 
 

Please return this form to: 
 

Dutchess BOCES  
ADMINISTRATIVE SICK BANK 
c/o Human Resources Department 

5 BOCES Road 
Poughkeepsie, NY 12601 

 
 

NAME __________________________________________________ 
 
ADDRESS __________________________________________________ 
 
 __________________________________________________ 
 
PHONE __________________________________________________ 
 
DATE __________________________________________________ 
 
SIGNATURE __________________________________________________ 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
PHYSICIAN’S STATEMENT  (ASA) 

 
Date ________________________ 
 
Dear Dr. _____________________________________: 
 
Dutchess BOCES Employee: _______________________________________ 
 

In an effort for the ASA Sick Bank Committee to best serve the above referenced member of the Dutchess 
County BOCES administrative staff under your care, please answer the following questions related to 
his/her condition: 

 
1.  What is the nature of the patient's present condition? 
 
 
2.  What are the causes of the patient's present condition? 
 
 
3.  Have you previously treated the patient for this same condition? 
 
 
4.  Will the patient be able to resume the full time duties of his/her current position as a administrative 

staff member with BOCES currently eligible under the ASA Sick Leave Bank? 
 
 
5.  What is your estimate of the time required away from work? 
 
 
6.  Will continued medical attention need to be given even after the patient returns to work?  If so, what 

is the nature and duration of this treatment? 
 
 
7.  Please comment on any additional information you believe would be helpful to the Committee in 

reaching a decision. 
 
 
I hereby authorize you to give the above information on my behalf. 
 
_____________________________________  __________________________________ 
Patient's Signature       Date                            Physician's Signature              Date 
 
Please return this form to:  Dutchess BOCES,  HR Dept., 5 BOCES Rd. Poughkeepsie NY 12601 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
ADMINISTRATIVE SICK BANK 

 
APPLICATION FOR WITHDRAWAL 

 
Please answer all questions:   
 
Print Name: __________________________________  Job Location: ______________________________  
 
Home Address: _______________________________  City, State, Zip: ____________________________  
 
Home Phone: ________________________________  Work Phone: _______________________________  
 
NATURE OF ILLNESS:  Please attach pertinent information, including any statements from 
attending physician(s). 
 
________________________________________________________________________  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Approximate number of work days absent due to this illness: _____ days 
 
Number of sick bank days for which you are applying:  _____ days 
 
LIST DATES OF SICK BANK DAYS REQUESTED: _____________________________________________   
 
DATE: __________________________ SIGNED: ____________________________________________  
 
Please forward this application to:   

Dutchess BOCES 
ADMINISTRATIVE SICK BANK COMMITTEE 

c/o Human Resources Department  
5 BOCES Road 

Poughkeepsie, NY 12601 
(845) 486-8051 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
 

BOCES FACULTY ASSOCIATION SICK BANK GUIDELINES 
 

BFA Representatives 
Dawn Markling 
Nancy Arciuolo 

 
Administration Representatives 

Sue Moraca 
Norah Merritt 

 
SICK LEAVE BANK 

  
Mission:  Article XIII, 1977-80 Agreement provides, "A sick leave bank shall be 
created...(details)... The bank shall be administered by a committee of two administrators 
appointed by the Superintendent and two unit members appointed by the Faculty 
Association who shall act upon withdrawals. Withdrawals from the Bank shall be limited 
to unit members who are involved in catastrophic illnesses or accidents and who have 
exhausted their sick leave time." 
Members: John Fiore, Keith Greeney, Edward Nadzeika, Lois Speigel    
 

Operational Guidelines Established by the Committee 
 
1. A waiver form, designed by the Committee, must be used to join the Bank. 
2. Nature of hardships in any individual case will be brought to the Committee by      

the individual involved (or representative) in writing. 
3. Pertinent medical data must be presented to the Committee by the individual.  

Forms have been developed by the Committee. 
4. The Committee will, in reviewing requests for granting sick leave from the bank 

to any individual, consider: 
a) Intention to return to his or her job 
b) Reviewing awards on a biweekly basis 
c) Limitation of total award to any individual to be 90 days  
d) Those days when there is no scheduled commitment to work will not be 

counted as sick leave days granted, i.e., summer. 
e) Snow days or unscheduled closed days will not be excluded from days granted 

from the bank. 
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5. A record of awards will be kept by the BOCES Central Business Office. 
6. One appointed member of the Committee will be replaced each year on an 

alternating basis to bring about some change in the Bank's administrative committee 
membership, yet maintain continuity. 

7. There will be no scheduled meetings of the Committee, but meetings may be 
called by any member. 

8. Requests for use of the Sick Leave Bank must be made in writing to the below 
mentioned members. 

   
  Adopted 12/11/80 
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ADDENDUM 
 
Addendum: June 23, 1992 
 
9. Preexisting compensation situations, prior to BOCES employment, will not be 

considered for withdrawal from the Sick Leave Bank. 
10. Any moneys received for lost time from compensation must be returned to BOCES 

when Sick Bank time is granted.  Such payment will be made upon receipt of a check 
from BOCES. 

 
Members: John Fiore, Maria Glover, Laszlo F. Nagy, Catherine A. Stickley  

 
********************************************************** 

Addendum: May 4, 1995 
Effective September 1, 1995: 
 
11. According to Article V of the current contract with BOCES, all full-time unit 

members are eligible to join the BOCES Faculty Association Sick Bank.  All full-
time unit members shall be eligible to participate, but those not electing to contribute 
one day from their accumulated sick leave shall not be eligible to receive time from 
the sick leave bank. 

12. At the opening of school each year, all full-time unit members electing to participate 
in the BFA Sick Leave Bank shall have thirty (30) days from the opening day of 
school to enroll.  Any full-time unit member employed after the opening of school 
shall have thirty (30) days from the date of his/her Board of Education 
appointment date to enroll.  All BFA Sick Leave Bank forms must be returned to 
the BFA designated person within this thirty (30) day time limit. 

13. If the BFA Sick Bank Application Form is not received within the time limits as 
stated above, it is understood that participation in the BFA Sick Bank is being 
declined.  Any questions regarding the sick bank should be directed to any member 
of the Sick Bank Committee. 

 
Members: Anna Marie Martino, Maria Glover, Carol Hess, Laszlo F. Nagy 
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    John C. Pennoyer 
District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | Wappingers | Webutuck 
An Equal Opportunity/Affirmative Action Employer 

 
 

Norah Merritt 
Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
DATE: 
TO:    Human Resources Department 
FROM:           BFA Sick Bank Committee 
RE:    Authorization of Sick Bank Days - Employee:_____________________ 
 
We, the members of the Dutchess County BOCES BFA Sick Bank Committee, hereby authorize to fund the above 

employee with _____ days of salary as follows: 

 
______ Personal Leave day(s) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
______ Other day(s) (ie. contractual holidays) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
______ BFA Sick Bank day(s) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
According to the BFA Sick Bank Guidelines, all accumulated sick leave and personal days are to be used prior to funding 
any sick bank days.  In the event days are returned through Worker's Compensation procedure, the days will be returned to 
the bank. 
 Committee Members (Signatures:      
 
 ___________________________________  ___________________________________ 
 Nancy Arciuolo      Sue Moraca 

 ___________________________________  ___________________________________ 
 Dawn Marklin         Norah Merritt      
 
cc:  Employee    
  Sick Bank Committee Members 
          Benefits, Payroll, Attendance 
          Personnel File 
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    Norah Merritt 

    Executive Director of Human Resources 

    5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
    E-mail:  norah.merritt@dcboces.org 

 
 
 
 

BFA SICK BANK 
 

APPLICATION FOR MEMBERSHIP 
 
 
 
 
 
Dear Staff  Member: 
 
According to Article V of the current contract with BOCES, you are eligible to join the BOCES Faculty Association 
Sick Bank.  All full-time unit members shall be eligible to participate, but those not electing to contribute one day from 
their accumulated sick leave shall not be eligible to receive time from the sick leave bank. 
 
At the opening of school each year, all full-time unit members electing to participate in the BFA Sick Leave Bank 
shall have thirty (30) days from the opening day of school to enroll.  Any full-time unit member employed after 
the opening of school shall have thirty (30) days from the date of his/her Board of Education appointment date to 
enroll.  All BFA Sick Leave Bank forms must be returned to the BFA designated person within this thirty (30) 
day time limit. 
 
Withdrawals from the bank shall be limited to full-time unit members who are involved in catastrophic illnesses or 
accidents, who have exhausted their accumulated sick leave, and who are members of the sick bank. 
 
If this form is not received within the time limits as stated above, it is understood that you do not want to 
participate in the BFA Sick Leave Bank.  Any questions regarding the sick bank should be directed to any member of 
the Sick Bank Committee. 
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    Norah Merritt 

    Executive Director of Human Resources 

    5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
    E-mail:  norah.merritt@dcboces.org 

 
 
 

PLEASE COMPLETE THIS FORM AND RETURN WITHIN 30 DAYS FROM THE 
DATE OF YOUR BOARD APPOINTMENT TO: 

 
Nancy Arciuolo, BFA Sick Bank Committee Member 
Dutchess BOCES - Career & Technical Institute (CTI) 

5 BOCES Road, Poughkeepsie, NY 12601 
(845) 486-8001 

 
 
 
To:   Dutchess BOCES Human Resources: 
 
Please deduct one day from my accumulated sick leave days and contribute this day to the BFA Sick Leave Bank.  I am 
requesting this action so that I will be a member of the BFA Sick Leave Bank.  I understand that the bank is 
administered by a Committee of two administrators and two BOCES Faculty Association Members. 
 
Print Name: _________________________________  Job Location: _______________________________ 
 
Signature: ___________________________________  Date: ______________________________________ 
 
New Member:__________  Declining:___________ 
 

 
 
 
 
To:   Dutchess BOCES Faculty Association: 
 
Please deduct one day from my accumulated sick leave days and contribute this day to the BFA Sick Leave Bank.  I am 
requesting this action so that I will be a member of the BFA Sick Leave Bank.  I understand that the bank is 
administered by a Committee of two administrators and two BOCES Faculty Association Members.   
 
Print Name: _________________________________  Job Location: _______________________________ 
 
Signature: ___________________________________  Date: ______________________________________ 
 
New Member:__________  Declining:___________  

 
              



 
Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
PHYSICIAN’S STATEMENT  (BFA) 

 
Date ________________________ 
 
Dear Dr. _____________________________________: 
 
Dutchess BOCES Employee: _______________________________________ 
 
In an effort for the BFA Sick Bank Committee to best serve the above referenced member of the Dutchess 
County BOCES staff under your care, please answer the following questions related to his/her condition: 
 
1.  What is the nature of the patient's present condition? 
 
 
2.  What are the causes of the patient's present condition? 
 
 
3.  Have you previously treated the patient for this same condition? 
 
 
4.  Will the patient be able to resume the full time duties of his/her current position as a staff member with 
BOCES currently eligible under the BFA Sick Leave Bank? 
 
 
5.  What is your estimate of the time required away from work? 
 
 
6.  Will continued medical attention need to be given even after the patient returns to work?  If so, what is 
the nature and duration of this treatment? 
 
 
 
7.  Please comment on any additional information you believe would be helpful to the Committee in 
reaching a decision. 
 
I hereby authorize you to give the above information on my behalf. 
 
 
_____________________________________ ________________________ 
Patient's Signature                                                             Date 
 
 
_____________________________________ ________________________ 
Physician's Signature                                                             Date 
 

Please return this form to: 
Nancy Arciuolo, BFA Sick Bank Committee Member 

Dutchess BOCES - (CTI),  5 BOCES Rd. Poughkeepsie, NY  12601 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
BFA SICK BANK 

 
APPLICATION FOR WITHDRAWAL 

 
Please answer all questions:   
 
Print Name: __________________________________  Job Location: ______________________________  
 
Home Address: _______________________________  City, State, Zip: ____________________________  
 
Home Phone: ________________________________  Work Phone: _______________________________  
 
NATURE OF ILLNESS:  Please attach pertinent information, including any statements from 
attending physician(s). 
 
________________________________________________________________________  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Approximate number of work days absent due to this illness: _____ days 
 
Number of sick bank days for which you are applying:  _____ days 
 
LIST DATES OF SICK BANK DAYS REQUESTED: _____________________________________________   
 
 
DATE: __________________________ SIGNED: ____________________________________________  
 
 
Please forward this application to: 
  

BFA SICK BANK COMMITTEE: 
 

Nancy Arciuolo - Career & Technical Institute (CTI) 
5 BOCES Road, Poughkeepsie, NY  12601 

                                                            (845) 486-8001 
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DUTCHESS COUNTY BOCES FACULTY ASSOCIATION 
5 BOCES Road, Poughkeepsie, NY 12601 
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Norah Merritt 

Executive Director of Human Resources 

    5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
SUPPORT STAFF ASSOCIATION SICK BANK GUIDELINES 

 
SSA Representatives 

Jaime Keener 
Celia White 

 
Administration Representatives 

Norah Merritt 
Sherre Wesley 

 
SICK LEAVE BANK 

  
Mission:  Agreement provides, "A sick leave bank shall be created...(details)... The bank 
shall be administered by a committee of two administrators appointed by the Superintendent 
and two unit members appointed by the Support Staff Association who shall act upon 
withdrawals. Withdrawals from the Bank shall be limited to unit members who are involved 
in catastrophic illnesses or accidents and who have exhausted their sick leave time." 
 

Operational Guidelines Established by the Committee 
 
1. A waiver form, designed by the Committee, must be used to join the Bank. 
2. Nature of hardships in any individual case will be brought to the Committee by 

the individual involved (or representative) in writing. 
3. Pertinent medical data must be presented to the Committee by the individual. 

Forms have been developed by the Committee. 
4. The Committee will, in reviewing requests for granting sick leave from the bank 

 to any individual, consider: 
a. Intention to return to his or her job 
b.   Reviewing awards on a biweekly basis 
c.   Limitation of total award to any individual to be 90 days  
d. Those days when there is no scheduled commitment to work will not be 

counted as sick leave days granted, i.e., summer. 
e. Snow days or unscheduled closed days will not be excluded from days 
      granted from the bank. 

5. A record of awards will be kept by the BOCES Personnel Office. 
6. One appointed member of the Committee will be replaced each year on an 

alternating basis to bring about some change in the Bank's administrative 
committee membership, yet maintain continuity. 
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7. There will be no scheduled meetings of the Committee, but meetings may be  

called by any member. 
8. Requests for use of the Sick Leave Bank must be made in writing to the above 

mentioned members.  
9.       Pre-existing compensation situations, prior to BOCES employment, will not be 

considered for withdrawal from the Sick Leave Bank. 
 

10.       Any compensation received for lost time from workers’ compensation must be 
      returned to BOCES if Sick Bank time was granted.  Such payments will be 
      considered satisfied upon receipt of a check to Dutchess County BOCES within 
      30 days of receiving such compensation.   

11.       According to Article 11.3 of the current contract with BOCES, all full-time and 
part-time unit members are eligible to join the BOCES Support Staff Sick Bank. 
All full-time and part-time unit members shall be eligible to participate, but those  
not electing to contribute one day from their accumulated sick leave shall not be 
eligible to receive time from the Sick Leave Bank. 

12.       During October of each school each year, all full-time and part-time unit members 
            electing to participate in the SSA Sick Leave Bank shall have thirty-one (31) days to   
            enroll.  Any full-time unit member employed at a point outside of the enrollment  
            period shall have thirty (30) days from the date of his/her Board of Education 

appointment date to enroll.  All SSA Sick Leave Bank forms must be returned 
to the SSA designated person within this thirty (30) day time limit. 

13.       If the SSA Sick Bank Application Form is not received within the time limits 
as stated above, it is understood that participation in the SSA Sick Bank is 
being declined.  Any questions regarding the sick bank should be directed to any 
member of the Sick Bank Committee. 

 
 
 
_______________________ _________  _______________________  _________ 
             Celia White   Date                      Jaime Keener             Date 
 
 
_______________________ _________  ________________________ ________ 
 Sherre Wesley  Date          Norah Merritt   Date 
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    John C. Pennoyer 
District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | Wappingers | Webutuck 
An Equal Opportunity/Affirmative Action Employer 

 
 

Norah Merritt 
Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
DATE: 
TO:    Human Resources Department 
FROM:           SSA Sick Bank Committee 
RE:    Authorization of Sick Bank Days - Employee:_____________________ 
 
We, the members of the Dutchess County BOCES SSA Sick Bank Committee, hereby authorize to fund the above 

employee with _____ days of salary as follows: 

 
______ Personal Leave day(s) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
______ Other day(s) (ie. contractual holidays) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
______ Support Staff Sick Bank day(s) to cover the following period of time: 
 
 ________________________________  to  ______________________________ 
 
According to the SSA Sick Bank Guidelines, all accumulated sick leave and personal days are to be used prior to funding 
any sick bank days.  In the event days are returned through Worker's Compensation procedure, the days will be returned to 
the bank. 
 Committee Members (Signatures:      
 
 ___________________________________  ___________________________________ 
 Jaime Keener      Sherre Wesley 

 ___________________________________  ___________________________________ 
 Celia White         Norah Merritt      
 
cc:  Employee    
  Sick Bank Committee Members 
          Benefits, Payroll, Attendance 
          Personnel File 
 
M:\SICK BANKS\Sick Bank 2014-2015 NM\BFA - 14-15\SSA Sick Bank Authorization NM.doc.docx 10-14-14 



 
    Norah Merritt 

    Executive Director of Human Resources 

    5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
    E-mail:  norah.merritt@dcboces.org 

 
  

Support Staff Sick Bank Application 
 

( Open enrollment for Support Staff Sick Bank is 

October 1 – 31 of each year)  

 
o I am eligible and wish to participate and contribute one (1) day of my accumulated sick leave 

to the Support Staff Sick Bank. 
 
Name:_________________________________ Department:___________________________ 
Signature:______________________________ Date:_________________________________ 
 
                                                                     or 
 
o I am eligible, but do not wish to participate in the Support Staff Sick Bank. 
 
Name:_________________________________ Department:___________________________ 
Signature:______________________________ Date:_________________________________ 
 
 
Please return this application to: 

Dutchess BOCES 
SUPPORT STAFF SICK BANK COMMITTEE 

c/o Human Resources Department 
5 BOCES Road 

Poughkeepsie, New York 12601 
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Norah Merritt 

Executive Director of Human Resources 

    5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
PHYSICIAN’S STATEMENT  (SSA) 

 
Date ________________________ 
 
Dear Dr. _____________________________________: 
 
Dutchess BOCES Employee: _______________________________________ 
 
In an effort for the Support Staff Sick Bank Committee to best serve the above referenced Dutchess County 
BOCES employee under your care, please answer the following questions related to his/her condition: 
 
1.  What is the nature of the patient's present condition? 
 
 
2.  What are the causes of the patient's present condition? 
 
 
3.  Have you previously treated the patient for this same condition? 
 
 
4.  Will the patient be able to resume the full time duties of his/her current position as an employee with 
BOCES currently eligible under the Support Staff Sick Leave Bank? 
 
 
5.  What is your estimate of the time required away from work? 
 
 
6.  Will continued medical attention need to be given even after the patient returns to work?  If so, what is 
the nature and duration of this treatment? 
 
 
 
7.  Please comment on any additional information you believe would be helpful to the Committee in 
reaching a decision. 
 
 
I hereby authorize you to give the above information on my behalf. 
 
_____________________________________ ________________________ 
Patient's Signature Date 
 
_____________________________________ ________________________ 
Physician's Signature Date 
 

Please return this form to: 
Human Resources Department, Administration Building 

5 BOCES Road 
Poughkeepsie, NY 12601 
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Norah Merritt 

Executive Director of Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

 
SUPPORT STAFF SICK BANK 

 
APPLICATION FOR WITHDRAWAL 

 
Please answer all questions:   
 
Print Name: ______________________________________  Job Location: ___________________________________  
 
Home Address: ___________________________________  City, State, Zip: _________________________________  
 
Home Phone: _____________________________________  Work Phone: ___________________________________  
 
NATURE OF ILLNESS:  Please attach pertinent information, including any statements from attending 
physician(s). 
 
________________________________________________________________________  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Approximate number of work days absent due to this illness: _____ days 
 
Number of sick bank days for which you are applying: _____ days 
 
LIST DATES OF SICK BANK DAYS REQUESTED: _____________________________________________________   
 
DATE: __________________________ SIGNED: ________________________________________________  
 
 
Please forward this application to :    

Dutchess BOCES 
SUPPORT STAFF SICK BANK COMMITTEE 

Human Resources Department 
Administration Building 

5 BOCES Road 
Poughkeepsie, NY 12601 

(845) 486-8004 
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                                                                                                  Norah Merritt 
                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
 
 

 

 
  CALENDARS                                                       

 
 
 
 
 
 
 
 
 
 
  

 



 
DUTCHESS COUNTY 

BOARD OF COOPERATIVE EDUCATIONAL SERVICES 
               2014-2015 SCHOOL CALENDAR 
  

 
 
 
   
  

 
 
 
 
 
 
 
 
 
 
 
 

 

SEPTEMBER OCTOBER NOVEMBER DECEMBER JANUARY 
M T W T F M T W T F M T W T F M T W T F M T W T F 
1 SC 3 4 5   1 2 3 3 SC 5 6 7 1 2 3 4 5    1 2 
8 9 10 11 12 6 7 8 9 10 10 11 12 13 14 8 9 10 11 12 5 6 7 8 9 

15 16 17 18 19 13 14 15 16 17 17 18 19 20 21 15 16 17 18 19 12 13 14 15 16 

22 23 24 25 26 20 21 ½ 
SC 23 24 24 25 26 27 28 22 23 24 25 26 19 20 21 22 23 

29 30    27 28 29 30 31      29 30 31   26 27 28 29 30 
     

FEBRUARY MARCH APRIL MAY JUNE 
M T W T F M T W T F M T W T F M T W T F M T W T F 
2 3 4 5 6 2 3 4 5 6   1 2 3     1 1 2 3 4 5 
9 10 11 12 13 9 SC 11 12 13 6 7 8 9 10 4 5 6 7 8 8 9 10 11 12 

16 17 18 19 20 16 17 18 19 20 13 14 15 16 17 11 12 SC 14 15 15 16 17 18 19 
23 24 25 26 27 

 
 

23 24 25 26 27 

 

20 21 22 23 24 

 

18 19 20 21 22 

 

22 23 24 25 26 
      30 31     27 28 29 30   25 26 27 28 29  29 30    

2014 SEPTEMBER              1 Monday Labor Day 
               2 Tuesday Superintendent’s Conference Day 
               3 

            25 
            
                  

Wednesday 
Thursday 
 

School Opens 
Rosh Hashanah 
 

 OCTOBER                4 
13 
22 

             

Saturday 
Monday 
Wednesday                        

Yom Kippur 
Columbus Day  
½ Day (p.m.) – Superintendent’s 
Conference Day 
 

     
 NOVEMBER 4 Tuesday Superintendent’s Conference Day 
  11 Tuesday Veteran’s Day (observed) 
  26-28 Wed.-Fri. Thanksgiving Recess 

 
     
 DECEMBER                      16 

22-31 
25 

 
 

Tuesday                             
Mon.-Wed.  
Thursday 

Hanukkah Begins 
Winter Recess 
Christmas 
 

2015 JANUARY            1-2 
             5    

Thu.-Fri. 
Monday 

Winter Recess 
School Reopens 

              19 
        26-29 

Monday 
Mon.-Thu. 

Martin Luther King Day 
Regents Exams (unconfirmed) 
 

      
     
     
     
     

 FEBRUARY 
 
 
MARCH 

13 
16 

 
10 

30-31 

Friday 
Monday 
 
Tuesday 
Mon.-Tue. 

President’s Day/Weekend 
 
 
Superintendent’s Conference Day 
Spring Recess 
 

     
 APRIL 

 
 
 
 
MAY 
 
JUNE 

1-6 
3 
5 

 
  

      13 
 21-25 

  
     2 

16-24 
    25 
    25 

Wed.-Mon. 
Friday 
Sunday 
 
 
Wednesday 
Thurs.-Mon. 
 
Tuesday 
Tue.-Wed. 
Thursday 
Thursday 

Spring Recess 
Passover Begins 
Easter 
 
 
Superintendent’s Conference Day 
Memorial Day 
 
Regents Exams (unconfirmed) 
Regents Exams (unconfirmed) 
Regents Rating Day (unconfirmed) 
School Closes 

     
     

Summary Sept. Oct. Nov. Dec. Jan. Feb. Mar. April May June Total 
Teachers: 20 22 16 15 19 18 20 18 18 19  185 
Students: 19 22 15 15 19 18 19 18 17 19  181 

            
FIVE (5) EMERGENCY DAYS ARE BUILT INTO THIS CALENDAR.   
IF MORE THAN FIVE (5) DAYS ARE NEEDED, THE MAKE-UP FORMULA WILL BE AS FOLLOWS: 
If one day: May 13, 2015 
If two days: May 13 and May 21, 2015 
If three days: May 13, May 21 and May 22, 2015 
If four days: May 13, May 21, May 22  and April 6, 2015 
If five days:       May 13, May 21, May 22, April 6 and March 30, 2015 

Adopted March 12, 2014 
N/BOCES/Calendars/2014-15 adopted 3-12-14 nmp 

 
 

 

Note: 
  Sept. 25  (Thu.)    Rosh Hashanah     Jan.1 (Thu.)    New Year’s Day 
  Oct.3 (Fri.)           Yom Kippur            April 3 (Fri.)     Passover Begins 
  Dec. 25 (Thu.)     Christmas               April 3 (Fri.)     Good Friday 
                                                                                          April 5(Sun.)   Easter 

 
N/BOCES/Calendar/2014-15 School Calendar 
Draft #5 ph 



 

 

 
 
 
 
 
 

NON-INSTRUCTIONAL STAFF CALENDAR 
2014-2015 

 
 July  4   Friday   Independence Day 
 

September 1   Monday   Labor Day 
 
            September 25  Thursday   Rosh Hashanah 
 

October 13   Monday   Columbus Day 
 

November 11  Tuesday   Veteran’s Day 
 

November 26, 27, 28 Wed., Thu., Fri.  Thanksgiving 
 

December 24, 25, 26 Wed., Thu., Fri.  Christmas 
    

December 31, January 1   Wed., Thu.   New Year’s  
  
January 19   Monday   Martin Luther King Day 

 
February 16   Monday   President’s Day 

 
April 3   Friday   Good Friday 

 
May 25   Monday   Memorial Day 

 
 
 

Total of 17 days 
 
 
Adopted March 12, 2014 
 
 
  
N/BOCES/Calendars/Non-Instructional 2014-15 Adopted 3-12-14 nmp 
 

 



 
PAYROLL CALENDAR 2014 – 2015 

 
July  3   (partial)       12 Month Staff 
July 18 12 Month Staff & Summer School Staff 
August 1 12 Month Staff & Summer School Staff 
August 15 12 Month Staff & Summer School Staff 
August 29 12 Month Staff 
September 12 12 and 10 Month Staff 
September 26 12 and 10 Month Staff 
October 10 12 and 10 Month Staff 
October 24 12 and 10 Month Staff 
November 7           12 and 10 Month Staff 
November 21             12 and 10 Month Staff 
December  5 12 and 10 Month Staff 
December 19           12 and 10 Month Staff 
January 2 12 and 10 Month Staff 
January 9          *Health Buyout Check* Applicable Employees 
January 16 12 and 10 Month Staff 
January 30 12 and 10 Month Staff 
February 12             *Thursday date*            12 and 10 Month Staff 
February 27 12 and 10 Month Staff 
March 13 12 and 10 Month Staff 
March 27                   12 and 10 Month Staff 
April 10                 12 and 10 Month Staff 
April 24 12 and 10 Month Staff 
May 8 12 and 10 Month Staff 
May 20                    *Wednesday date*  12 and 10 Month Staff 
June 5                    12 and 10 Month Staff 
June 12              *Health Buyout Check* Applicable Employees 
June 19                         12 and 10 Month Staff 
June 25                   *Thursday date*                   10 Month Staff 
June 30              (balance of 14-15 contract) 12 Month Staff 

 
Paycheck distribution dates are subject to change due to inclement weather.  If BOCES is closed 
due to an emergency or inclement weather, checks will be distributed the first business day 
following the original payday.  Direct deposit into accounts will take place on scheduled 
dates above. Direct deposit is available to all employees. The form is on our Website. 
Payroll Deductions are as follows: 
-   Mandatory deductions such as Federal/State Tax, Social Security, Medicare, garnishments and 

retirement contributions as well as ERS Loans and Arrears, are deducted from each bi-weekly 
contractual paycheck.   

-     Teacher/Assistant/Crisis/Aide/Nurse Dues (BFA) withheld November 7 thru June 25 
-     Administrator Dues (ASA) withheld October 10 thru April 24 
- Support Staff Association Dues (SSA) withheld October 10 thru June 19 
- United Way deductions withheld November 7 thru May 20 
- TSA (403B and 457), Health, Dental & TRS Loans are withheld from the first two common 

“10 and 12 month staff” paychecks each month.  Please refer to above chart. These 
deductions are not withheld from the 8/29, 1/30, 6/25 or 6/30 checks. 

       Aflac deductions are 10 month deductions, withheld 20 times per year on common checks 
from Sept. thru June. 

  For the BOCES 10 month staff with the 26 payment plan, the following applies: 
A separate “multiple” check will be attached to the June 25th check for those who elect this plan. 
 
 

  \\BOCES-Admin\ADMIN-Staff\lois.schwarze\PAYROLL CALENDAR 2014-15.docx 
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Aug. 28, Thu. X X X X X X SC X X X X X X X 
Sep. 1, Mon.  
(Labor Day) 

X X X X X X X X X X X X X X 

Sep. 2, Tue. SC SC SC SC SC SC SC SC SC SC SC SC SC SC 
Sep. 3, Wed. SC SC O SC SC O O SC O O O SC SC O 
Sep. 4, Thu. O O O O O O O O O O O O O O 
Sep. 5, Fri. O O O O O O O O  O O O O O 
Sep. 25, Thu. 
(Rosh Hashanah) 

X X O X X X O X X X X X O X 

Sep. 26, Fri. O O O O ½ 
NS 

O O O O SC O O O O 

Oct. 3, Fri. O O O O O O O O  O O O O O 
Oct. 10, Fri. O O O ½NS/

SC 
O O O O O O O ½ 

NS 
O O 

Oct. 13, Mon. 
(Columbus Day) 

X X X X X X X X X X X X X X 

Oct. 14, Tue. O O O O O O O O SC O O O O O 
Oct. 16, Thu. O O O O O O ½NS O O O O O O O 
Oct. 20, Mon. O O O O O O O O O SC O O O O 
Oct. 22, Wed. O O O O O O O O O O O O ½ 

SC 
½ 

SC 
Oct. 24, Fri. O O ½ 

SC 
O ½ 

NS 
O O O O O O O O O 

Nov. 4, Tue. SC SC SC X O SC SC SC SC O SC SC O SC 
Nov. 7, Fri.      ½NS         
Nov. 11, Tue. 
(Veteran’s Day) 

X X X X X X X X X X X X X X 

Nov. 14, Fri. O O  O O O O O O  O O O O O 
Nov. 20, Thu.  O O  O O O ½NS O O O O O g  O O 
Nov. 21, Fri. O NS  O    O O ½NS O O O O O g  O O 
Nov. 24, Mon. O O  O g  ½ 

NS 
O O O O O O O O O 
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Nov. 25, Tue. O O  O ½ 
NS 

½ 
NS 

O O O O O O O O O 

Nov. 26, Wed. X ½NS X X X ½NS X X X X X X X X 
Nov. 27 -28, Thu.-Fri. 
(Thanksgiving Recess) 

X X  X X X X X X X X X X X X 

Dec. 12, Fri ½N
S 

O O O O O O O O O O O O O 

Dec. 22, Mon. X X O X O O O O O O X X O X 
Dec. 23, Tue. X X O X O O O ½NS O O X X O X 
Dec. 24-31, Wed.-
Wed. (Winter Recess) 

X X X X X X X X X X X X X X 

Jan. 1-2, Thu.-
Fri.(Winter Recess) 

X X X X X X X X X X X X X X 

Jan. 9, Fri. O O O O O O O O  O O O O O 
Jan. 16, Fri. O O SC O O O O O O O O O O O 
Jan. 19, Mon. 
(Martin Luther King 
Day) 

X X X X X X X X X X X X X X 

Jan. 23, Fri. O O O O O ½NS O O O O O O O O 
Jan. 26-29, Mon.-Thu. 
(Regents Exams) 

R R R R R R R R R R R R R R 

Jan. 30, Fri. O O O SC O O O SC 
◙ 

O O O O O O 

Feb. 6, Fri. O O O O SC O O O  O O O O O 
Feb. 12, Thu. O O O ½NS

/SC 
O O O O O O O O O O 

Feb. 13, Fri. O X X X O X X    X X SC X O SC X 

Feb. 16, Mon. 
(President’s Day) 

X X X X X X X X X X X X X X 

Feb. 17, Tue. O O O O O SC O O O O O O O O 

Feb.27, Fri. O O O O O O O O O O O ½ 
NS 

O O 
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Mar. 6, Fri. O O O ½NS
/SC 

O ♦ O O O O O O O O 

Mar. 10, Tue. O SC O O O O O O O O O O SC SC 
Mar. 12, Thu. O O O O O O ½NS O O O O O O O 
Mar. 13, Fri. ½N

S 
O O O ½ 

NS 
O O O O O O O O O 

Mar. 17, Tue. O O SC O O O O O O O O O O O 
Mar. 26, Thu. O O O n  O O O O O O O O O  
Mar. 27, Fri. O O O X O O O O O O O O O  
Mar. 30-31, Mon.-Tue. 
(Spring Recess) 

X X X X X X X X X X X X X X 

Apr. 1-3, Wed.-Fri. 
(Spring Recess) 

X X X X X X X X X X X X X X 

Apr. 6, Mon. X X X O X X O O X X X X X X 
Apr. 7, Tue. O O O O O SC O O O O SC O O O 
Apr. 20, Mon. O O O X O O O O O O O O O O 
Apr. 22,  Wed. O O O O O O SC O O O O O O O 
Apr. 24, Fri. O O O O O ◙ O O O O O SC O O 

Apr. 27, Mon. O O O g  O O O O O O O O O O 
Apr. 28, Tue. O O O O O O O SC 

♦ 
O O O O O O 

May, 8, Fri. O O O O O O O ½NS O O O O O O 
May 13, Wed. O O O O O O O O O O O O O SC 
May 19, Tue. O O O O O O O O  O O O O O 
May 21, Thu. O O O O O O O O O O O O O X 
May 22 , Fri. X O X O X X X X X O X O X X 
May 25, Mon. 
(Memorial Day) 

X X X X X X X X X X X X X X 

May 26, Tue. O O O O O O O O SC O O O O O 
Jun.2, Tue. 
(Regents Exams) 

R R R R R R R R R R R R R R 

Jun. 5, Fri. O O O O O ½ 
NS 

O O O O O O O O 
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Jun. 16-24, Tue.-Wed.  
(Regents Exams) 

R R R R R R R R R R R R R R 

Jun. 22-24, Mon.-
Wed. 

R R R R/n R R R R R R R ½ 
NS
g /
R 

R R 

Jun. 23-25, Tue.-Thu. R R R R/g /
g /n 

R/½ 
NS 

R R R R R R R ½ 
NS/
R 

R 

Jun. 24, Wed. R R R R/g /
n 

R R R R R/ R R R R R 

Jun. 25, Thu. SC X X g /n SC O O X  g  X SC X X 
Jun. 26, Fri. X X X X SC O X X X X X X X X 
 
JUNE 25, 2015 - LAST DAY OF SCHOOL EXCEPT:   
Spackenkill K-8 – June 24, 2015 
Wappingers – June 24, 2015 
Pawling – June 26, 2015 
O: SCHOOL IS OPEN 
X: NO SCHOOL  
NS: NO SCHOOL FOR STUDENTS (½ NS:  half day or early release) 
R:      REGENTS EXAMS 
SC:      SUPERINTENDENT’S CONFERENCE DAY (½ SC:  half day Superintendent’s Conference) 
:        Mill Rd. ONLY (Red Hook)- ½ day   
g:       Elementary ONLY (Hyde Park, Rhinebeck & Wappingers)-  ½ day 
n:      Haviland Middle School ONLY (Hyde Park)-  ½ day    

♦:      Elementary/Middle School (Pawling & Poughkeepsie): ½ day  
◙:       High School (Pawling & Poughkeepsie): ½ day      
 
 
 
 
 
 
R:/Cal/2014-15 School Matrix.                                    



               
                                                                                                  Norah Merritt 
                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
 
 

 

    FREQUENTLY 
       ASKED 
     QUESTIONS 

 
 
 
 
 
 
 
  

 



ACCIDENT REPORTS – STAFF 

All accidents and injuries to an employee must be reported, in writing, on appropriate 
forms and within the school day of the occurrence to the immediate supervisor or 
designee.  Completed forms should be sent to the Human Resources Administrator 
within 24 hours. 

 

ACCIDENT AND VIOLENT INCIDENT REPORTS – STUDENTS 
All accidents and injuries to a student must be reported, in writing, on the appropriate 
form and within the school day of the occurrence to the immediate supervisor or 
designee.  Completed forms should be sent to the Deputy Superintendent within 24 
hours 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





ATTENDANCE 
 
All employees are required to sign in and out. The program supervisor will make 
arrangements for a form to be available to employees in a particular place within each 
facility. 
 
Each employee is responsible for completing an absence form upon his/her return to 
work after an absence.  In the event of sickness causing absence from work, employees 
should make the following contacts: 
 
• Salt Point Center (Center and District Staff):  Name and number to be provided on 

Opening Day 
 
• BETA (Alternative Education):  Name and number to be provided on Opening Day 
 
• Career & Technical Institute:  Name and number to be provided on Opening Day 
 
• Adult Education (MTI and field):  Name and number to be provided on Opening Day 

  
For all other employees, their supervisor will indicate who should be called and at what 
time.  It is the individual employee’s responsibility to notify the BOCES when he/she is 
unable to report to work.  If an employee’s position does not require a substitute, the 
employee’s supervisor will indicate who should be notified and at what time. 
 
If a substitute is needed, you must indicate whether the absence is for illness, personal 
leave, religious holiday or approved professional conference day. 
 
If an employee is absent for three or more consecutive days, he/she may be required to 
submit a physician’s note explaining the need for an absence. 
 
The beginning and ending times for an employee’s working day will depend upon the 
particular location and program to which he/she is assigned.  One’s supervisor will set 
these times or he/she may be referred to the appropriate Collective Bargaining 
Agreement.  If one works in a component school district or a satellite location, one will 
observe the regulations and procedures of the school(s) to which he/she is assigned or 
follow the direction of the supervisor.   
 
ATTENDANCE GUIDELINES 
 
The continuity of instruction is of paramount importance to a high quality educational 
program for the students entrusted to the BOCES.  To this end, we trust that all of us 
will work together individually and collectively to minimize staff absenteeism. Each staff 
member’s attendance will be reviewed annually.  Each staff member is asked to avoid 
excessive patterns of absenteeism, including: 
 



1. When eight (8) or more occurrences of absenteeism for family or personal illness 
occur during a single school year.  (An “occurrence” may involve at least part of 
one day and any consecutive workdays.  For example, if you call in with a 
personal illness on a Wednesday and then again on Thursday, this is considered 
one occurrence.  If you are out for personal illness on Friday and again on 
Monday, this is also only one occurrence.  If you are out with personal illness on 
a Monday, at work on the next Tuesday, and then out again on the following 
Wednesday, that pattern is considered to be two occurrences).   

 
2. When more than 60% of the absences fall on Monday, Friday, or a day before or 

after a holiday. 
 
There may be some reason for poor attendance or an inordinate use of Monday-Friday, 
etc., but it is the responsibility of the employee to ensure that the program director is 
aware of such reason(s).   
 
A person’s attendance record will be one factor in determining whether to recommend 
an employee for tenure. 
 
Employees who have poor attendance may be considered for disciplinary proceedings 
that ultimately may lead to a recommendation for consideration of dismissal.   
 
NOTE:  These guidelines refer to the absences included within the Collective 
Bargaining Agreement.   
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CERTIFICATION 
 
Since school districts are prohibited from employing a teacher or teaching assistant who 
does not have a valid certificate, it is extremely important that teachers and teaching 
assistants keep the District Superintendent informed as to their certification status.   
 
Teacher Certification is an exceptionally broad area.  All teachers should be aware of 
the continuing changes to certification regulations.  Please visit the website for the 
Office of Teaching Initiatives in the New York State Education Department 
www.highered.nysed.gov. 
  
IT IS THE INDIVIDUAL TEACHER’S OR TEACHING ASSISTANT’S 
RESPONSIBILITY TO MAINTAIN CERTIFICATION! 
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CONFERENCE ATTENDANCE 
 
A staff member requesting permission to attend a conference must obtain prior 
approval. Such request must be submitted at least fifteen (15) days prior to the date of 
such conference using either the Same Day Conference/Workshop Attendance Request 
Form or the Overnight Conference/Workshop Request Form.  For certified staff, these 
forms are to be completed @ www.MyLearningPlan.com   
 
Promptly upon return from the conference, the employee is to forward the approved 
copy of the Conference/Workshop Attendance Request Form, Travel/Conference 
Expense Claim Form showing actual expenditures, supporting receipts attached, and 
the signed receiving copy of the purchase order to Accounts Payable.  Every effort 
should be made to submit a claim form within four (4) weeks from the date of the 
conference. Complete details for Conference/Workshop Attendance approval and 
reimbursement are set forth below in Administrative Regulation #6700: 
 
The BOCES supports staff attendance and participation at conferences, workshops and 
meetings that are professionally appropriate and related to the employee’s 
responsibilities.  Whenever feasible, expenses will be paid by purchase order directly to 
vendors.   
 
Employees will be reimbursed for “necessary and reasonable” expenses incurred in 
connection with such meetings. 
 
1. Reimbursement of Expenses 
 
The following rules for reimbursement of expenses to employees actually and 
necessarily incurred in the performance of their official duties are adopted in 
accordance with Board Policy No. 5210 (Professional Growth).  It shall be the duty of 
the Assistant Superintendent for Business Services or his/her designee to provide any 
forms required by these rules and to see that these rules are enforced. 
 
Reimbursement shall be made for meals, lodging, travel and other miscellaneous 
expenses on the Travel/Conference Expense Claim Form. 

 
A.  Meals: 

 
1. Overnight:  A maximum per diem for meals is $50.00.   

Suggested guidelines for meals are as follows: 
 

Breakfast $  8.00 
Lunch  $12.00 
Dinner  $30.00 

 
Same day meals will be reimbursed based on receipts to a 
maximum of the standard overnight per diem. 



 
2. BOCES employees may be reimbursed for their meal expenses 

incurred during the normal hours of employment under the following 
circumstances: 

 
a. When the employee has a meeting with an out-of-town 

official, an official of a component or non-component district, 
an official of a requestor agency, or a BOCES official at 
which eating is an incidental part.  

 
b. When the employee attends or participates in a regularly 

scheduled meeting of an organization held for school 
business purposes. 

 
c. When the employee attends luncheons or dinners sponsored 

by the BOCES for which a charge is made to all participants 
for the cost of food and beverage. 

 
d. When the employee conducts an interview with a 

prospective candidate for an administrative position, at which 
the meal is an incidental part. 
 

e. When the employee is required to be away from his/her 
home on required BOCES business during usual dinner 
hours or is otherwise directed to attend BOCES related 
meetings or functions when the time interval between the 
end of a normal work day and the start of a meeting is 
insufficient to permit travel to and from the employee’s 
home. 

 
f. When the employee is away from his/her normal work place 

during normal hours on BOCES business that has been pre-
approved through conference and workshop procedures. 

 
B. Circumstances under which reimbursement WILL NOT be made: 

 
1. When meals are held principally for social purposes, such as 

retirement dinners, expenses will not be reimbursable. 
 

2. When conference approval forms have not been pre-approved. 
 

C. Travel:           
 

1. Travel should be made by the least costly means. 
  



2. Travel expenses for other than personal auto mileage, including air 
travel, rail travel, tolls, taxis and parking fees must be supported by 
receipts.     

 
3. When the employee travels overnight, he/she shall be authorized to 

make one personal telephone call each day away from home. 
 

D. Mileage: 
 

Please refer to your Collective Bargaining Agreement.  The reimbursable 
rate shall be the rate established by the IRS. 
 

E. Miscellaneous Expenses (Receipts Required): 
 

1. No employee of the BOCES is authorized to obligate the 
organization for purchase of gifts, such as flowers, greeting cards, 
or presents, either for employees or non-employees.  No such 
expenditure will be reimbursed. 

 
2. All supplies and materials for which employees are reimbursed by 

the BOCES shall become the property of the BOCES. 
 

3. Request for reimbursement for meeting expenses/guest meals 
must be submitted on the Meeting/Guest Expense form.  Such 
expenses will not be reimbursed without the form. 
 

F. Special Aid Projects: 
 

Expenditure of funds derived from Special Aid funded projects are subject 
to the same regulations, as are General Fund expenditures, except when 
the approved project states otherwise. 
 

2. Reimbursement for Conference or Workshop Attendance 
 

The following rules for reimbursement to employees of expenses actually and 
necessarily incurred in the performance of their official duties while attending a 
conference or workshop are adopted in accordance with Board Policy No. 5210 
(Professional Growth).  It shall be the duty of the Assistant Superintendent or 
his/her designee to provide any forms required by these rules and to see that 
they are enforced. 
 
Reimbursement shall be made for registration, meals, lodging, travel and other 
miscellaneous expenses on either the Overnight or the Same Day 
Conference/Workshop Attendance Request Form in accordance with the 
following: 
 



A. Approval: 
 

Prior written approval must be obtained from the program administrator 
and from the District Superintendent, Assistant Superintendent or his/her 
designee, for attendance at conferences.  A “conference” is defined as a 
conference, convention, institute, seminar or workshop. 

 
B. Claims: 

 
1. Claims for travel (other than personal vehicle mileage) must be 

supported by receipts showing that expenses were actually 
incurred and by written justification explaining unusual 
expenditures. 

 
2. BOCES employees are directed to expend only reasonable 

amounts for rooms, transportation, other necessary expenses, and 
not to exceed $50.00 per day for meals.   

 
3. Mileage shall be reimbursed at the rate established by the IRS. 

 
C. Procedure for Overnight and Same Day Conference/Workshop 

Attendance Request Form:  
1. The employee should submit the attendance request form in 

triplicate showing estimated expenses to the program administrator 
who in turn will, upon approval, process a purchase order in the 
amount of the estimated expenses and forward to the District 
Superintendent, Assistant Superintendent, or his/her designee.  
 

2. The District Superintendent, Assistant Superintendent, or his/her 
designee, upon approving the request, will make the following 
distribution of the forms: 

 
a. One copy to the Human Resources Department. 
b. One copy to the requestor (through the Program 

Administrator).  
c. One copy with the purchase order to the Purchasing Agent. 
 

3. The District Superintendent, Assistant Superintendent or his/her 
designee, upon disapproving the request, will send back all three 
copies to the requestor through the approval process. 

 
4. Advance reservation fees for conferences may be prepaid by the 

BOCES when such prepayment is a condition of attendance at the 
conference, or a discounted conference fee is available.  In such 
cases, a separate purchase order, accompanied by the registration 
form and conference approval form, must be prepared to process 



such prepayment.  It will be the responsibility of the program 
administrator who approves the prepayment to obtain a refund in 
the event of non-attendance.   

 
5. Should the requestor not attend the conference, the receiving copy 

of the purchase order should be forwarded to Accounts Payable 
with notification to void the purchase order.   

 
6. Upon request, tax exemption certificates for room and board will be 

provided by the Accounts Payable office.  BOCES cannot 
reimburse any New York State sales taxes. 

 
7. Promptly upon return from the conference, the employee is to 

forward the approved copy of the Conference/Workshop 
Attendance Request Form, Travel/Conference Expense Claim 
Form showing actual expenditures, supporting receipts attached, 
and the signed receiving copy of the purchase order to Accounts 
Payable.  Reimbursement of incurred expenses will be made 
through the normal accounts payable system with a check being 
issued in the earliest feasible check run.  Under normal processing, 
the maximum delay should be three weeks. 

 
The Board will approve the annual Board expense travel budget each year.  In the event 
funds are needed over and above the annual budgeted expense level, Board approval 
will be necessary to increase the budgeted amount.  (Refer to Policy 6700 and Policy 
6701.)  
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www.dcboces.org

Title IX/
Sexual Harassment – Employees

Linda A. Heitmann 
Deputy Superintendent

voice: 845.486.4800 x202
linda.heitmann@dcboces.org

Equal Opportunity Employer
Dutchess BOCES does not discriminate on the basis of age, race,  

sex, creed, color, national origin, marital status or disability.

The Dignity Act
The Dignity Act (Education Law §11[7]) defines Harassment as the creation of a hostile 
environment by conduct or by verbal threats, intimidation or abuse that has or would have the 
effect of unreasonably or substantially interfering with a student’s educational performance, 
opportunities or benefits, or mental, emotional or physical well-being or conduct, verbal threats, 
intimidation or abuse that reasonably causes or would reasonably be expected to cause a 
student to fear for his or her physical safety. Such conduct, verbal threats, Intimidation or abuse 
based on a person’s actual or perceived race, color, weight, national origin, ethnic group, 
religion, religious practices, disability, sex, sexual orientation, gender. 

The Dignity for 
All Students Act

For more information please contact:

Salt Point Center 
Douglas Damiani 

Principal 
845.486.4840

douglas.damiani@dcboces.org

Alternative High School  
John Jeffrey 

Principal 
845.486.4840 x3048 or x3024

john.jeffrey@dcboces.org

Special Education District-Based Classes 
Kenneth Louis Jeune 

Coordinator 
845.486.4840 x3020

kenneth.louisjeune@dcboces.org

Career and Technical Education (CTI) 
Mitchell Shron 

Principal
845.486.8001

mitchell.shron@dcboces.org

Norah Merritt 
Executive Director of Human Resources

Dutchess BOCES DASA Coordinator 
845.486.4800 x278 

norah.merritt@dcboces.org

Dutchess BOCES
5 BOCES Road 

Poughkeepsie, NY 12601

Dutchess BOCES
5 BOCES Road

Poughkeepsie, NY 12601

Section 504/ 
DASA Coordinator
Norah Merritt

Executive Director of Human Resources
voice: 845.486.4800 x278

norah.merritt@dcboces.org



The Dignity for 
All Students Act

The Dignity for All Students Act defines 
harassment as the creation of a hostile 
environment by conduct or by verbal 
threats, intimidation or abuse that has or 
would have the effect of unreasonably or 
substantially interfering with a students’ 
educational performance, opportunities 
or benefits, or mental, emotional or 
physical well-being or conduct, verbal 
threats, intimidation or abuse that 
reasonably causes or would reasonably 
be expected to cause a student to fear 
for his or her physical safety. Such 
conduct, verbal threats, intimidation 
or abuse based on a person’s actual 
or perceived: race, color, weight, 
national origin, ethnic group, religion, 
religious practice, disability, sex, sexual 
orientation, gender (which includes a 
person’s actual or perceived sex as well 
as gender identity and expression.

Employees who witness harassment, 
bullying or discrimination have a 
mandatory reporting duty of alleged 
policy violations. No later than one (1) 
school day after witnessing or receiving 
a report of such conduct you must orally 
report it to the building principal, the 
superintendent or a designee. Within 
two (2) days you must follow this up 
with a written report. The principal, 
superintendent, or designee will lead and 
investigation through to its conclusion.

Remediation must be prompt and 
reasonable calculated to end the 
harassment, bullying or discrimination. 
Methods of remediation must prevent 
recurrence and insure the safety of 
targeted students. The methods selected 
must vary to fit the nature of the behavior, 
developmental age of students, and the 
history of problem behaviors.

Attention must also be provided to the 
instigator of the action to educate and change 
their behavior or responses.

Dutchess BOCES is required to provide all 
school employees, students and parents 
with a written or electronic copy of the 
school district’s policies, in a plan-language 
summary, at least once each year.



      LEAVES 
 
 
LEAVES 
 
All employees are entitled to up to four hours of leave per fiscal year for the purpose of 
cancer screening as well as blood donation. The time is not charged to the employee’s 
accruals.  Advanced notice of the appointment is required to ensure coverage of duties. 
 
Please refer to your Collective Bargaining Agreement. 
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Dutchess County BOCES 
Notification of Potential Pesticide Use 

 

 

New York State Education Law Section 409-H, effective July 1, 2001, requires all public and 
nonpublic elementary and secondary schools to provide written notification to all persons in 
parental relation, faculty, and staff regarding use of pesticides periodically throughout the school 
year.* 

Dutchess County BOCES is required to maintain a list of persons in parental relation, faculty, 
and staff who wish to receive 48-hour prior written notification of certain pesticide applications. 
The following pesticide applications are not subject to prior notification requirements: 

• A school remains unoccupied for continuous 72-hours following an application; 
• Anti-microbial products; 
• Nonvolatile rodenticides in tamper resistant bait stations in areas inaccessible to 

children; 
• Silica gels and other nonvolatile ready-to-use pastes, foams, or gels in areas 

inaccessible to children; 
• Boric acid and disodium octaborate tetrahydrate; 
• The application of EPA designated biopesticides; 
• The application of EPA designated exempt materials under 40CFR152.25; 
• The use of aerosol products with a directed spray in containers of 18 fluid ounces 

of less when use to protect individuals from an imminent threat from stinging and 
biting of insects including venomous spiders, bees, wasps, and hornets. 

If you would like to receive 48-hour prior notification of pesticide applications that are scheduled 
to occur in your school or facility, please complete the attached form and return it to the main 
office or mail to Dutchess County BOCES – Facilities & Operations, 5 BOCES Road, 
Poughkeepsie, NY 12601. 

For further information on these requirements, the Dutchess County BOCES pesticide representative is 
Mr. David Witherwax and may be reached at: 

(845)486-4800 Ext. 297 Fax: (845)486-4981 5 BOCES Road, Poughkeepsie, NY 12601 

 

 *Note -  Dutchess County BOCES practices Integrated Pest Management Pesticide 
Application is not routinely performed. 
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PERSONNEL FOLDERS 
 
The Human Resources Department maintains a folder on each employee of the 
Dutchess County BOCES.  It is imperative that this folder be kept up-to-date.  All 
changes in marital status, address, phone number, exemptions, and additional course 
work should be reported to the Human Resources Department in writing as soon as 
possible.  It is the employee’s responsibility to notify the retirement system of any 
address change.  An individual’s personnel folder is maintained by the BOCES with the 
utmost confidentiality.  An individual may review the contents of his/her folder by calling 
the Human Resources Administrator and request, under the Freedom of Information 
Act, to review the contents of his/her folder, and to have copies of items in the folder 
made.  However, an individual’s personnel file may not leave the BOCES Human 
Resources Department. 
 
All employees must furnish the BOCES with a copy of any appropriate document, which 
is necessary for employment or salary credits.  Transcripts should be original and bear 
the seal of the registrar.  The BOCES will make copies of original diplomas. 
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

m:\handbook	  updates	  2014\personnel	  folders.docx	  



SCHOOL CLOSINGS AND DELAYS 
 

INSTRUCTIONAL STAFF: 
Local radio stations (see below) will carry announcements related to closings and delays.  For those 
individuals assigned to any BOCES site other than in a component district, you are to report to work 
unless you hear that the Dutchess County BOCES is closed.  If you are assigned to a component 
school location, you will follow that district’s closing procedures.  Supervisors will direct staff about 
school closing should it be necessary to vacate schools or satellite locations during the day.  Unless 
employees hear that their place of employment is closed or delayed, they must report to work at the 
regular time. 
 

NON-INSTRUCTIONAL SUPPORT STAFF: 
is announced on the radio that BOCES is closed, clerical support staff should make a reasonable 
effort to report to work on time, but no later than 10:00 AM.  Arrival after 10:00 AM will be charged 
either 1/2 day or full day to personal time, vacation time, or loss of pay.  If conditions require an 
employee's arrival after 10:00 AM, that person must call the main switchboard regarding their status 
by 10:00 AM. 
 
If it is announced on the radio that BOCES classes will be delayed, clerical support staff will follow the 
same delay.  (Example:  If BOCES is on a one-hour delay, 8:00 AM staff should report to work by 
9:00 AM). 
 
If the BOCES offices are to be closed, you will be notified by telephone not to report to work. If school 
is closed due to weather conditions, etc., and an employee has previously requested a personal or 
vacation day, the day requested will be credited to the employee. 
 

NON-INSTRUCTIONAL FACILITIES & OPERATIONS STAFF: 
Please check with your immediate supervisor for closing and delay instructions. 
 
 
Local Radio Stations:  WEOK 1390 AM; WKIP 1450 AM; WRNQ (Q92) 92.1 FM;  WBNR 1260 AM; 
WSPK (K104) 104.7 FM; WCZX 97.7 FM; WRWD 107.3 FM; WGNY 1220 AM/103.1 FM; WDST 
100.1 FM; WBPM 92.9 FM; WRRV 92.7 & 96.9 FM; WKZE 1010 AM/98.1 FM; WKXP 94.3 
 
TV Station: RNN  Websites:  http://www.cancellations.com/ or http://www.dcboces.org/ 
 

EMERGENCY CLOSING 
 

INSTRUCTIONAL STAFF: 
On days when school begins operation and we are forced to close due to emergency conditions, staff 
members are allowed to leave when the home districts have picked up all students in the building. 
 
        NON-INSTRUCTIONAL STAFF: 
The District Superintendent or his/her designee will notify staff as appropriate. 
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STAFF ADDRESSES AND HOME TELEPHONE NUMBERS 

It will be the continued practice of the BOCES to withhold employee addresses or home 
telephone numbers from anyone who may inquire.  However, in the case of a legal 
matter, upon receipt of proper documentation, necessary information will be supplied to 
the appropriate person(s).  Employees will be notified of such requests if possible. 
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    John C. Pennoyer 
District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | Wappingers | Webutuck 
An Equal Opportunity/Affirmative Action Employer 

 
	  

Norah Merritt 
Executive Director for Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org 

	  

Steps for Setting up Tax Sheltered Annuities 
 
Step 1:      Go to the Omni Website: https://www.omni403b.com/   

                      Click on the green “Employers” tab. 

Step 2:          On the left side under “Employer Plan Info” enter in New York and Dutchess BOCES .    

                      Then click on “Show Details.”   

                      This will bring up participating annuity companies. 

Step 3:          Select an account with an annuity company from the list of 403(b) providers.  

                      You must have an account set up before you can go on to Step 4. 

Step 4:          Click on “Salary Reduction Agreement” and Complete the Omni 403b or 457 form either on the   

                      line or printed out and forward directly to Omni.    

 

 If you have any questions or concerns about setting up a Tax Sheltered Annuity please contact                                                  

Lois Schwarze in payroll at 845-486-4800 X 255.   
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STUDENT ACTIVITY ACCOUNTS 

All moneys collected by BOCES staff members for the purpose of a Student Activity 
Account are to be properly labeled by student activity account name, turned into the 
Main Office at the end of each school day and secured by the Building Administrator. 
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SUMMER EMPLOYMENT 

Summer employment pay for designated employees who work during the summer, as a 
continuation of a regular year program, will be handled in the following manner: 

1. In those instances where an employee works one (1) full month or two (2) full 
months during the summer, the employee will be paid 1/10th of their current salary 
for each full month worked.  The number of days worked in each full month can vary 
in any given year depending on the calendar.  A full month is defined as having 
worked on all possible workdays in that month excluding weekends and legal 
holidays.   

2. In those instances where employees are hired for a specific number of days in either 
the months of July or August or in both of those months or work less than a full 
month in either July or August or both, the employee will be paid 1/200th for each 
day of work during those periods.   
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SUPERINTENDENTS OF SCHOOLS OF THE SOLE SUPERVISORY 
DISTRICT OF DUTCHESS COUNTY 

                                        
Dr. John C. Pennoyer, District Superintendent 

Dutchess County BOCES 
5 BOCES Road 

Poughkeepsie, NY 12601 
Tel:(845) 486-4800  

 Fax:(845) 486-4981 
john.pennoyer@dcboces.org 

 
Dr. Brendan Lyons 
Arlington CSD 
144 Todd Hill Road 
LaGrangeville, NY 12540 
Tel:  (845) 486-4460 
Fax: (845) 486-4457 
blyons@acsdny.org  
 
Dr. Paul Dorward 
Beacon CSD 
10 Education Drive 
Beacon, NY 12508 
Tel:  (845) 838-6900 
Fax: (845) 838-6905 
dorward.p@beaconK12.org  
 
Mr. Michael Tierney 
Dover UFSD 
2368 Rt. 22 
Dover Plains, NY 12522 
Tel:  (845) 832-4500 
Fax: (845) 877-5762 
mike.tierney@doverschools.org 
 
Dr. Greer Rychcik 
Hyde Park CSD 
PO Box 2033 
Hyde Park, NY 12538 
Tel:  (845) 229-4005  
Fax: (845) 229-4016  
greerrychcik@hpcsd.org 
 
Mr. Philip D. D’Angelo 
Millbrook CSD 
PO Box AA 
Millbrook, NY 12545-0127 
Tel:  (845) 677-4200 
Fax: (845) 677-4206 
philip.dangelo@millbrookcsd.org 
 
Dr. William Ward 
Pawling CSD 
515 Route 22 
Pawling, NY 12564 
Tel:  (845) 855-4608 
Fax: (845) 855-4659 
wardw@pcsdny.org 
 
Dr. Martin Handler 
Pine Plains CSD 
2829 Church Street  
Pine Plains, NY 12567 
Tel:  (518) 398-7181 
Fax: (518) 398-6592 
m.handler@ppcsd.org 

Dr. Nicole Williams 
Poughkeepsie CSD 
11 College Ave. 
Poughkeepsie, NY 12603 
Tel:  (845) 451-4950 
Fax: (845) 451-4954 
nwilliam@poughkeepsieschools.org  
 
Mr. Paul Finch 
Red Hook CSD 
9 Mill Road 
Red Hook, NY 12571 
Tel:  (845) 758-2241 
Fax: (845) 758-3366 
pfinch@rhcsd.org 
 
Mr. Joseph Phelan 
Rhinebeck CSD 
PO Box 351 
Rhinebeck, NY 12572 
Tel: (845) 871-5520 x5522   
Fax:(845) 876-4276 
jphelan@rhinebeckcsd.org 
 
Dr. Lois Powell  
Spackenkill UFSD 
15 Croft Rd. 
Poughkeepsie, NY 12603 
Tel: (845) 463-7800 
Fax:(845) 463-7804 
lois.powell@spackenkillschools.org 
 
Mr. Marco Pochintesta  
Wappingers CSD 
167 Myers Corners Rd. 
Suite 200 
Wappingers Falls, NY 12590 
Tel:  (845) 298-5000 
Fax: (845) 298-5041 
marco.pochintesta@wcsdny.org  
 
Mr. James A. Gratto, Jr. 
Webutuck CSD 
194 Haight Rd., PO Box 405 
Amenia, NY 12501 
Tel:  (845) 373-4100 
Fax: (845) 373-4102 
jgratto@webutuckschools.org 
 
 
 
                     

 
 

September 19, 2013 
N/Components/13-14/Distribution List 

 
 

 



SUSPECTED CHILD ABUSE AND MALTREATMENT REPORTS 

Pursuant to law, BOCES staff/personnel must report all cases of suspected child abuse 
and maltreatment immediately.  Any BOCES official or employee who has reasonable 
cause to know or suspect that a child has been subjected to abuse or maltreatment 
must immediately report this to the New York Central Register for Child Abuse and 
Maltreatment in Albany.  A written report must be prepared and sent as well.  
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TYPES OF INSURANCE 

Compensation 

A staff member who is injured while on duty is covered by Worker’s Compensation.  The 
Board of Cooperative Educational Services pays the full amount of premiums for this 
insurance.  However, staff members must report any injuries under the procedures 
outlined under Staff Accidents and Injuries immediately to both the program supervisor 
and the Business Office.  Failure to do so may limit the individual’s right to file a claim.  
For specific questions relating to medical treatment or prescriptions, please contact the 
Human Resources Department.  A Statement of Employee Rights is available upon 
request.  

Liability 

May an employee suffer financial loss from a suit or judgment by reason of negligence 
or other act resulting in accidental bodily injury to a pupil?  The answer will depend upon 
whether or not the individual was truly negligent in the performance of his/her duties.  
Education Law makes the Board of Education liable provided that the employee was 
acting in the discharge of his/her duties within the scope of his/her employment when 
the accident, incident, or injury occurred.  However, in cases where members of the 
staff have used extremely poor judgment, the aggrieved parties have named them in 
legal actions. 

Unemployment 

The State and Federal governments have mandated that school districts provide 
unemployment insurance benefits.  Payment for such benefits falls under one or two 
options:  A tax method wherein the Board pays a percentage based upon individual 
salaries; or a self-funding method wherein the Board pays the actual cost of 
unemployment insurance benefits.  The BOCES uses the self-funding method. 
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USE OF BOCES VEHICLE 
 
As part of the ongoing safety program of the BOCES, the driving records of employees 
authorized to use BOCES vehicles will be periodically requested from the DMV.  Copies 
of these records will be placed in the employee’s personnel file. 
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                                                                                                  Norah Merritt 
                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
 
 

 

 
      FORMS                                                       

 
 
 
 
 
 
 
 
 
 
  

 



 

 

 

    John C. Pennoyer 
District Superintendent 

 

Dutchess County Board of Cooperative Educational Services 
Administrative Offices:  845.486.4800 

www.dcboces.org 

Participating Districts:  Arlington | Beacon | Dover | Hyde Park | Millbrook | Pawling | Pine Plains | Poughkeepsie | Red Hook | Rhinebeck | Spackenkill | Wappingers | Webutuck 
An Equal Opportunity/Affirmative Action Employer 

 
	  

Norah Merritt 
Executive Director of  Human Resources 

5 BOCES Road, Poughkeepsie, New York 12601 
Phone: 845.486.4800 | Fax: 845.486.4981 
E-mail:  norah.merritt@dcboces.org  
 
 

                        CHANGE OF ADDRESS/NAME 
Name:______________________________________________________ 
 
( ) My mailing address has changed. 
( ) My street address has changed 
( ) My P.O. Box has changed 
( ) My P.O. Box has been discontinued, I no longer us it. 
( ) My phone number has changed 
( ) My name has changed.  * Please refer to bottom of page.   
 
My new name is now: ______________________________________________________________ 
 
 
Street address:__________________________________________________________________________ 
 
 
P.O. Box – Mailing Address:_______________________________________________________________ 
 
Telephone Number:  Home:_________________________________ Cell: __________________________ 
 
E-mail Address: _________________________________________________________________________ 
 
 
 
If your name or address has changed it is your responsibility to notify the Retirement System. 
 Forms are available In Human  Resources.  
 
*If your name has changed you MUST submit to Human Resources a copy of your new social security card so      
that your personnel file can be changed.   
 
 
Updated:  8/2014 
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EXPENSES:

MILEAGE EXPENSES:
(Enter mileage reimbursement from back)

GRAND TOTAL:

Vendor # ___________ PO # _________________

Address: __________________________________

MISCELLANEOUSMEALS (see note below)
Breakfast/Lunch/Dinner

Name: __________________________

DATE PURPOSE/LOCATION

Credit Card receipts will not be accepted.
For guest meals, attach the "Meeting/Guest Expense Form"

Budget Code(s): _______________________________

______________________________

Business Office Use Only:

DUTCHESS COUNTY
BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

5 BOCES Road
Poughkeepsie, NY  12601

TRAVEL/CONFERENCE EXPENSE CLAIM FORM 

Note: Itemized Receipts are required for meal reimbursement.

__________________________________________

Please note that this claim form should be submitted in a timely manner

Approval ________________________________________________________ DATE: _____________________________

Signature of Claimant ______________________________________________ DATE: _____________________________

Meal allowance is $50.00 per day

INSTRUCTIONS:
Attach receipts for all non-mileage expenses.  Mileage record for use of personal car should be entered on other side of this form.  
Total mileage cliam amount should be entered on the "MILEAGE EXPENSE" line.  Allowable items are actual and necessary 
expenditures.



__________
TRIP # DATE 

The exceptions are as follows: 
Trip #

Trip#

_____________________________________________________________________

Reason for exception _____________________________________________________________________

9.

10.

8.

5.

6.

7.

4.

1.

2.

3.

Location & Address Location & Address

Location & Address Location & Address

Reason for exception 

Location & Address

Location & Address Location & Address

(effective 01/01/2014)    MILEAGE RATE :  

Signature of Supervisor Signature of Claimant

AMOUNT CLAIMED: 

___________________________________________________________________________________________________

____________________________________________ _____________________________________________

(enter amount on front of claim)

___________________________________________________________________________________________________

We affirm that each of the above trips represents the shortest available 
distance and fewest miles for this trip.

Location & Address Location & Address

TOTAL MILES: 

Location & Address

Location & Address

Location & Address

Location & Address

Location & Address

Location & Address Location & Address

Location & Address Location & Address

FROM TO
Location & Address Location & Address

MILEAGE EXPENSE FORM 
To be used for reporting use of your personal car for routine travel directly related to the performance of your regular duties or as a 
supplementary report in connection with conference attendance or other travel outside the area.  For further clarification, refer to the 
BOCES Staff Handbook and Administrative Regulations.  

PURPOSE





0.00

0.00
(Enter mileage reimbursement from back)

$0.00

PO # _________________

Address: __________________________________

DUTCHESS COUNTY
BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

5 BOCES Road
Poughkeepsie, NY  12601

TRAVEL/CONFERENCE EXPENSE CLAIM FORM 

__________________________________________

Please note that this claim form should be submitted in a timely manner

DATE: _____________________________

DATE: _____________________________

Attach receipts for all non-mileage expenses.  Mileage record for use of personal car should be entered on other side of this form.  
Total mileage cliam amount should be entered on the "MILEAGE EXPENSE" line.  Allowable items are actual and necessary 
expenditures.



MILES

0.00

0.56

0.00

_____________________________________________________________________

_____________________________________________________________________

Signature of Claimant

___________________________________________________________________________________________________

_____________________________________________

(enter amount on front of claim)

___________________________________________________________________________________________________

MILEAGE EXPENSE FORM 
To be used for reporting use of your personal car for routine travel directly related to the performance of your regular duties or as a 
supplementary report in connection with conference attendance or other travel outside the area.  For further clarification, refer to the 
BOCES Staff Handbook and Administrative Regulations.  



               
                                                                                                  Norah Merritt 
                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
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RAFFLES ARE PROHIBITED 

 

SELLING MATERIALS TO PUPILS 

Newspapers, magazines, review books, or other materials ordered for classrooms may 
not be purchased with pupil’s money without the authorization of the building 
administrator. 

 
VIDEO	  AND	  AUDIO	  MATERIALS	  

Unless	  approved	  by	  administrators	  or	  obtained	  from	  our	  Instructional	  Resource	  
Center.	  BOCES	  staff	  members	  are	  not	  to	  use	  any	  video	  or	  audio	  materials	  in	  class	  
or	  other	  activities.	  	  
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                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
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         Employees may see their supervisor or visit Human Resources for a copy. 
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Introduction 
 
Emergencies and violent incidents in school districts are critical issues that must be 
addressed in an expeditious and effective manner. School districts and BOCES are 
required to develop a District-Wide School Safety Plan designed to prevent or minimize 
the effects of serious violent incidents and emergencies and to facilitate the coordination 
of the school district and/or BOCES with local and county resources in the event of such 
incidents or emergencies. The District-Wide School Safety Plan is responsive to the 
needs of all schools within the organization and is consistent with the more detailed 
emergency response plans required at the school building level. School districts and 
BOCES are at risk from a wide variety of acts of violence as well as natural and man-
made disasters. To address these threats, the State of New York passed the Safe 
Schools Against Violence in Education (SAVE) Act, which is now public law. Project 
SAVE is a comprehensive planning effort that addresses risk reduction/prevention, 
response and recovery with respect to a variety of emergencies in the school district 
and its schools. 
 
Dutchess County BOCES (“the BOCES”) supports SAVE and intends to facilitate the 
planning process. The District Superintendent of Schools encourages and advocates 
on-going district-wide cooperation and support of Project SAVE. 
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Section I: General Considerations and Planning Guidelines 
 
Purpose 
 
The Dutchess County BOCES District-Wide School Safety Plan was developed 
pursuant to Commissioner’s Regulation 155.17. At the direction of the BOCES Board of 
Education, the District Superintendent appointed a District-Wide School Safety Team 
and charged it with the development and maintenance of the District-Wide School 
Safety Plan. 
 
Identification of School Teams 
 
The BOCES has created a District-Wide School Safety Team consisting of, but not 
limited to, representatives of the School Board, school safety personnel, parent 
organizations, students, teachers, administrators, and other school personnel. The 
members of the team and their positions or affiliations are updated annually. 

 
Concept of Operations 
 
The District-Wide School Safety Plan is directly linked to the individual Building-Level 
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Emergency Response Plan for each school building.  Protocols reflected in the District-
Wide School Safety Plan will guide the development and implementation of individual 
Building-Level Emergency Response Plans. 
 
In the event of an emergency or violent incident, the initial response to all emergencies 
at an individual school will be by the School Emergency Response Team. 
 
Upon the activation of the School Emergency Response Team, the District 
Superintendent/designee will be notified and, where appropriate, local emergency 
officials will also be notified. County and state resources, if deemed necessary, may 
supplement efforts of the School Emergency Response Team. 
 
Plan Review and Public Comment 
 
This District-Wide School Safety Plan will be reviewed periodically during the year and 
will be maintained by the District-Wide School Safety Team. The required annual review 
will be completed on or before July 1 of each year after its adoption by the Board of 
Education. 
 
Pursuant to Commissioner’s Regulation 155.17(e)(3), this plan will be made available 
for public comment 30 days prior to its adoption. The School Board may adopt the 
district-wide and building-level plans only after at least one public hearing that provides 
for the participation of school personnel, parents, students and any other interested 
parties. The plans must be formally adopted by the Board of Education. 
 
While linked to the District-Wide School Safety Plan, Building-Level Emergency 
Response Plans shall be confidential and shall not be subject to disclosure under Article 
6 of the Public Officers Law or any other provision of law, in accordance with Education 
Law Section 2801-a. 
 
Full copies of the District-Wide School Safety Plan and any amendments will be 
submitted to the New York State Education Department within 30 days of adoption. 
Building-Level Emergency Response Plans will be supplied to both local and state 
police within 30 days of adoption. 
 
Section II: Risk Reduction/Prevention and Intervention 
 
Risk Reduction/Prevention and Intervention is comprised of activities that are taken 
prior to an emergency or disaster to eliminate the possibility of the occurrence or reduce 
the impact of such emergency should it occur. 
 
Prevention/Intervention Strategies 
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Program Initiatives 
A school-wide culture that supports positive learning opportunities for all children and 
youth is critical.  This entails assessing special needs among students who behave 
inappropriately; referring them to Special Education and other services and 
interventions as needed; supporting the development of skills for future employment; 
and developing working relationships with parents, families and communities. 
 
Young people have a variety of emotional needs that they bring to school.  Some of 
these needs may be met in school through encounters with peers and school staff 
(teachers, administrators, psychologists, counselors, social workers and other school 
staff), while other needs require proper assessment and referral to community services 
and organizations.  If these needs are handled effectively, students are less likely to 
engage in negative behavior. 
   
Skills training can be offered in social interaction, problem solving, coping, 
communication, resisting peer influence, understanding values, respect for individual 
differences, countering bias, anger management, conflict resolution and peer mediation.  
Instruction and skills training can be effectively combined using interactive and 
engaging learning strategies. 
 
 
Training, Drills and Exercises 
The BOCES shall arrange to provide multi-hazard school training for staff and students 
at each educational site.  Such training shall include Violence Prevention Training, 
Crisis Intervention Training and the appropriate use of Resource Officers in school 
facilities. 
 
Additional training may be required via workshops that provide instruction in relevant 
disciplines such as proper restraint techniques and the de-escalation of violent 
incidents. 
 
Working relationships with local and state police regarding the implementation of school 
safety and security are well established. 
 
Each school facility shall hold emergency drills as prescribed in Education Law § 807; 8 
NYCCR § 155.5(c)(4) and § 155.17(g) to insure that all students, faculty members and 
other staff are familiar with such drill that it can be activated and accomplished quickly 
and efficiently.  These drills can be held at regular and inopportune times to anticipate 
almost any situation.  Each faculty member shall take his/her attendance register or 
class record when a drill is performed.  Immediately upon arrival at a prescribed point, 
the faculty member shall take attendance to ensure that all students are present.  A 
report of absentees shall be made immediately to the building administrator at a 
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designated point.   
 
Evaluation of all drills should be done after each and every drill.  The time of the day for 
the drill and the duration should be recorded to ascertain if the drill is running in an 
efficient manner.  Administrative staff and other observers should be placed in strategic 
locations throughout the building to observe the student and staff participation in order 
to evaluate and make recommendations for improvement of these drills. 
 
The Emergency Response Team can simulate emergencies or disasters via tabletop 
drills.  It is recommended that Building Administrators participate in the Incident Critical 
Command Management Program that is offered through the State Emergency 
Management Office. 
 
Everyone in the facility, including other employees, instructors not in the regular 
classrooms and visitors, must obey the instructions in the room or area they occupy 
when the alarm or notification is given.   
     
Implementation of School Security 
All visitors to the BOCES facilities will be required to sign in at the Main Office.  Visitors 
will not be allowed to wander through the facilities. Student visitors from other schools, 
unless they have a specific reason and prior approval of the Lead Building 
Administrator, are not permitted to enter school buildings.  Anyone who violates any 
provisions of the BOCES Code of Conduct is subject to appropriate penalties, up to and 
including reprimand, ejection, arrest and/or criminal prosecution. 
 
All exterior doors not routinely used for student or staff entrance will be secured so as to 
limit access through the main entrance of each facility. 
 
Vital Educational Agency Information 
Each individual educational program within the BOCES (e.g. BETA) collects and 
maintains vital educational information such as student enrollment and the number of 
staff and teaching stations.  Transportation needs are assessed by the component 
districts’ Transportation Departments in conjunction with BOCES administrators.  
Internal divisions (e.g. Business Office) maintain and update listings of home and 
business telephone numbers for key personnel throughout the agency. 
 
Early Detection of Potentially Violent Behaviors 
The early detection of potentially violent students shall be accomplished through 
professional development workshops for the BOCES instructional staff.   
 
Before the end of the first week of each academic term or year, teachers will familiarize 
themselves with all available information and records about the program placement of 
every student in their classes.  A teacher that is concerned about the classroom 
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behavior of a student should communicate those concerns to the building administrator 
if the situation warrants.  The teacher will then proceed to work with that student on the 
basis of these consultations.  Every effort will be made to attain all available records 
from the component school districts. 
 
Hazard Identification 
Each of the BOCES educational sites has been evaluated for the location of potential 
hazards, both on and off school grounds.  This hazard identification shall be updated at 
least once a year. 
 
A listing of Sites of Potential Emergency for the areas surrounding the BOCES facilities 
is located in the Emergency Preparedness Plan. There is a listing of the hazardous 
roadways in proximity to the BOCES buildings as well as the hazardous intersections.  
Adjacent to the BOCES main campus, the County Highway Department has located a 
garage repair unit.  Within its facilities are located oil storage (fuel oil tanks), gas pumps 
and assorted chemicals, which are used in the servicing of the county fleet.   
 
The BOCES has fuel oil tanks (hazardous chemicals) that are located on the BOCES 
main campus.  There are also gas tanks and waste oil storage in the rear of CTI.  The 
CTI Building has classrooms that house a variety of chemicals and solvents that are 
used in the instruction of occupational education classes.   Material Safety Data Sheets 
are located in the main offices of each facility. All containers should have appropriate 
labels to identify the product. 
 
There are no additional storage facilities for hazardous chemicals adjacent to other 
BOCES facilities that have been identified by either the County Emergency 
Preparedness Office or the New York State Department of Environmental Conservation. 
 
Section III: Response 
 
Notification and Activation (Internal & External Communications) 
 
In the event of an emergency or pending emergency the Lead Building Administrator 
will be the individual to be notified.  The Lead Building Administrator/designee will then 
notify the District Superintendent and the local law enforcement officials if the situation 
warrants.  The Emergency Response Team will also be notified at the beginning of the 
incident.  The Lead Building Administrator can refer to the Emergency Preparedness 
Plan and/or the BOCES Quick Reference Plan for the proper sequence for notification.  
The chain of command for the majority of incidents is as follows: 
 

 Appropriate Emergency Services 
 Lead Building Administrator (Principal) 
 District Superintendent 
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 Deputy Superintendent 
 Director of Facilities 

 
The Building-Level Emergency Plan has been prepared in cooperation with the local 
authorities and the local police and/or the New York State Police.  
 
Information of severe weather such as, but not limited, to tornadoes, storms, blizzards, 
national or other emergencies that can be foretold will be received in the School Safety 
Coordinator’s office or in the District Superintendent’s office. The NOAA Weather Radio 
and the Fleet Weather Advisory Service will also be used. At the building level a radio 
with battery backup should also be tuned to the Emergency Broadcast System. 
It will be the duty of the Lead Building Administrator/designee to notify faculty, students,  
staff and others when it is necessary to respond to either internal or external situations. 
High frequency hand held radios, telephones and/or the intercom system can be used 
to notify staff of any procedures to be followed.   
       
Notification of incidents can be made to the District Superintendent’s office via 
telephone, fax or E-mail messages.  Parents will be notified after an incident is stable 
and under control. For small group notification a telephone may be used.   
   
If it becomes necessary to close school before the regular closing time, such 
information will be announced. The following radio stations are listed in our current 
procedures manuals:  
 

WEOK 1390 AM WHVW 950 AM 
WPDH 101.5 FM WKIP 1450 AM 
WCZX 97.7 FM WRNQ 92.1 FM 
WSPK 104.7 FM WBPM 94.3 FM 
WBNR 1260 AM WRWD 107.3 FM 
WGNY 103.1 FM WBWZ 93.3 FM 
WGNY 1200 AM WDST 96.9 FM 
WALL 1340 AM WRRV 91.7 FM, 96.9 FM 
    

 
In addition, information will be broadcast via WRNN-TV. 
 
Once a school closing has been announced, parents can expect their children to be 
returned to their home schools for final transport home. 
                    
Situational Responses 
 
Multi-Hazard Response 
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The guiding principles for emergency planning are: institute a holding action designed to 
contain the situation; keep children and staff isolated from the situation; communicate 
with the proper authorities; and restore normal activities. 
 
Our emergency plans are divided into five separate categories: Civil Disturbances, 
Environmental Problems, Fire and Explosion, Systems Failures and Medical 
Emergencies. 
 
Civil Disturbances 
The following are emergencies that require an appropriate response by school officials:  
 

 Bomb Threat   
 Hostage 
 Intruder 
 Kidnapped Person 

 
If it becomes necessary to respond to civil disturbances, the school administrators may 
rely on one of the following responses: 

  
 Stand By  
 Lock Down 
 Evacuation 
 Go Home 

 
Environmental Problems 
The following are emergencies caused by naturally occurring or man-made 
environmental problems that require an appropriate response by school officials:   
 

 Air Pollution 
 Drought 
 Earthquake 
 Flood 
 Oil/Gasoline Spill 
 Radiological Incident 
 Storm – Snow/Ice/Wind/Hurricane  
 Thunderstorm/Lightning Storm 
 Tornado 
 Toxic Material Spill 
 Water Contamination 

 
The guiding principles for response are protection of life first, and then the preservation 
of property, including restoration to normal activities.  The fire department, local police, 
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State Emergency Management Office, Federal Emergency Management Agency and/or 
environmental specialists will communicate, evaluate, and make the necessary 
arrangements with the District Superintendent/designee and Director of Facilities for 
control, clean up, remediation, and disposal of any materials (if needed). 
 
The appropriate responses for this section could also include the use of the Go Home 
Plan. 
 
Fire and Explosion 
A fire or explosion in a building, or a false alarm for same, will interrupt and disrupt 
school building activities. The effects can be minor as in the case of a false alarm, but 
can be significant in the case of a fire or explosion.  Emergency guidelines, which depict  
the extremes from minor to major occurrences, are included in this section for the 
following: 

 Explosion 
 False Fire Alarm 
 Fire 

 
In each case, the guiding principles for emergency planning are protection of life first, 
and then preservation of property, including restoration of normal activities.   
 
 
Systems Failure 
Failure of a building’s structural or mechanical system will interrupt and disrupt normal 
building activities.  A failure or malfunction may be minor, temporary in nature and 
readily or easily corrected, or may be major, create emergency conditions and involve 
extensive or extended corrective work. Emergency guidelines, which depict the 
extremes from minor to major occurrences, are included in this section for the following:  
 

 Electrical Failures 
 Energy Loss or Governmentally Imposed Fuel Shortage 
 Gas Leak 
 Heating System Failure (Loss of Heat) 
 Roofing System Failure (Leak) 
 Sewage System Failure 
 Structural Failure 
 Water System Failure 

 
The guiding principles for emergency planning are protection of life first, and then the 
preservation of property, including restoration to normal activities.        
 
Medical Emergency 
A medical emergency is the result of a minor or major illness or injury to an individual. 
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The event may merely cause the victim discomfort or pain or be of such severity as to 
be life threatening.  Emergency guidelines are included in this section for the following:  
 

 Allergic Reaction 
 Animal Bite 
 Bleeding 
 Blow to the Head 
 Broken Bones 
 Burns 
 Choking 
 Diabetic Shock 
 Drowning 
 Electric Shock 
 Epidemic 
 Epileptic Convulsions 
 Food Poisoning 
 Head Lice 
 Heart Attack 
 Respiratory Arrest 
 School Bus Accident and/or Fire 
 Shock 
 Chemical/Toxic Exposure 

 
The guiding principle is to provide appropriate emergency care until competent medical 
or parental care is secured.  Emergency care is not authorized beyond proper first aid.  
First aid is the treatment that will protect the life and comfort of the victim until 
authorized medical treatment is available or, in the case of a student, until the child is 
placed under the care of a parent or legal guardian. An effective medical emergency 
program should be based on medically and educationally sound procedures. Some of 
the components of such a program are: 
 

Signed instructions for emergencies from parents and/or legal guardians 
should include the name and age of the child; name, address and 
telephone number where one or both parents may be reached at home 
and at work; name, address and telephone number of another person who 
has agreed to care for the child if the parent or guardian cannot be 
reached; name, address and telephone number of the family physician (or 
Christian Science Practitioner), family dentist and preferred hospital; 
religion of the victim; and any condition which requires special handling. 

 
All school personnel and students should know the location of the school health nurse. 
The telephone numbers of specific emergency services and individuals should be 
conspicuously posted near each telephone.  These may include: school physician, fire 
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department, police, hospital, ambulance, poison control center, etc. 
 
A list of all students and staff having special medical problems such as hypersensitivity 
to allergens, diabetes, epilepsy, allergy to bee stings, etc. will be kept in the nurse’s 
office. 
 
Written instructions in first aid procedures should be available to all school personnel.  
Each teacher should have a copy in his or her room for reference.  Copies should be 
posted in the health office, food services area, maintenance department and 
administrative office. 

 
Responses to Acts of Violence: Implied or Direct Threats 
        
The BOCES expects a high standard of behavior from its students, faculty and staff as 
well as visitors to the school facility and grounds.  The BOCES will enforce the BOCES 
Code Of Conduct, which governs the conduct of all persons, whether or not their 
presence is authorized, upon any premises or property under the control of the BOCES 
and used in its teaching, administration, cultural, recreational, athletic and/or other 
programs and activities. 
 
For emergencies caused by (a criminal) an action of a (member of the citizenry) person, 
which requires an appropriate response by school officials, protocols can be found in 
the Building-Level Emergency Response Plan, the Emergency Preparedness Plan and 
the BOCES Quick Reference Plan.  The communications procedures will also include 
the notification of the Lead Building Administrator, the District Superintendent, local fire, 
police and emergency services. 
 
Response Protocols 
 
In the event of an emergency telephone call such as, 
 

 Bomb Threat  
  Fire Emergency 
  Hostage Situation 
  Intruder 

 
or other emergency received in any BOCES facility, the individual providing the 
coverage at the desk or receiving the telephone call is to immediately contact the 
administrator in charge.  Calls to the remainder of the chain of command should then 
commence: 
 

 District Superintendent 
 Deputy Superintendent 
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 Director of Facilities 
 

Emergency Agencies and Services Available in Dutchess County 
 

Dial 911 for all Emergencies in Dutchess County.  This includes police, fire  
and ambulance. 

 
Other Emergency Numbers  
Chemtrec          800 424-9300 
National Response Center – Oil & Toxic Chemical Spill  800 424-8802 
Pesticide Service Center       800 858-7378 
Federal Bureau of Investigation      855 TELL FBI 
American Red Cross       800 564-0277 
Poison Control Center       800 222-1222 
Domestic Violence        845 485-5550 
Child Abuse Hotline (CPS)      800 342-3720 
Suicide or D.C. Help Line       845 485-9700 
Or text              DMH to 741741 
Department of Environmental Conservation    800 457-7362 
Central Hudson        800 527-2714 
Gas Odors          800 942-8274      
      

Procedures to Coordinate the Use of School District Resources and 
Manpower During Emergencies 

 
A listing of all resources by building is located in the Emergency Preparedness Plan. 
This includes the emergency equipment available such as batteries, food supplies, 
water, fire extinguishers, etc. A listing is also available of the BOCES fleet for 
evacuation purposes. 
 
In the event of an emergency, telephone numbers and pager numbers are listed for the 
Lead Building Administrator, Director of Facilities, BOCES Administrative Staff and Lead 
Building Custodian. 
 
In the event of an emergency, the District Superintendent has been authorized to afford 
maximum protection that is reasonably attainable for all students, staff and facilities. 
This includes the development and implementation of an emergency plan for the 
protection of all students, faculty and all buildings and grounds and the physical assets 
of the BOCES. 
 
The BOCES fleet consists of three buses with a seating capacity of 93.  Cargo vans for 
transport of materials are listed as 18 persons.  The rest of the fleet consists of 21 other 
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vehicles with seating capacity of 40 persons. 
 
The Special Education Center has a gymnasium and a kitchen that can serve meals.  
Food would have to be brought in from other sources in the event of a prolonged 
emergency. The Technical Center has two Food Prep Classrooms that can be used in 
the event of emergency.  However, there is no provision for food storage, and a 
prolonged emergency would require bringing food in from the outside. 
 
Telephone communication exists throughout the facilities. There is also intercom 
communication. All classroom facilities have short wave radio communication within the  
facilities. There are two generators located on the main campus.  One is a 5,000 watt 
generator and the other a 6,000 watt.  These generators can be used to assist in the 
emergency lighting of the facilities. They cannot, however, generate electricity for the 
furnaces, cooking, telecommunications and lighting. On the BOCES main campus 
electricity would be needed to run the pumps for water as well water is used and 
electricity is needed to pump the water.  BETA has city water, and electricity is not 
needed for water. 
 
Notification to the Lead Building Custodians and the Director of Facilities will allow all 
resources, facilities and fleet to be allocated and used in the event of an emergency. 
 
Protective Action Options 
 
The nature of certain emergencies may demand that classes be dismissed or cancelled, 
and in some cases, students and staff may have to be evacuated from the building.  
They will then be transported and housed temporarily in another district school building. 
The following procedure should be followed in the case of evacuation: 
1. The District Superintendent, in consultation with the Lead Building Administrator, will 

make the decision to evacuate. 
2. The Lead Building Administrator/designee will notify the local police, security 

system, fire department and the media. 
3. The Lead Building Administrator of the evacuating facility will notify the Lead          

Building Administrator at the alternative site.  
4. Teachers will assemble students at the assembly site. 
5. Teachers/staff will be dispatched to the alternative site to prepare receiving areas. 
6. The BOCES, in cooperation with the school secretary, will notify the media, which 

will inform the parents of the evacuation and the site location for student pick-up. 
 
Cancellation of Classes/Notification of No School 
If a severe blizzard, a heavy snow storm or ice occur during the night that make driving 
hazardous, and such conditions are known by 6 A.M., a “No School” announcement will 
be made over the public radio stations.  The decision to cancel and related notification 
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are the responsibility of the District Superintendent/designee.   
 
Dismissal During School Day 
If during the school day, there is a situation that would make it necessary to protect the 
health and safety of the school children, the BOCES school building or the BOCES 
would then close.  The radio stations would be notified, and the buses would transport 
the children to their home school destinations. BOCES will also notify the component 
schools’ Transportation Department to pick up and/or drop off students at the 
appropriate sites. 
 
Notification of Parents 
If it becomes necessary to close school before the regular closing time, the home 
school district and parents who transport their students will be notified.  Students will be 
returned home depending on the home school policies and procedures.  
 
Sheltering Sites (Internal and External) 
Some emergencies may require persons to stay in the building. The Lead Building 
Administrator shall initiate the necessary actions upon notification that the school is 
threatened.  Students, faculty and other employees at the school will go immediately to 
their designated stations previously assigned.   
 
Other emergencies may demand a limited evacuation requiring building occupants to go 
outside, move away from the building and wait for danger to pass. In extreme 
emergencies, the evacuation may consist of transporting building occupants to another 
district building or designated emergency site.  In extreme emergencies, the following 
procedures will be followed: 
 
1. The District Superintendent/designee, in consultation with the Lead Building 

Administrator, will make the decision to evacuate. 
2. The Lead Building Administrator/designee will notify the local police, security 

system, Fire Department, the Emergency Response Team and the media. 
3. If students are to be transported any distances, the Lead Building Administrator will 

notify the component school districts or contracted transportation service to send 
buses to transport children to the new destination. The Lead Building 
Administrator/designee will also notify parents who transport  their students. 

4. The Lead Building Administrator of the evacuating facility will notify the Lead 
Building Administrator at the alternate site. 

5. The Lead Building Administrator will then evacuate the building. 
6. Teachers will walk all students to the assembly area (ball field or playground away 

from the building). 
7. Each member of the faculty shall take his/her attendance register. 
8. Students will line up in an orderly fashion and attendance will be taken. 
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9. School personnel will be dispatched to the alternate site to prepare receiving areas. 
        
Evacuation Sites    Primary/Alternate 
Administration    Special Education Building/Technical Center 
Special Education Building   Technical Center  
Technical Center    Special Education Building 
BETA Site     Town of Poughkeepsie Police Parking Lot 
           
 
If more than one school is to be evacuated, the District Superintendent/designee and 
the Lead Building Administrators will then determine the site locations. Upon arrival at 
the alternate site, students will be directed to a specific location. Each teacher will take 
attendance and forward the record to the building administrator. The building will be 
inspected by the Lead Building Administrator/designee and staff to ensure that all 
children have been evacuated.  Home school district notification and transportation 
procedures will be implemented. 
 
Dismissal from the Alternate Site 
If the crisis persists past 2 P.M., children will have to wait until after the buses complete 
their usual runs to other schools before they are picked up from the alternate site. 
Children who are transported by parents will have to wait for parent arrival. Prior to 2 
P.M., the buses that have been assigned to the schools for the original evacuation will 
be used to assist in a Go Home Plan.  If conditions permit, the children will be returned 
to the school for a normal dismissal. 
 
Upon final building inspection, the Lead Building Administrator/designee on a need 
basis will release the school personnel.  The Lead Building Administrator/designee will 
provide a status report to the District Superintendent/designee. 
 
Section IV: Recovery 
 
Responses for different types of crises should be planned in advance and reviewed, 
updated and practiced periodically.   The chaos and panic created by certain situations 
cannot be effectively handled without a pre-established specific plan of action. 
 
The extent of, and need for, disaster or emergency recovery depends in large part upon 
the nature of the incident.  The BOCES Administration will provide the necessary 
resources to ensure as smooth a transition back to normal operations as possible 
following an emergency or violent incident. 
 
The BOCES will support the Emergency Response Teams and the Post-Incident 
Response Teams in school buildings affected by emergencies or disasters by providing 
financial and logistical support.  The agency will also assist these teams by interfacing 
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with relevant regulatory agencies and the media. 
 
Following a serious act of violence in the schools, employees, counselors, students, 
police and other emergency responders, witnesses and family members often suffer 
from stress-related ailments such as insomnia, depression, anger, headaches and 
ulcers.  These conditions translate into higher rates of absenteeism and turnover, as 
well as lower school and job performance.  Much of this suffering and loss can be 
reduced if the affected individuals receive debriefings from experienced counselors 
within 24 to 72 hours after the traumatic incident. 
 
The BOCES district office, under the direction of the District Superintendent, shall 
facilitate the coordination of disaster mental health resources by interfacing with the 
State Emergency Management Office, the New York State Office of Mental Health and 
the American Red Cross. 
 
At all times the BOCES must maintain close cooperation with investigating authorities to 
facilitate completing investigations and minimizing complications. 
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U.S. Department of Labor    
Wage and Hour Division 
 

          (Revised 2012) 
 
Fact Sheet #28: The Family and Medical Leave Act 
 
The Family and Medical Leave Act (FMLA) entitles eligible employees of covered employers to take 
unpaid, job-protected leave for specified family and medical reasons. This fact sheet provides general 
information about which employers are covered by the FMLA, when employees are eligible and entitled 
to take FMLA leave, and what rules apply when employees take FMLA leave. 
 
COVERED EMPLOYERS  
 
The FMLA only applies to employers that meet certain criteria.  A covered employer is a:  
• Private-sector employer, with 50 or more employees in 20 or more workweeks in the current or 

preceding calendar year, including a joint employer or successor in interest to a covered 
employer;  

• Public agency, including a local, state, or Federal government agency, regardless of the number 
of employees it employs; or  

• Public or private elementary or secondary school, regardless of the number of employees it 
employs. 

 
 
ELIGIBLE EMPLOYEES 
 
Only eligible employees are entitled to take FMLA leave.  An eligible employee is one who: 

 
• Works for a covered employer;  
• Has worked for the employer for at least 12 months;  
• Has at least 1,250 hours of service for the employer during the 12 month period immediately 

preceding the leave*; and  
• Works at a location where the employer has at least 50 employees within 75 miles. 
 
* Special hours of service eligibility requirements apply to airline flight crew employees. See Fact Sheet 
28J: Special Rules for Airline Flight Crew Employees under the Family and Medical Leave Act  .
 
The 12 months of employment do not have to be consecutive. That means any time previously worked 
for the same employer (including seasonal work) could, in most cases, be used to meet the 12-month 
requirement. If the employee has a break in service that lasted seven years or more, the time worked 
prior to the break will not count unless the break is due to service covered by the Uniformed Services 
Employment and Reemployment Rights Act (USERRA), or there is a written agreement, including a 
collective bargaining agreement, outlining the employer’s intention to rehire the employee after the 
break in service. See "FMLA Special Rules for Returning Reservists"  .
 
 
LEAVE ENTITLEMENT 
 
Eligible employees may take up to 12 workweeks of leave in a 12-month period for one or more of the 
following reasons: 

FS 28
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• The birth of a son or daughter or placement of a son or daughter with the employee for adoption 
or foster care;  

• To care for a spouse, son, daughter, or parent who has a serious health condition;  
• For a serious health condition that makes the employee unable to perform the essential functions 

of his or her job; or  
• For any qualifying exigency arising out of the fact that a spouse, son, daughter, or parent is a 

military member on covered active duty or call to covered active duty status.   
  
An eligible employee may also take up to 26 workweeks of leave during a "single 12-month period" to 
care for a covered servicemember with a serious injury or illness, when the employee is the spouse, son, 
daughter, parent, or next of kin of the servicemember. The "single 12-month period" for military 
caregiver leave is different from the 12-month period used for other FMLA leave reasons. See Fact 
Sheets 28F: Qualifying Reasons under the FMLA and 28M: The Military Family Leave Provisions 
under the FMLA.  
 
Under some circumstances, employees may take FMLA leave on an intermittent or reduced schedule 
basis. That means an employee may take leave in separate blocks of time or by reducing the time he or 
she works each day or week for a single qualifying reason. When leave is needed for planned medical 
treatment, the employee must make a reasonable effort to schedule treatment so as not to unduly disrupt 
the employer's operations. If FMLA leave is for the birth, adoption, or foster placement of a child, use of 
intermittent or reduced schedule leave requires the employer’s approval.  
 
Under certain conditions, employees may choose, or employers may require employees, to "substitute" 
(run concurrently) accrued paid leave, such as sick or vacation leave, to cover some or all of the FMLA 
leave period. An employee’s ability to substitute accrued paid leave is determined by the terms and 
conditions of the employer's normal leave policy. 
 
 
NOTICE  
 
Employees must comply with their employer’s usual and customary requirements for requesting leave 
and provide enough information for their employer to reasonably determine whether the FMLA may 
apply to the leave request. Employees generally must request leave 30 days in advance when the need 
for leave is foreseeable. When the need for leave is foreseeable less than 30 days in advance or is 
unforeseeable, employees must provide notice as soon as possible and practicable under the 
circumstances.  
 
When an employee seeks leave for a FMLA-qualifying reason for the first time, the employee need not 
expressly assert FMLA rights or even mention the FMLA. If an employee later requests additional leave 
for the same qualifying condition, the employee must specifically reference either the qualifying reason 
for leave or the need for FMLA leave. See Fact Sheet 28E: Employee Notice Requirements under the 
FMLA .  
 
Covered employers must: 
 
(1) Post a notice explaining rights and responsibilities under the FMLA (and may be subject to a 

civil money penalty of up to $110 for willful failure to post);  
 

(2) Include information about the FMLA in their employee handbooks or provide information to 
new employees upon hire;  

http://www.dol.gov/whd/regs/compliance/whdfs28f.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28f.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28m.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28m.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28e.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28e.htm�
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(3)  When an employee requests FMLA leave or the employer acquires knowledge that leave may be 
for a FMLA-qualifying reason, provide the employee with notice concerning his or her eligibility 
for FMLA leave and his or her rights and responsibilities under the FMLA; and  
 

(4) Notify employees whether leave is designated as FMLA leave and the amount of leave that will 
be deducted from the employee’s FMLA entitlement. 

 
See Fact Sheet 28D . : Employer Notice Requirements under the FMLA
 
 
CERTIFICATION 
 
When an employee requests FMLA leave due to his or her own serious health condition or a covered 
family member’s serious health condition, the employer may require certification in support of the leave 
from a health care provider. An employer may also require second or third medical opinions (at the 
employer’s expense) and periodic recertification of a serious health condition. See Fact Sheet 28G: 
Certification of a Serious Health Condition under the FMLA. For information on certification 
requirements for military family leave, See Fact Sheet 28M(c): Qualifying Exigency Leave under the 
FMLA; Fact Sheet 28M(a): Military Caregiver Leave for a Current Servicemember under the FMLA; 
and Fact Sheet 28M(b): Military Caregiver Leave for a Veteran under the FMLA. 
 
 
JOB RESTORATION AND HEALTH BENEFITS 
 
Upon return from FMLA leave, an employee must be restored to his or her original job or to an 
equivalent job with equivalent pay, benefits, and other terms and conditions of employment. An 
employee’s use of FMLA leave cannot be counted against the employee under a “no-fault” attendance 
policy. Employers are also required to continue group health insurance coverage for an employee on 
FMLA leave under the same terms and conditions as if the employee had not taken leave. See Fact Sheet 
28A  . : Employee Protections under the Family and Medical Leave Act
 
 
OTHER PROVISIONS  
 
Special rules apply to employees of local education agencies.  Generally, these rules apply to 
intermittent or reduced schedule FMLA leave or the taking of FMLA leave near the end of a school 
term.  
 
Salaried executive, administrative, and professional employees of covered employers who meet the Fair 
Labor Standards Act (FLSA) criteria for exemption from minimum wage and overtime under the FLSA 
regulations, 29 CFR Part 541, do not lose their FLSA-exempt status by using any unpaid FMLA leave. 
This special exception to the “salary basis” requirements for FLSA’s exemption extends only to an 
eligible employee’s use of FMLA leave. 
 
 
ENFORCEMENT 
 
It is unlawful for any employer to interfere with, restrain, or deny the exercise of or the attempt to 
exercise any right provided by the FMLA. It is also unlawful for an employer to discharge or 
discriminate against any individual for opposing any practice, or because of involvement in any 

http://www.dol.gov/whd/regs/compliance/whdfs28d.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28g.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28mc.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28ma.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28mb.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28a.htm�
http://www.dol.gov/whd/regs/compliance/whdfs28a.htm�
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proceeding, related to the FMLA. See Fact Sheet 77B  . The 
Wage and Hour Division is responsible for administering and enforcing the FMLA for most employees. 
Most federal and certain congressional employees are also covered by the law but are subject to the 
jurisdiction of the U.S. Office of Personnel Management or Congress. If you believe that your rights 
under the FMLA have been violated, you may file a complaint with the Wage and Hour Division or file 
a private lawsuit against your employer in court. 

: Protections for Individuals under the FMLA

 
For additional information, visit our Wage and Hour Division Website:  
http://www.wagehour.dol.gov and/or call our toll-free information and helpline, available 8 a.m. to 
5 p.m. in your time zone, 1-866-4-USWAGE (1-866-487-9243).  
 
This publication is for general information and is not to be considered in the same light as official 
statements of position contained in the regulations.  
 
 
 
U.S. Department of Labor 
Frances Perkins Building 
200 Constitution Avenue, NW 
Washington, DC 20210 

1-866-4-USWAGE 
 TTY: 1-866-487-9243 

 

Contact Us 

http://www.dol.gov/whd/regs/compliance/whdfs77b.htm�
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                                                                              Executive Director of Human Resources 

                                                            5 BOCES Road, Poughkeepsie, New York 12601  Phone: 845.486.4800 | Fax: 845.486.4981 
                                                                                                    E-mail:  norah.merritt@dcboces.org  
 
 
 
 

POLICIES MANUAL 
 
 
 
 

http://www.dcboces.org/sites/default/files/dcboces/policy_2.pdf 
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INTRODUCTION 
 

On March 27, 1992, the New York State Board of Regents adopted Section 100.11 
of the Regulations of the Commissioner of Education.  This regulation requires each 
public school district and BOCES to develop and adopt, by February 1, 1994, a plan 
for participation by teachers, parents and administrators in site-based planning and 
shared decision making.  Further, the regulation requires that the plan be developed 
in collaboration with the District Superintendent, administrators, teachers and 
parents.    
 
At the August 24, 1993, meeting of the BOCES Board, the following change to the 
District Superintendent was adopted:  
 
“The Dutchess County Board of Cooperative Educational Services   
  Board hereby directs the District Superintendent to establish a BOCES    
  Planning Committee which will work collaboratively with the Board to  
  develop a plan for program-based planning and shared decision-making  
  as required by Commissioner’s Regulation 100.11.  The purpose of    
  school-based planning and shared decision-making shall be to improve   
  the educational performance of all students in the school, regardless of  
  such factors as socio-economic status, race, ethnicity, gender, language  
  background, and/or disability.”     
 
A BOCES Planning Committee comprised of the District Superintendent, 
administrators, teachers and parents was established and deliberations commenced 
in September 1993.  The Planning Committee utilized a consensus model to 
develop the attached plan for shared decision making and site-based planning for 
the Dutchess County BOCES.   
 
 
 
 



 
 
I.    EDUCATIONAL ISSUES 
       
      The educational issues subject to cooperative planning and shared   
      decision-making at the site level shall meet the following criteria: 
  
     A.   Be directly related to the improvement of student achievement.  Some issues   
           should fall within the parameters defined by the Effective Schools  
           characteristics.  Issues and examples are as follows: 
           
           1.   Safe and Orderly Environment 

 Guidelines for behavior management  
            
           2.   Clear School Mission for Instruction/Outcome Based  
                 Education 

 Curriculum  
 Materials 
 Equipment  
 Textbook(s) 
 Grading practices 
 Career awareness, planning and preparation  
 Implementation and integration  

            
           3.   Instructional Leadership 

 Guidelines for component district 
 Guidelines for parents 
 Guidelines for community  
 Guidelines for intra-BOCES 

               
           4.   High Expectations for Success 
 
           5.   Opportunity to Learn and Student Time-On-Task 

 Guidelines for staff development training opportunities 
 Guidelines for extra curricula activities 
 Suggestions for scheduling/site 

 
           6.   Frequent monitoring of student progress 
 
           7.   Home and School/Relations 

 Guidelines for parent involvement 
 

 
    



B.   Require coordination with contract and/or administrative committees such as: 
          
          1.   Curriculum  
          2.   Discipline 
          3.   Staff Development 
 4.   Scheduling 
    
   C.   Not impact on: 
 
 1.   Health concerns 
 2.   Safety 
 3.   General welfare of students and/or adults 
 4.   Civil rights 
 5.   Ethics 
 6.   State and Federal law 
 7.   Commissioner’s Regulations 
 8.   Board Policy 
 9.   The operation and maintenance of other buildings and facilities in the BOCES 
         10.  BOCES-wide programs or services 
         11.  Finances beyond that which are allotted to the building team 
         12.  Collective bargaining issues (process or agreements) 
         13.  Plant operations 
 
II.   MANNER AND EXTENT 
    
   A.   Site Teams 
 
 1.   Three Site Teams shall be established to represent the following BOCES programs: 
       (a)   Alternative High School Programs  
                (b)   Special Education/Alternative Programs K-8 
                (c)   Technical Programs 
  
 2.   The size of each Site Team shall not be less than 7 nor more than 15. 
  
 3.   Membership of each Site Team shall include the following: 
       

      (a)   Core Site Team membership shall include the following 7 members: 
     
             (1)   2 administrators 
    (2)   2 parents or 1 parent/1 community member 
    (3)   2 teachers 
    (4)   1 aide/assistant/interpreter 
 
     



 
  (b)   The Core Site Team may expand the team to include additional members which    
              may come from the following groups: 
   
    (1)   Support staff (clerical and maintenance) 
    (2)   Community/private sector/public sector 
    (3)   Administrators 
    (4)   Parents 
    (5)   Teachers 
    (6)   Aides/assistants/interpreters 
    (7)   Students 
    
(c)   Additional members to the Site Team shall be selected by a process determined by   
           the Core Site Team from the groups indicated in paragraph (b) above.   
 
4.   Selection of team members: 
  
   (a)   Site Team teacher members will be selected by the teachers from each of the  
          respective 3 BOCES programs.  A teacher team member must be from that  
          respective site.   
    
   (b)   Site Team administrator members will be selected by the administrators from each  
           of the respective 3 BOCES programs.  An administrative team member must be  
           from that respective site.   
 
   (c)   Site Team parent members will be selected by the parent organizations of each of  
           the 3 BOCES programs having a parent organization.  If there is no parent  
           organization, the Core Site Team shall assure appropriate parent representation.   
   
   (d)   Site Team aides/ assistants/interpreter members will be selected by the  
           aides/assistants/interpreters from each of the respective 3 BOCES programs.   
           Aide/assistant/interpreter must be from that respective site.  
 
   (e)   Site Team community/private or public sector member(s) will be selected by the  
           Core Site Team from that respective site.   
 
5.   Terms 
   
  (a)   Site Team members shall serve for a two (2) year term. 
             
                   Members may be re-elected for additional two year terms. 
 
          If a member leaves or resigns from a term of office, the individual’s               
                   replacement shall serve for the balance of the term.   



 
 
 
 
6.   Primary role responsibility of the Site Teams is improvement of student performance.   
      This will be accomplished through: 
 
      (a)   Development, implementation, monitoring and evaluation of a plan for  
             improvement of student performance, following the guidelines of identified   
             educational issues in section 1A of this plan. 
     
      (b)   Communication with the appropriate stakeholders in such areas as educational  
              issues, decisions, results, etc. 
 
      (c)   Establishment of ground rules for the maintenance and operation of the team.   
 
7.   Criteria for membership.  Each team member shall: 
    
      (a)   Put all the needs and interests of students first and foremost in all the decision  
              making activities 
      (b)   Put all personal needs and interests aside while participating in Team activities 
      (c)   Attend all meetings 
      (d)   Be a good communicator 
      (e)   Be proactive and positive 
      (f)   Have a good sense of the culture within sites/programs 
      (g)  Be willing to undergo all training provided by the Board 
      (h)   Carry out his/her responsibilities as a team member for the benefit of children  
              attending the BOCES educational program 
      (I)   Express the views of the group he/she has been chosen to represent 
      (j)   Make decisions based upon his/her own values/beliefs 
      (k)   Serve willingly 

            
III.   MEANS AND STANDARDS TO EVALUATE IMPROVEMENT IN  
        STUDENT ACHIEVEMENT 
 
        The site teams are responsible for developing the means and standards for evaluating  
        student achievement using the following criteria: 
           
       A.   Improvement of student achievement shall be evaluated through the following where  
             applicable: 

 
 NYS Learning Standards 
 The Compact for Learning 
 Course and/or program and IEP goals 



 Standards of excellence set by the BOCES and site-based standards established 
at each BOCES site that will reflect BOCES-wide standards 

 Student portfolio presentation of accomplishments 
 Regents Goals and Bill of Rights for Children 
 Community and marketplace expectations 
 Regional, State and/or national benchmarks 
 National Skills Standards 

 

B.   The above will be a collaborative effort, where applicable, with: 
   

 Parents/guardians 
 

 Component school districts 
 

 Higher education 
 

 Business, industry and labor 
 

 Other BOCES buildings or programs 
 

IV.   ACCOUNTABILITY FOR DECISIONS  
 
        A.   Each site team shall work in a consensus decision-making mode and shall be held  
               accountable for the following practices: 
    
      1.   All meetings must be open to those site stakeholders wishing to attend. 
 
      2.   Each Site Team must develop a format for their meeting agendas and minutes of  
                     their meetings.  These documents shall be distributed to team members.   
                     Additionally, agenda and minutes shall be posted. 
 
               3.   Team members must actively seek input from stakeholders in a timely manner.  In  
                     addition, team members must actively communicate proposals, recommendations,  
                     and/or decisions to stakeholders in a timely manner.  Site Teams shall annually  
                     survey their stakeholders regarding their perceptions of the site-based decision  
                     making process.    
   

    
  4.   Site Team activities must be communicated throughout the BOCES.   

 
 
 



5.   At least once a year, teams must assess the success of their shared decision-making  
                    and site-based planning processes.  These assessments must be based on data  
                    pertaining to improvement in student achievement.   
  
              

    6.   Site Teams should meet at least on a quarterly basis and file a copy of their meeting  
                    minutes with the District Superintendent.  The District Superintendent will transmit   
                    a report annually to the BOCES Board.   
 
              7.   Site Teams shall develop a process by which site team member(s) may be removed  
                    from the team and conditions which would warrant such action. 
      
        B.   Each site team member shall be held accountable to: 
   
     1.   Respect the opinions and perspective of other site team members. 
     
     2.   Actively participate in and support consensus decisions.  (Support is defined as  
                    each site team member working to fully and successfully implement the decisions  
                    and to explain them, in a positive manner, to stakeholders). 
         
    3.   Handle issues that require confidentiality in an appropriate manner. 
 
V.   DISPUTE RESOLUTION    
 
          All disputes shall be resolved at the site level, thus empowering the teams.  Disputes   
          resulting from an inability to reach a decision on an educational issue shall be resolved in  
          the following ways.   
 
         A.   Within two weeks, those opposing a decision must present alternative solutions and  
                 ideas that have not yet been considered by the group.  
 
         B.   If consensus is not reached following presentation of alternatives, after a two week  
                period, the issue will be tabled until such time as a Site team member(s) reintroduces  
                the issue.   
 
VI.   COORDINATION OF PARENT INVOLVEMENT  
 
         Certain state and federal programs (eg. Chapter 1, PCEN, Special Education and  
         Occupational Education) may require parental involvement that exceeds the level of  
         parental involvement described in this plan.  In all cases where required parental  
         involvement is greater than that provided in the BOCES Plan, that greater involvement  
         shall be minimum allowed.            
   
Approved 2/16/00 
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