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al to
| school pmgr*gm To make that support as effective as possible,
the Board of E’idus:@um. maﬂ:

The Board of Educa '?wn z“mw zes that finances and financial management are critic

I Encourage advance planning through the best possible budget procedures;

2. Explore all practical sources of financial support:

3. Guide the expenditure of funds so as to extract the greatest educational returns;

4. Establish top quality accounting and reporting procedures; and

5. Maintain the level of unit expenditure needed to provide high quality education in

accordance with applicable law.

School plants and equipment shall be properly maintained in accordance with applicable
state and federal regulations, in an effort to promote the health of students and staff. to
reflect prudent management of available resources, and to support the efforts of the staff
to provide quality educational opportunities.

Legal References: Conn. Gen. Star. § 10-222
Charter of the é’.,giy of New Haven, Art. X

Policy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS
New Haven, Connecticut
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-t is to identify adequate financial resources for the

The purpose of the annual budg
education program and to provide a basis for accountability in mmi management. The
school budget is also the legal basis for the establishment of tax rates.

State law and the City Charter establish the procedures, deadlines and schedules for
preparation and submission of the budget to the mayor and Board of Aldermen for
approval. The Board of Education receives a budget calendar each year.

All monies appropriated by the City for school purposes shall be expended at the
discretion of the Board of Education. subject to applicable law and regulations.

The Superintendent and his/her staff shall be responsible for the preparation of the annual
school budget and presentation of the budget to the Board of Education for adoption.

o

Legal References: Conn. Gen. Stat. §§ 10-4a; 10-220; 10-222
Charter of the C ;i v of New Haven, Art. XXIX, 9§

Policy amended: January 11, 1999




lopment of an annual buc %w: shall always :
f the New Haven Public Sche The ‘%%mmﬁ of E @nmmm
rgmgmzw imm th;} revenue to support educational m*mgﬁrzmz“ is derived from taxes and.
with that in mind. the Board will attempt to protect the valid interest of the taxpayers of
the City of New Haven. Budget decisions reflect the attitude and philosophy o
charged with the responsibility for educational decision-making. Therefore
budget development process must be established to ensure that the annual operating
budget accurately reflects the Board’s goals and objectives.

In the school budget process, the Board will strive to:

1. Engage in thorough advance planning, with broad-based staff and community
involvement, in order io develop budgets and guide expenditures in a manner that
will achieve the greatest educational returns and contributions to the educational
program in relation to dollars expended;

2. Establish levels of funding which will provide high quality education for all
students; and

3. Use the best available techniques for budget development and management.

The Superintendent, in cooperation with the Chief Operating Officer shall have overall
responsibility for budget preparation, including the construction of, and adherence to. a
budget calendar.

Upon receipt of the Superintendent’s recommendations, the Board shall schedule special
public presentations related to the budget to provide in-depth information with regard to

certain budget items prior to specific action by the Board.

{cf. 3140 — Public Review of Budget)

Legal References: Conn. Gen. Stat. § 10-220; 10-222
Charter of the City of New ]’ﬁ’giiw% Art. XXIX,
Policy amended: January 11, 1999 NEW HAVEN PUBLIC SC ﬁé%@éﬁm

Mew Haven, Connecticut



Budget Hearings and Reviews

3

The Board shall hold, and the public shall be invited to attend, one or more pt
meetings at which the Board and the Superintendent shall explain the propose
and consider questions, comments and suggestions from the audience.

At such meeting, the Board may vote to adopt the budget.

Legal References: Charter of the City of New Haven, Art. XX1X. 5 150

amended: January 11, 1999 MEW HAVEN PUBLICS

Mew Hav

pan
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The Board of Education shall permit student:

schools when they can fw accommodated in existing cla

sending district shall pay a tuition fee to be establishe

Personne! Services. The tuition fee may be 2’2&}@%1{323 as changes in costs indicate, unless a

multiple-year agreement to provide educational services is entered into with another

board of education. Notice shall be given at least one year prior to the discontinuance of
ervice for non-resident, high school students.

“haood districts to attend local
'?hﬁ: 5 its or their

2l m;mm@ lv by the Director of Pupil

Legal References: Conn. Gen. %"f«iff §§10-33, 10-35; 10-220, 10-253
Charter of the City of New Haven, Art. XXIX § 150

Policy amended: January 11, 1999 NEW HAVEN




Materials Fees

not

In accordance with Board of Education policy, no fees, deposits or other charges
specifically authorized by law shall be charged to students for books, supplementary
materials, supplies or use of school equipment such as musical instruments, towels,
uniforms and the like. or for admission to any recognized school function, including but
not limited 1o athletic contests, plays and musical events. Student identification cards
may be required for some events. However, students will be charged for damaged or lost
textbooks, library materials, and other educational materials.

Each principal 1s ﬁm‘p@m ible, in cooperation with teachers, coaches and other
instructional personnel, for planning and requesting budgetary provisions for all materials

T S R 3 C i 4k PR TR RV ——
and activities recognized as part of the total school program.

(cf. 6161.2 — Care of Instructional Materials)

Legal References: Conn. Gen. Stat. 66 10-221, 10-228
Charter of the City of New Haven, Art. XXIX, ¢ 150




Disposal of Outdated Books

When equipment, books and materials become worn out, obsolete, surplus or otherwise
unusable in the schools, the Superintendent may authorize their d;*»pwmz@ in a manner to
the district’s best advaniage.

Equipment may not be sold directly to individuals. Any proceeds from disposition of
equipment or supplies shall be deposited in the City’s general fund.

The Board of Education, upon recommendation of the Superintendent of Schools, may
authorize the disbursement or destruction of outdated textbooks which are no %(mgw
useful to the educational program, provided that such books are a minimum of ten years
old and have been determined obsolete by the professional administrative staff.

When books are sold either to used book vendors or shredders, this money must be

returned to the City’s general fund. If and when such books are given to the PTA/PTO,
the PTA/PTO may dispow of them as they wish. Any monies received therefrom may be
retained in the PTA/PTO account.

Legal References: Conn. Gen. Stat. §610-221, 10-240; 10-241
Charter of the City of New Haven, Art. XXIX, § 150

Policy amenc January 11, 1999




. fric .
n z%d m §“§,WM Teacher »%;f‘m%?m%f}m and

m«i‘mdmm or organization, E%"uﬁiiéﬁﬁ‘%“ but not
Kiwanis, Rotary. Lions or Elks Clubs, wmﬁ ot be accepted for the Board of Education

by any emplo other ﬂr an the Superintendent. Subsequent to the acceptance of any

such gift by

Superintendent, such gift shall become the sole and exclusive property of

the Board of Education gmd; shall not be subject to withdrawal by the donating individual

oy

OF group,

Further, no gift shall be accepted by the Superintendent without verification that there are
no encumbrances against said gift.

At the discretion of the Superintendent, the gift may be used in a particular school.

In the event that any gift so offered shall, as a condition thereof, require the assumption
by the Board of Education of an ongoing annual service or maintenance fee, such gift
may not be accepted except by the Board itself.

Finally, when a gift is offered and accepted for a specific school, it shall be the intent of
this policy that said gift will physically remain at that school for as long as the school
continues as an integral part of the New Haven Public Schools.

Legal References Conn. Gen. Stat. §§ 7-194; 10-76¢; 10-241
Charter of the City of New Haven, Art. XXIX, § 150
Policy amended: January 11, 1999 NEW HAVEN PUBLIC
MNew Havern



Helations with Vendors

Purchasing npt k supplier’s
representati I district @mﬂ mfi z%}::m% favoritism i'z vendors. Fach order

shall be placed on ihc;
factor if all other g:am&;%dm@a{émzm are equal.

d on quality, price and delivery, with past service being a

No member of the Board of Education shall secure or attempt to secure personal profit or
gain by virtue of his/her position as a mvmh r of the Board of Education.

No employee shall endorse any product of any type or kind in such a manner as will
identify him/her in any way as an employee of the district.

Legal References: Charter of the City of New Haven, Art. XXIX, §5 150, 154

January 11, 1999 NEW HAVEN PU




esponsibility to spend its

rery dollar &pﬂm Therefore,
vhenever bids and prices are fully

even E% mwh the E%m ai zéi make 1ts purchases |
@:mﬁpmzﬁ“ic with those of cutside bidders, the E@Mm
and services will be accepted.

Eﬁtuﬁ and the lowest price for goods

P

t forth in Board policy

'E””m‘ City of New Haven’s Policy on City-based Business, as
313.1(a) shall be followed.

(c.f 3313.1(a) - City of New Haven’s Policy on City-based Business)

Legal References: Charter of the City of New Haven, Art. XXIX, § 150




ity-based business; st siness with a principal |
s of New Haven., A hmme*w shall not be “Fﬁr*\ld’ ed a “city-be
i heen submitied with each bid su

?ucaﬁui within the
svidence satis ,?Guuz Y to the purehas :

%(5; stablish that business has a bona fide principal place of business in New Haven. Suc :

may include evidence of ownership of, or a long term lease of, the real estate from which ﬁhm whi m

prinei of business is operated, or payment of property taxes on the personal property of the

business. A “city-based business” shall maintain such status throughout the term of any contract with the

City of MNew Haven. Fallure to maintain such status shall be grounds for the City to terminate said contract.

Pl

On any coniracts or purchases, the lowest responsible bidder shail be determined in the following order

(13 On contracts or purchases, the costs of which are one million dollars total contract price or ia:&:z@%
any city-hased bidder, which has submitted a bid not more than ten (10) percent higher tf
low bid, provided such city-based bidder agrees to accept the :g‘wam for the bid at the ammgm d
the low bid. If more than one city-based bidder has submitted bids of not more than five (5)
percent higher than the low bid, and has agreed to accept the award of the bid at the amount of the
low bid, the lowest responsible bidder shall be that one of such city-based bidders, which
submitted the lowest bid.

{23 On contracts or purchases, the cost of which are over one million dollars, but less that five million
dollars total contract price, any city-based bidder, which has submitted a bid not more than five (5}
percent higher than the low bid, provided such city-based bidder agrees to accept the award for the
bid at the amount of the low bid. If more than one city-based bidder has submitted bids of not
more than five (5) percent higher than the low bid, and has agreed to accept the award of the bid at
the amount of the low bid, the lowest responsible bidder shall be that one of such city-based
bidders, which submitted the Jowest bid.

(33 On contracts or purchases, the cost of which are over five million dollars total contract price, any
city-based bidder, which has submitted a bid not more than three (3) percent higher than the low
bid, provided such city-based bidder agrees 1o accept the award for the bid at the amount of the
low bid. If more than one city-based bidder has submitted bids of not more than three (3) percent
higher than the low bid, and has agreed to accept the award of the bid at the amount of the low bid,
the lowest responsible bidder shall be that one of such city-based bidders, which submitted the
lowest bid.

{4y The responsible low bidder.

es shall be stated in the invitation to bid.

‘s policy on city-based busines

vy contracts or purchases that are put out to competitive bid, and where the city and the contractor are
to share in the revenue generated by the contractors services, the provisions of paragraphs (1), {(2) and (3

Bidders must indicate ;are :
Business on the calculation mu:i; prior to the opening of the bid.
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Purchasing Procedures

The procurement function is one of the major business respons ibilities of the Board of

Fducation.

The duties of purchasing for the Board of Education shall be centralized u inder the Chie
Operating Officer.

The Chief Operating Officer shall conduct all purchase transactions for the district.
The Chief Operating Officer shall be familiar with and perform all purchasing activities

within the limitations prescribed by dppﬁwahg@ law and in accordance with Board of

Fducation and the City of New Haven’s purchasing policies.

Four fundamental functions for the purchasing personnel are as follows:

1. Buy the proper product for the purpose required;
2. Have the product available when needed;

3. Buy the proper amount of the product; and

4. Pay the proper price.

Every transaction involving the transfer of property shall be by purchase order or formal
contract.

All purchase orders and other purchase obligations shall be signed by the Superintendent
or his/her designee.

o

%%ﬁ@n:;iﬁaﬁi&ﬁm“n:& governing materials are a joint responsibility of the eisdmz&ﬁ“ nal and
business departments. In %ﬁh@f procurement ,i ;m, rials, the purchasing clerk shall ensure

> i
that all materials procures will meet the needs of the educational gmmz‘:«;,m

ff}"

At XXIX, o8 150, 154

1. wm %’mg

(4

Legal References: ( s
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dsitions)

sonsible

Requisitions for Emdé ted “§s’-’*ﬁ"@§ shall fmf‘-*mzm from the personnel directly resy
for their use. The Superintendent of Schools shall arrange appropriate admuinistrative
review channels in w%z h a 5 equisitions mﬂ be examined and approved prior {o
purchase.

The Superintendent or his/her designee shall receive and process requisitions i a manner
most beneficial to the overall purposes of the school.

Legal References: Conn. Gen. Stat. § 1 (}m 221
Charter of the City of New Haven, Art. XXIX, §¢ 150, 154

WEW HAVEN PU Q‘%M{ ECHOOLS
Mew Haven, Connecticut



All contracts between the distric
standards as may be required by City charter.

agencies shall be prepared under the

All contracts between the district and outside
supervision of the Superintendent or his/her designee and. where appropriate, subject to
fgh@; approval of the legal adviser to the district and those committees designated by the
Board of Education. such as the Curriculum Committee and the Administration and
Finance Committee. All contracts will go the Board of Education for approval.

The school district shall not enter into any contract with a p@imm agency or organization
te

s on the basis of

if it has | hm}wmugjc that such PEISOIL, 4gency or Uwu;uhf&fis{‘m iscrimingt
race, color, religious creed, age, marital status, national origin, sex, sexual orientation, or
physical handicap or disability, either in employment practices or in the provision of

benefits or services to students or employees.

Legal References: Conn. Gen. Stai,
Charter of the City of New Haven, Ari. XXIX. § 150

Policy amended: Januvary 11, 1999




The Board of Education will authorize payment for goods and services only if such goods
and services are:

i Contracted for within budgetary limits;
2. Purchased according to relevant purchasing policies and regulations; and

3. Certified by the Superintendent or his/her designee as having been received in
acceptable condition.
Legal References: Conn. Gen. Stat. § 10-248

Charter of the City of New Haven, Art. XXIX, § 150

Policy amended: January 11, 1999 NEW HAVEN PUBLIC %giﬁgﬁrﬁ%
New Haven, Connecticut
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upervise the preparation of all

The Superintendent of Schools or his/her designee she
payrolls. He/she shall certify payments for approved absence in accordance with adopted
policies of the Board of Education. The payroll clerk shall be authorized to make all
deductions from each individual’s pay as required by local, state, and federal law and any
other deductions authorized by the individual and approved by the Board of Education.
Each payroll and other orders for payment of expenses by the City Treasurer on behalf of
the Board of Education shall be signed by the Superintendent or the Superintendent’s

designee.

4

10-248

Legal References: Conn. Gen. Stat. §
Charter of the City of New Haven, Art. XXIX, § 150

solicy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS
New Haven, Connecticut
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unding of Special Projects/Programs

Special Projects

The Board of Education recognizes the contribution that outside resources can
make to our school community. It is necessary to assure that they be sought energetically
and then used in ways which further the Board of Education’s goals and objectives.

All proposals developed by school system staff are to be submitted to the Board of
Fducation for approval prior to submission to funding agencies. W hen time factors
militate against following this process, the Superintendent may permit submission of
proposals while informing the funding agencies that acceptance of grants is contingent
upon Board of Education approval.

Similar procedures are to be followed in regard to proposals developed by outside
organizations, groups, or individuals.

To facilitate this process, the Board of Education authorizes the Superintendent to
approve projects that do not exceed $10,000. Prior to taking such action, the appropriate
Board of Education Committee(s) will be provided with the regular abstracts for these
projects.

Expenditures must follow the purchasing procedures outlined in 3313.1.

Legal References: Conn. Gen. Stat. ¢ 10-221
Charter of the City of New Haven, Art. XXIX, § 150

Policy amended: January 11, 1999 NEW HAVEN PUIR
New H onnecticut




Business and Non-Instructional Operations

Budget and Fxpense Report/Annual Financial Statement

The Superintendent of Schools shall submit to the Board of Education a monthly report
of disbursements and budget balances at the regular meeting each month, and shall
submit an annual report covering the preceding school year.

(c.f. Charter of the City of New Haven, Art. XI, § 62

¥ I 3 T S APPSR SN T e A y
Legal References: Conn. Gen. Stat. ¢ 10-222

Charter of the City of New Haven, Art. XXIX, § 150

Policy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS
New Haven, Connecticut



An audit of all accounts ot ¢t
conjunction with the audit of

M
an independent public accountant selec uﬁ jy % % ity fﬁ %f“ H aver.

The audit shall include all funds of the district, including the student body and caf :
funds ad accounts. and any other funds under the control or jurisdiction of the Board of
Education, or pursuant to a joint powers agreement. The audit shall identify all

expenditures by source of funds. and shall contain: (1) a statement that the audit was
conducted pursuant to standard and procedures approved by the State of Connecticut: and
(2) a summary of audit exceptions and management recommendations.

The annual audit shall be placed on file in the Business Office with the D trector of
Finance and may be reviewed upon request.

Legal References: Conn. Gen. Stat. §8 7-391 through 7-394a; 10-260a
Policy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS
New Haven, C m’m%‘mt



Equipment

An inventory of equipment shall be maintained in a manner authorized by the State Board
of Education. All items whose current value excee da 11,000 shall be included in the
inventory, with the exception of equipment permanently fixed in a building such as
heaters or lockers. The equipment inventory shall serve both the functions of control and
conservation. The inventory shall include at least the description, name, date of
acquisition, identification numbers, wigma% cost, and location and use of all items. A
record of the date and mode of disposal of all equipment removed from the inventory

chatll sl L1
shall also be kept.

o,

Supplies — Warehouse

An inventory of supplies which are warehoused shall be maintained by the instructional,
cafeteria, maintenance, and operations personnel on stock record cards. A physical
inventory shall be taken annually

Instructional Equipment

¥

An annual inventory of instructional equipment for each
stands, small shop tools, etc.) shall be maintained.
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e myventory sysienn snall be under the SUpeIvision of the gu@m wend

designee.

¥

Legal References:

Conn. Gen. Stal. § 10-221
Charter of the City of New Haven, Art. XXIX, § 150

January 11, 1999 NEW HAVEN PUBLIC SCHOOLS

Mew Haven, Connecticur




Monies collected by school district employ 3 ent
handled with good (zmé prudent business | wa edures both to demonstrate zm: ability of
school system employees to operate in %b fashion. and to teach such @mw&%m s to the
students.

\ monies collected shall be receipted and accounted for and directed without delay.

ﬁ:ap@mh gdi@r rszgum mmkmh h@um in order to av md E eaving money in 5&%}«»@@ ov ugughé,

Legal References: Conn. Gen. Stat. §§ 10-221; 10-237

Policy amended: January 11, 1999 NEW HAVEN PUBLIC &
INESYTTR 2
NEW



Operation and Maintenance of Plant

safe and aftractive pl

An effective educanional

facilities.

e

ise the efficient maintenance of

The supervisor of buildings and grounds shall super
physical plant and facilities in accordance with applicable public health statutes and
regulations.

Legal References: Conn. Gen. Stal. v 10-20

January 11, 1999 NEW HAVEN PUBLIC SCHOOLS

Mew H

Connecticut



Authorized Use of School-Owned Equipment

No school equipment may be used for other-than-school purposes except when used in
connection M%’E another town agency or as requested by a local, state or federal
governmental body. The Board m Education shall permit school equipment to be loaned
to staff members when such use is directly or peripherally related to their employment
and to students when the equipment is to be used in direct connection with their studies.
Proper controls shall be established to assure the lender's responsibility for, and return of,

all such equipment.

Legal References: Conn. Gen. Stat. § 10-220

NEW HAVEN PUBLIC SCHOOLS

MNew Haven, Connecticut




Community Use of 5

The use of school buildings, ¢
%Mpmmmad nt in conformity w ﬂ%z the following regulations gover

appre

i
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equipment and facilities ms Ew /zaai%érfz/ d by the

oved by the Board.

amended: January

Application forms for the use of school facilities must be presented to the
Superintendent at least 14 days prior to the date of use.

The use of schootl facilities for school purposes, meetings of students,
entertainment by teachers’ clubs, alumni associations. parent-teacher associations
and other organizations affiliated with the schools have precedence over all
others. Requests for school facilities for school programs must be cleared with
the buildings principal or the Superintendent or both, should the nature of the
request so justify.

The following users shall not be charged a rental fee, custodial fee, ot security fee

during the % of 3:00 p.m. to 10 p.m. on regularly scheduled ?4&;?(3@@2 days:
a. School affairs sanctioned by the Board of Education
b. PTA/PTO and other school related meetings.

Where additional staffing or significant, extra cleaning is required or when use
extends beyond 10:00 p.m., custodial fees shall be charged to all users at a rate
established by the Board of Education.

All users shall pay both the rental fee and custodial fee for use of school facilities
on Saturdays, Sundays and he}ﬁdaw,, The rates are determined by the
Superintendent of his/her designee

All activities must be under competent adult supervision &g‘mmwd by the
Superintendent and the principal of the building involved. In all cases, an
assigned school employee will be present. T he group using the facilities will be
responsible for any damage to the building or equipment.

Groups re é%m@ permission are restricted to the dates and hours &‘pgm’m&ﬁ and to
the building area and %’1{:3;2 es specified, unless r ‘ pes are approved
by the Super ms:m;%a:’rz%ty

e for the observance of local and state

Groups receiving permission are res
f

ire and safety regulations at all times.

E&@f %éﬁ”ﬁ ”%ﬁ‘é;%

‘onnecticn




a. Use of school property by individuals or organizations whose activities are

of a subversive na mmz

b. Jse of school premises for non-school activities during school hours;

c. Smoking anywhere in the school buildings except in designated locations,
unless approved by the Superintendent;

d. Use of school buildings for games of chance;

e. Use of school buildings for holiday card parties and public dances, except
when plans have been approved by the Superintendent;

f The granting of further use of premises to any person of a}f‘gmémm;n that

fails or refuses to pay for any damage sustained by its use

The opening of the school building when the building is normally closed,
unless a responsible custodian is provided,;

Use for activities which engender racial, miigmm or other unlawful
prejudices or which are inimical to democracy;

1. The use of alcoholic beverages.

oG

[,
oy

The Board will cooperate with recognized agencies, such as the Red Cross and
Civil Defense. and will make suitable facilities available without charge during
community emergency or m prepare for civil defense.

Proper liability insurance wil
re

be required by all groups g awn p@ TIMiss
school facilities, except where this :

his coverage is already

I

The Board will approve and periodically review a fee schedule for use of
facilities.

nded: January 11, 1999 MNEW ﬁ&%@% P% BLIC SCHOOLS
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Community Use of Schosol Facilities (continued)
1 In w’iug&mm where ?Eu:'w 1 z t égmwz tey the district, or in situations where a

e between the school district and the
nay E% mud 5 J or sﬁ,hmmgnvé b§ ¢ Superintendent. In
ded usage for a long period of time is required, rates may

organiz hmm fe
situations where exter
be set at a contract price.

The Board reserves the right to revoke permission for use previously granted.

no Stal § 10-239
55 /iim 20U8.C $¢ 4071-4074

Legal References: Conn. Ge
Equal Acce

y 11, 1999
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dents within school buildings shall be established

sures for safety of' s

Precautionary I stu g
and observed. For example, rules established by administrators in charge should:

H

1. Prevent the accumulation of materials. especially in industrial arts shop areas,
which are ﬁ mm MNoxious or otherwise dangerous unless adequate safeguards
are provided.

2. Keep auditorium stage areas free of debris. Stage managers shall observe
se;mnc%mg instructions to discard anything not part of regular stage iﬁ&;uipknmﬁ
within 24 hours following the completion of the performance.

3. Kee ?g walkways clear of snow or other obstructions and safe for pedestrian traffic

at all times.

Legal References: Conn. Gen. Siat. v 79-389

Policy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS

New Haven, Connecticut




The practice of safety shall also be co ﬁ‘édazz“gd a facet of the instructional plan of the
district schools by virtue of ec srams in traffic and pedestrian safety. driver
education, fire preventio . appropriately geared to students
at different grade levels

Fach building administrator shall be responsible for the supervision of a safety program
for his/her school and the Chief Operating Officer shall have overall responsibility for the
safety program of the district. General areas of emphasis shall include, but not be limited
to: in-service training; accident record-keeping; plant inspection: driver and vehicle
safety programs; fire prevention; %;dmoi \»i‘i@f %h} tion; md emergency procedures and
traffic safety problems relevant to studen s and the community.

Legal References: Conn. Gen. Star. §§ 10-221; 10-231

NEW HAVEN PUBLIC SCHOOLS

MNew Haven, Connecticut




to school
» Superintendent.

Incidents of illegal entry. theft of school property, vandalism, or dan

property from other causes will be reported by phone to max HH?M eof

czs soon after discovery as possible. A written report of the incident will be made within
hours of discovery

Keys

All keys used in a school shall be the responsibility of the principal. Requests for

permanent issuance of keys shall be made only in those instances where the emplovee

mguhsriy needs a kw in order to carry out normal activities neces ’%Bu&d by the position
L o v’af}M;ﬁnE%r 2 g § ot porary nature. a

M P e -
"»]Vﬁﬁ&,“ he &’ﬁk%f&(ﬂ/@ ﬁ}ku% K‘V}V L&Z I %i Y 1 iora paliitules i Y 15 O a ey natu I+

ed
key shall be issued on that basis and s h ﬁ be returned immediat d following termination
of the need for iis use.

All the keys shall be issued through the office of each principal. A receipt showing the

number of the kev and room(s) or building(s) that it opens shall be signed by the person
to whom the key is issued. This receipt shall be filed in lieu of the key and shall be
returned to the employee upon return of the key.

Each principal shall establish a key control system with a record of the number of each
kev tiled.

The person issued a key shall be responsible for its safekeeping and shall pay tfor a
duplicate key if lost. Duplicate %6}3 are obtained vt“?,‘ﬁ“g}i %:% rough the district security office.

The Board of Education prohibits the duplication of keys by other methods.
Keys shall be used only by authorized employees and shall never be loaned by students.

Eh@ oreatest care shall be given to master and sub-master keys. Master keys shall never

e loaned.
Legal References: Conn. Gen. Stat. 221
Charter of the mw}/ New Haven, Art. XXIX, ¢ 150
Policy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS

Mew Haven, Connecticut



Technology Purchases

The Board encourages the application of technology to any District function where efficiency
reliability or student learning will be improved.

Mew Programs

New technologies or new applications of technology within the District shall be implemented only
after careful and thorough planning by the administrative staff. Pilot projects shall be established
and evaluated for effectiveness whenever possible prior to implementing a new technological
program on a school-wide or District-wide level. District support shall be given only to those new
technologies that substantially improve efficiency, reliability or learning beyond current or
“traditional” practice.

Whenever funds are allocated for the purchase of new technological hardware or software, funds
shall also be allocated for staff training and the necessary supplementary materials and
documentation.

Upgrades

The Board recognizes the need for continuous upgrading of District technological resources and
directs the Superintendent or his/her designee to implement a plan and a budgeting process that
ensures the regular replacement of equipment and software.

The Superintendent shall submit a plan annuvally to the Board for upgrading the District’s
technology resources based on a replacement cycle of not longer that five (5) years. The plan shall
include recommendations for expansion of resources where appropriate, based on the evaluation of
pilot programs, and shall include provisions for staff training and curniculum/materials
development. The plan shall be considered by the Board as a part of the annual budgeting process.

Guidelines for Technology Purchases

The following policy guidelines have been established because of the District’s interest in
technology and the need to engage in thoughtful planning prior to purchase.

pacsssh

The most important criteria for selection of technology are the needs and objectives of the
site where technology w EE be used.

a. A broad-based selection comnittee shall be established which will help identify
objectives, site needs and priorities.



3523.1(b)

Business/Non-Instructional Operations
Acquisition and Updating of Technology
Guidelines for Technology Purchases (continued)
b. Software selection and evaluation shall be weighed carefully in light of available
technology and projected replacement hardware.
c. Hardware purchases shall be the result of consultations with other users,

demonstration programs, compatibility with district needs and evaluation of its
worth from the standpoint of usability and “instructional merit.”

d. Auvailable training from vendors shall be reviewed.
€. Consolidation of purchases shall be planned to insure a more favorable price or bid.
2. Equipment and software decisions shall be the result of comparisons and study of the

products from a variety of the vendors.

3. Staff involvement in planning before purchase and in-service programs after purchase shall
be considered. The goal of the professional development program will be to support staff at
the current level of familiarity with technology and provide continuing training as their
skills increase by offering mentoring, peer training, personal tutoring, workshops and
courses.

4, A technical resource, hardware or software, shall not be taken out of service until all
possible use of the resource within the District/school is exhausted.

(cf. 3523.11 - Technology Hardware Replacement)
(cf. 6162.7 - Educational Software)

Policy adopted: August 25, 2003 NEW HAVEN PUBLIC SCHOOLS

New Haven, Connecticut



Business/Non-Instructional Operations

Computer Security

3523.3

The Board of Education desires/believes that direction, procedures, requirements and
responsibilities be established, delineated and maintained to ensure the appropriate protection and

security of the District’s computers, networked or stand-alone.

The Superintendent of Schools is directed to establish guidelines and procedures to protect and
ensure the security of all District computers, telecommunication equipment and information

handled by such equipment.

Cf‘, 3523 1. Aer l]ISItII’\Y\ and TIndafin

f S AW 15 CREE%E Vl}uub&‘g\l

(cf. 4118.4/4218.4 - Electronic Mail)

(cf. 6141.32 - Technology and Instruction)

(cf. 6141.321 - Acceptable Use of the Internet)

(cf. 6141.322 - WebSites/Pages)

(cf. 6156 - Use of Computers in Instruction)

(cf. 6161.7 - Use of Proprietary Software Products)
(cf. 6162.6 - Copyright)

(cf. 6162.7 - Educational Software)

(cf. 9327 - Electronic Mail Communications)

f Technolo

Legal Reference: Connecticut General Statutes

The Freedom of Information Act

PA 98-142 An Act Requiring Notice to Employees of Electronic Monitoring

by Employers

Public Law 94-553, The Copyright Act of 1976, U.S.C. 101 et. seq.

Policy adopted: August 25, 2003

NEW HAVEN PUBLIC SCHOOLS
New Haven, Connecticut



3523.3(a)

Business/Non-Instructional Operations

Computer Security

Purpose

The purpose of this regulation is to establish direction, procedures, requirements, and
responsibilities to ensure the appropriate protection of the New Haven Public Schools computer
and telecommunication equipment and information handled by computers, networked or
standalone.

Scope

This regulation applies to all full-time, part-time, and intermittent District employees to include

rant-funded position employees. This regulation also applies to contractors, consultants,
temporaries, interns, elected officials and others at the New Haven_ Public Schools, including
those Users affiliated with third parties who access the New Haven_ Public Schools computer
systems. Throughout this regulation, the word "User" will be used to collectively refer to all such
individuals. The regulation also applies to all computer and data communication systems
(telecommunication systems) used at, owned by and/or administered by the New Haven_ Public
Schools, whether the systems are standalone or connected to a network such as LAN or WAN,
the Internet or the Intranet.

Responsibilities

The Technology Coordinator of the New Haven Public Schools is responsible for establishing,
maintaining, implementing, administering, and interpreting organization-wide information
systems security policies, standards, guidelines, and procedures. While responsibility for
information system's security on a day-to-day basis is every user's duty, specific guidance,
direction, and authority for information systems security is centralized for all of the District
Public Schools. He/she may perform information system risk assessments, prepare information
systems security action plans, evaluate information security products, and perform other activities
necessary to assure a secure information systems environment.

The Technology Coordinator and the Business Manager share responsibility for conducting or
coordinating investigations into any alleged computer or network security compromises,
incidents, or problems. All security compromises or potential security compromises must be
reported to the Technology Coordinator.



3523.3(b)

Business/Non-Instructional Operations

Computer Security

Responsibilities (continued)

Administrators are responsible for ensuring that appropriate computer and telecommunication
system security measures are observed in their buildings and departments. Administrators are
responsible for making sure that all Users in their department are aware of the New Haven_
Public Schools' policies and regulations related to computer and telecommunications systems
security and use. They are also responsible for reporting all suspicious computer and network
security-related activities and/or any known violations of this regulation to the Technology
Coordinator. They are responsible for administering appropriate disciplinary actions. They also
serve as local information security liaisons, implementing and keeping informed of the
requirements of this and other information systems security policies, standards, guidelines, and
procedures.

User Responsibilities

Users are responsible for complying with all New Haven Public Schools policies and regulations
defining computer and network security measures and use.

Audit Compliance

From time to time, the Technology Coordinator may designate individuals to audit compliance
with computer and network security policies. At the same time, every User must promptly report
any suspected network security problem, including intrusions and out-of-compliance situations,
to the Technology Coordinator.

Tools to Compromise Systems Security

Unless specifically authorized by the Technology Coordinator, New Haven Public Schools Users
must not acquire, possess, trade, or use hardware or software tools that could be employed to
evaluate or compromise information systems security. Examples of such tools include those that
defeat software copy-protection, discover secret passwords, identify security vulnerabilities, or
decrypt encrypted files. Unless specific permission has been obtained from the Technology
Coordinator, Users are prohibited from using such tools.

Requests from outside entities that the New Haven Public Schools security mechanisms be
compromised must NOT be satisfied unless approved in advance by the Technology Coordinator
or the Business Manager or the New Haven Public Schools is compelled to comply by law.
Likewise, short cuts bypassing systems security measures, as well as pranks and practical jokes
involving the compromise of systems security measures are absolutely prohibited.



3523.3(c)

Business/Non-Instructional Operations

Computer Security (continued)

Reporting Problems

All network or systems software malfunctions, including information security alerts,
warnings, suspected vulnerabilities and the like, must be immediately reported to the
Technology Coordinator. Ignoring these malfunctions could lead to serious problems such as
lost or damaged information as well as unavailable network services.

Users are prohibited from using New Haven Public Schools systems to forward such malfunction
or security information to another User, whether the other User is internal or external to the New
Haven Public Schools.

Screen Savers

Windows systems provide an approved screen saver. All other screem savers must be pre-
approved by the Technology Coordinator. It is recommended that a screen saver be used if
sensitive information resides on a microcomputer. In that way, whenever a worker leaves their
desk, the screen should be immediately obscured by setting the screen saver to be activated after
a period of no activity or shutting down the computer.

Individual Departmental Regulations

Department specific rules regarding microcomputers must comply with this and all other New
Haven Public Schools security policies and regulations. Individual department rules could
exceed, but not be less than the guidelines covered in all security regulations.

Exceptions

The Technology Coordinator acknowledges that under rare circumstances, certain Users will
need to employ systems that are not compliant with these regulations. ALL such instances must
be approved in writing and in advance by the Coordinator of Technology.

Violations

The New Haven Public Schools User who willingly and deliberately violates this regulation will
be subject to disciplinary action up to and including termination, as defined by the appropriate
contract. Further, those whose conduct not only violates this regulation but also violate other
District work rules may also receive such additional disciplinary action as would otherwise be
undertaken (which may include suspension from duty without pay or discharge). Should a
violation of this regulation also constitute an act prohibited by law, appropriate law enforcement
officials may be contacted.



3523.3(d)

Business/Non-Instructional Operations

Computer Security (continued)

Remote Printing

Printers must not be left unattended if “restricted” or “confidential” (closed records) information
is being printed or will soon be printed. The persons attending the printer must be authorized to
examine the information being printed. Unattended printing is permitted if the area surrounding
the printer is physically protected such that persons who are not authorized to see the material
being printed may not enter.

Access Paths and Configuration Control
Network Changes

Changes to the New Haven_ Public Schools internal networks include loading new software,
changing network addresses, reconfiguring routers, adding dial-up lines, etc. With the exception
of emergency situations, all changes to the New Haven_ Public Schools computer networks must
be: (a) documented in a service request, and (b) approved in advance by the Technology
Coordinator except as explicitly delegated by him/her. Emergency changes to the New Haven_
Public Schools networks must only be made by persons who are authorized by the Technology
Coordinator or the Business Manager. This process prevents unexpected changes from
inadvertently leading to denial of service, unauthorized disclosure of information, waste of
resources, and other problems.

New Date Lines

Users must not arrange for, or actually complete the installation of data lines with any carrier,
without first discussing in detail the plans with the Business Manager.

Miscellaneous Connections

Users must NOT establish electronic bulletin boards, local area networks, modem connections to
existing local area networks, or other multi-user systems for communicating information without
the specific approval of the Technology Coordinator.

New types of real-time connections between two or more in-house computer systems or
connecting computers to existing networks must not be established unless such approval has first
been obtained. This regulation helps to ensure that all the New Haven_ Public Schools systems
have the controls needed to protect other network-connected systems. Security requirements for a
network-connected system are not just a function of the connected system; they are also a
function of all other New Haven_ Public Schools connected systems.



3523.3(e)

Business/Non-Instructional Operations

Computer Security (continued)

Providing Network Services To Third Parties

Participation in external networks as a provider of services that external parties rely on is
expressly prohibited unless the following conditions are fulfilled. (1) the New Haven_ Public
Schools legal counsel must identify the legal risks involved, (2) the Technology Coordinator
recommends these and other risks associated with the proposal, (3) Business Manager approval.

Changes to Application Software

The New Haven_ Public Schools has a standard list of permissible software packages that users
can run on their microcomputers. Users must not install other software packages on their
computers without obtaining advance permission from the Technology Coordinator. Users must
not permit automatic software installation routines to be run without prior approval.
Autodiscovery license management software could be used by the Technology Coordinator to
remotely determine which software packages are resident on User hard disks; unapproved
software may be removed without User advance notice.

Changes To Operating System Configurations

On District owned computers, Users must not change operating system configurations, upgrade
existing operating systems, or install new operating systems. If such changes are required, they
will be performed by recommendation from the Technology Coordinator.

Changes To Hardware

Computer equipment supplied by the New Haven_ Public Schools must not be altered or added
to in any way (e.g. upgraded processor, expanded memory, or extra circuit boards) without
recommendation from the Technology Coordinator and approval by the Business Manager.

Remote Maintenance and Outbound Dial-Up Connections

Remote maintenance ports for the New Haven_ Public Schools computer and telecommunication
systems might be disabled until the specific time as they are needed by the vendor. These ports
must then be again disabled immediately after use. Alternatively, dial-up connections can be
established with vendors via outbound calls initiated by New Haven_ Public Schools' User.



3523.3(H)

Business/Non-Instructional Operations

Computer Security (continued)

Passwords
Passwords Are Required

The purpose of passwords is to protect the __ New Haven Public Schools and direct access to the
various programs utilized by Users in the District.

All Users using computers that are permanently or intermittently connected to the New Haven
Public Schools networks must have password access controls. Computer and telecommunication
system access control must be achieved via passwords which are unique to each individual User.
Multi-user systems must employ User-Ids and passwords unique to each User, as well as User
privilege restriction mechanisms.

Password Assignment

All Users will be issued a password by the school department in order to start up all of their
computers and to access the network. Passwords will be changed periodically as part of normal
security maintenance. Using passwords that have not been assigned by the school department is
prohibited without prior notification and identification to the Technology Coordinator.

Shared Passwords Prohibited

Access controls to files, applications, databases, computers, networks, and other system
resources via shared passwords (also called “group passwords”) is prohibited.

Storing And Disclosure Of Passwords

Passwords must not be stored in readable form in batch files, automatic log-in scripts, software
macros, terminal function keys, in computers without access control, posted to walls, or in other
locations where unauthorized persons might discover them.

Regardless of the circumstances, passwords must never be shared or revealed to anyone else
besides the authorized User. To do so exposes the authorized User to responsibility for actions
that the other party takes with the disclosed password. If Users need to share computer resident
data, they should use electronic mail, public directories on local area network servers, or other
mechanisms. This regulation does not prevent use of default passwords, typically used for new
User-ID assignment, password reset situations, or are vendor-supplied, which must immediately
be changed when the User next logs onto the involved system.

Passwords must be immediately changed if they are suspected of being disclosed, or known to
have been disclosed to anyone besides the authorized User.



3523.3(g)

Business/Non-Instructional Operations
Computer Security (continued)
Compromised System Security

Whenever system security has been compromised, or even if there is a convincing reason to
believe that it has been compromised, the school department will reassign all relevant passwords
and force every password on the involved system to be changed at the time of the next log-in. If
systems software does not provide the latter capability, all Users will be informed that they must
change their passwords immediately.

Computer and Network Use

Recognizing that the New Haven Public Schools computer and network and telecommunications
systems are owned by same, Users must use this property for business purposes only.

Town Access

The New Haven Public Schools reserves the right to access stored records. Users should not
expect that files stored on District servers are private. Network supervision and maintenance may
require review and inspection of directories, files, and/or e-mail messages to maintain system
integrity and security and assure proper use.

Communications Over Network

Because communications over the network are often public in nature, it is important the User
realize that privacy in communications may not be guaranteed. Messages may accidentally be
diverted to a destination other than the one intended. Therefore, caution should be exercised
when sharing/transmitting any information because messages may not be entirely secure. Further,
the dissemination of information/records should be consistent with municipal, state and federal
laws, as well as, general rules and standards regulating privacy and fair information practices.

Personal Use

The _ New Haven Public Schools allows for incidental personal use of its computer and network
and telecommunication systems if the use:

a. does not consume more than a trivial amount of resources that could otherwise be
used for business purposes,

b. does not interfere with User productivity,

c. does not preempt any District-business activity,

d. is not for communicating financial information without the proper authorization,



3523.3(h)

Business/Non-Instructional Operations

Computer Security

Personal Use (continued)

o

s

is not for any purposes that will produce personal financial gains,

is not for distribution or printing of copyrighted materials (including articles and
software) violating copyright laws,

is not for violating any regulations, etc., prescribed by a software and/or network
provider,

is not for sending, receiving, printing, or otherwise distributing proprietary data or
other confidential information of the New Haven_ Public Schools violating District
regulation,

is not for creating, downloading, copying, storing, sending, voluntarily receiving or
soliciting offensive, improper, defaming or harassing statements or language;
including those that may create an intimidating or hostile work environment,
including disparagement of others based on their race, marital status, national origin,
sex, sexual orientation, age, disability, religious or political beliefs,

is not for accessing, sending, voluntarily receiving or soliciting sexually oriented
messages or images, whose contents infer, contain, or are explicit, etc., including but
not limited to, Web sites or materials,

is not for displaying offensive, sexually explicit, etc., messages, pictures or material,
is not used for sending chain letters, gambling, or engaging in any other activity
which violates the law,

is not for assisting or running a campaign for election of any person to any office,

is not for promoting or opposing any ballot proposition or political issue without
authorization,

is not for promoting supporting or celebrating religion or religious institutions,

is not for using and/or accessing a computer, including but not limited to, files,
documents or messages, without authorization,

is not for intentionally damaging, erasing, or corrupting any software, folders,
documents, files, etc., including but not limited to, engaging in practices that threaten
the computer/network, etc., (e.g. loading files that may introduce a virus).

The above are guidelines and are not intended to be exclusive. In general, all acts that violate the
spirit and intent of general rules and standards for professional conduct of behavior and of
communications and dispensing of information may be considered to violate this regulation and
may subject the User to disciplinary action up to and including termination. This regulation will
be enforced and interpreted consistent with other employment policies like, but not limited to,
anti-discrimination and sexual harassment.

Notwithstanding such disciplinary as may be contemplated, initiated or effectuated the Director
of Technology reserves the right to deny a User who violates this regulation all or a portion of
network and/or computer access.



Business/Non-Instructional Operations

Computer Security

(cf. 3523.1 - Acquisition and Updating of Technology)
(cf. 4118.4/4218.4 - Electronic Mail})

(cf. 6141.32 - Technology and Instruction)

(cf. 6141.321 - Acceptable Use of the Internet)

(cf. 6141.322 - WebSites/Pages)

(cf. 6156 - Use of Computers in Instruction)

(cf. 6161.7 - Use of Proprietary Software Products)
(cf. 6162.6 - Copyright)

(cf. 6162.7 - Educational Software)

(cf. 9327 - Electronic Mail Communications)

Legal Reference: Connecticut General Statutes

The Freedom of Information Act

3523.3(1)

PA 98-142 An Act Requiring Notice to Employees of Electronic Monitoring

by Employers

Public Law 94-553, The Copyright Act of 1976, U.S.C. 101 et. seq.

Regulation approved: August 25, 2003

NEW HAVEN PUBLIC SCHOQOLS
New Haven, Connecticut



3524.1

Business/Non-Instructional Operations

Hazardous Material in Schools

Pesticide Application

The Board is committed to minimizing the use of pesticides. Therefore, the primary practice of
pest control shall involve reducing/eliminating the conditions necessary for pest survival. These
measures include but are not limited to good housekeeping and routine, prompt maintenance of
buildings and grounds.

However when pesticides are utilized the Board wants to ensure that staff, students, and
parents/guardians receive adequate advance notice of pesticide applications in school buildings

or on school grounds. The intent is to prevent unnecessary exposure of staff, students or the
public to potentially harmful substances.

The Board has promulgated an integrated pest management plan for rodents. The Board does not
use ANY pesticides on the playing fields, lawns or playgrounds of its schools. If the Board
decides to start using such pesticides, it will promulgate an integrated pest management plan for
the application of lawn care pesticide on the playing fields and playgrounds at schools with
students in grade eight or lower.

A “pesticide” is defined as a fungicide used on plants, an insecticide, a herbicide, or a
rodenticide but does not mean a sanitizer, disinfectant, antimicrobial agent or pesticide bait.

Legal Reference: Connecticut General Statutes
22a-46. Short title: Connecticut Pesticide Control Act.
22a-54. Pesticide applicators, certification, classification, notice, fees,
reciprocity; financial responsibility; aircraft, tree, public employee
applicators.
22a-58. Records to be kept by distributors and applicators.
23-61a. Definitions. Tree protection examining Board within Department
of Consumer Protection. Regulations.
23-61b. Licensing for arboriculture; examination, fees, renewal,
suspension, revocation. Nonresidents. Records. Pesticides.
10-231a, ¢, and d. Pesticide applications at schools.
Federal Insecticide, Fungicide, and Rodenticide Act (FIFRA) 7 U.S. Code
136 et seq.
PA 07-168 An Act Banning Pesticide Use on School Grounds.

Policy adopted: August 27, 2007 NEW HAVEN PUBLIC SCHOOLS
New Haven, CT
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Business/Non-Instructional Operations

Hazardous Material in Schools

Pesticide Application

The District shall:

1.

Utilize only certified pesticide applicators (vocational agricultural schools exempted) for
any non-emergency pesticide use in school buildings or on school grounds.

An emergency application of pesticides is defined as when an application of pesticides is
necessary to eliminate an immediate threat to human health and where it is impractical to
obtain the services of a certified pesticide applicator provided such emergency
application does not involve a restricted use pesticide as defined in CGS 22a-47.
Restricted use pesticides may be used only by certified applicators or under their direct
supervision.

At the beginning of each school year, the Board of Education shall provide the staff of
each school and the parents/guardians of each child enrolled in each school with a written
statement of the Board’s policy on pesticide applications. Such statement shall also be
provided to the parents/guardians of any child who transfers to a school during the school
year.

The aforementioned required statement shall indicate to staff, parents and guardians that
they may register for prior notice of school pesticide applications.

Parents/guardians and staff may register for prior notice of pesticide applications. Each
school shall maintain a registry of persons requesting such notice. Prior to the application
of pesticides within any building or on school grounds, the parents/guardians who have
registered for prior notice shall receive an automated telephone call using the district’s
Parentlink system and a notice sent home with his or her child no later than 24 hours
prior to the application. Staff who have registered for such notice shall be notified by any
means practicable.

The aforementioned notice shall include the (1) name of the active ingredient of the
pesticide to be applied, (2) the target pest, (3) location of the application, (4) date of
application, (5) the name of the school administrator or his/her designee who may be
contacted for further information.

No application of pesticide may be made in any building or on school grounds during
regular school hours or during planned activities at the school except for an emergency
application.



3524.1(b)

Business/Non-Instructional Operations

Hazardous Material in Schools

Pesticide Application (continued)

10.

11.

12.

13.

14.

15.

If an emergency application is necessary to eliminate an immediate threat to human
health, such application shall not involve a restricted use pesticide and no child may enter
the area of such application until it is safe to do so according to the provisions on the
pesticide label.

In cases of an emergency application the above prior notice laid out in section 6 is not
necessary except that on or before the day the application is to take place, prior notice is
given to those persons who have previously requested such notice by any means
practicable.

A copy of the records of each pesticide application at a school shall be maintained for
five years.

Potentially harmful substances such as insecticides, fungicides, herbicides, rodenticides
or other pesticides shall be chosen for the low levels of toxicity. The least toxic
formulations and safest methods of application will be selected when there is a choice of
products with comparable effectiveness. Whenever practical, non-chemical controls shall
be used.

Storage of harmful products will be kept to a minimum. Only enough of the product for a
given application shall be purchased. All storage instructions will be followed explicitly.
All such products and the application equipment will be stored away from other activities
and especially separated from food products or occupied rooms. All storage facilities will
be maintained as a locked area and clearly marked as containing pesticides.

All pesticide products will have complete label instructions, will remain in the original
container and the Material Safety Data Sheet will be on file and readily available to any
employee who must handle such materials or who may have been exposed to the product.
This information shall also be available to any member of the public upon request.

All applications of harmful products will be made in strict compliance with label
instructions.

Prior to application of any harmful substance, a written plan for that application will be
filed in the district’s business office and approved by the Director of Buildings and
Grounds.



3524.1(c)

Business/Non-Instructional Operations

Hazardous Material in Schools

Pesticide Application (continued)

16.

17.

18.

19.

20.

21.

The plan will contain the purpose of the application, product to be used, formulation of
the product, location and extent of the area to be treated, type of equipment to be used,
date and time of application, and amount of the product to be used. Any warnings that
would restrict use of the area following such application also will be part of the plan and
will be appropriately posted to notify the public.

Treated school grounds will be posted as required by Statute.

District employees responsible for handling and applying pesticides shall have specific
pesticide training and shall possess the proper certification required by State Statute.

When the district contracts with a private, state-licensed pest control company, such
contractors will be subject to regulations as defined in state statutes.

The Director of Facilities shall be the contact person for providing information regarding
pesticide application activities at the schools and maintaining records of pesticide-
application notifications.

The building principals shall be responsible for giving oral and written notification of
pesticide applications as required.

Oral and Written Notice

All oral and written notification shall contain the information indicated in item # 6 above. During
the regular school session, prior to pesticide application, notification shall be provided as
indicated below.

Oral notification to all students and school employees shall be provided by means of the
school public address system or assembly communications or staff meeting
announcements or any similar means reasonably calculated to provide sufficient notice in
advance of pesticide application. (suggest minimum 48 hours advance notice)

Parents and guardians and staff who have registered for advance notification of pesticide
use shall be informed as listed in item # 5 above.



3524.1(d)

Business/Non-Instructional Operations
Hazardous Material in Schools
Posting of Notice

Not less than forty-eight (48) hours prior to pesticide application, signs shall be posted to identify
pesticide application areas. The signs shall display:

e The words “Warning Pesticides.”
e The date and time of the planned application.
e Pesticide product to be used.

e Instructions on when areas may be used for recreational purposes.

A telephone number for the school contact person and one for the licensed pesticide
applicator.

The signs shall be placed at:

e The main entrance to all buildings where pesticide is to be applied.

e The playing fields where pesticide is to be applied.

The signs may be removed no less than forty-eight (48) hours after the pesticide is applied.

Regulation approved: August 27, 2007 NEW HAVEN PUBLIC SCHOOLS
NEW HAVEN, CONNECTICUT



Insurance

The msurance coverage of the aii&;ég*eﬁ:i should provide th idest, most ¢ "‘n'ﬁpi@%ej
coverage available, but should be secured at the most economical cost to the district
consistent with sound insurance pmm iples. Since good service is vital to an gﬁm five
insurance program. the insurance agent who is awardec ﬁ any part of the district’s

; must be able to provide prompt and effective service.

insurance busin

The Superintendent, at his/her discretion, may create an insurance advisory panel to assist

>

in developing criteria for @immn ing the insurance program i‘@% the district, and to develop

criteria for selection of an agent (broker of record) or agen

i‘ﬂ
t\w;
\.é;
'y
N

Legal References: Conn. Gen. Stat. §§ 10-221; 10-235; 10-236; 10-236a;
Charter of the City of New Haven, Art. XXIX, & 150

¢
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1 Provide for maximum safety of students:

2. Supplement and reinforce desirable student behavior patterns:

1

3. Assist handicapped students accordingly; and

4. Fnrich the instructional program through carefully planned field trips as
recommended by the staff.

Transportation by private carrier may be provided whenever such practice is more
economical than using school district-owned facilities. Parents may be reimbursed for
transportation of eligible students whenever such practice is more economical or
convenient. All drivers will be subject to the drug and alcohol policy for employees of
the New Haven Public Schools.

L 20; 10-221;
[4-275b; 14-275¢; 14-276a; 14-280
New Haven, Art. XXIX, § 150

Legal References: Conn. Gen. Stat. ¢ 10-186; 10-2

Policy amended: January 11, 1999 NEW HAVEN PUBLIC SCHOOLS
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Routes and Service

The New Haven Board of Education establishes the following guidelines concerning
reasonable and desirable transportation for students with reference to walking distances

in accordance with the provisions of Conn. Gen. Stat. § 10-186:

® Transportation will be provided for students in grades K through 4 who
live more than one mile walking distance from the school
g fs M) b R I S s 3. s . S R s | - Iy & g -
® Iransportation will be provided for students in grades 5 through 8 who
live more than one and one-half miles walking distance from the school
® Transportation will be provided for students in grades 9 through 12 who

live more than two miles walking distance from the school

Also, transportation will be provided for distances shorter than the above when walking 1s
considered to be hazardous due to conditions such a lack of sidewalks on highways or
main streets, or the lack of sidewalks on street where there are hills, which may block a
motor vehicle operator’s view of pedestrians.

In addition to the above transportation required for distance, the New Haven Public
Schools will provide reasonable and desirable transportation for students enrolled in
special mandated programs including the use of medicars when necessary.

Transportation will be provided where it is considered reasonable and desirable for
students who attend school out of their school district and are enrolled in a special
program which is authorized by the Board of Education. However, transportation will

not be provided for students who attend a school other than the one in their own district
under some special, separate agreement.

The Board of Education reserves the right to determine and change the type of
transportation offered when it is considered feasible to do so, such as issui
reimbursing students who ride regular Connecticut Transit buses, using contractual
s or providing taxi service.

school bus
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Transportation

Routes and Service (continued)

Decisions regarding whether or not transportation will be provided by the Department of
Education will be made by the support services” officer in consultation with the Assistant
Superintendent-Business, the school principal, and the appropriate Director of the school
involved. Parents may appeal to the Board of Education if they do not agree with the
decision by submitting a written request to the Superintendent. Upon such a request, the
President of the Board of Education shall order a hearing within 10 days after receipt of
the request. The hearing shall be held before one or more members of the Board of
Education to be designated by the President, in accordance with the provisions of Conn.
Gen. Stat. § 10-186. The Board of Education shall make a finding within ten days after
such hearing.

In accordance with the provisions of Conn. Gen. Stat. § 10-186, an aggrieved person may
appeal the Board of Education’s decision to the State Board of Education.

Legal References: Conn. Gen. Stat. §§ 10-97: 19-186; 10-187, 10-220; 10-2734; 10-
277: 10-281; 14-275, et seq.; 16-309B; 53-198: P.A. 75-639: P.A.
78-201s; P.A 78-278s

Charter of the City of New Haven, Art. XXIX, § 150




The Board of Education, in accordance with applicable state and federal law, shall
provide. as a related service, safe and &ppmmm te transportation as required to implement
the Individualized E @mummm Program (“IEP”) for each child requiring special education

and related services.

1. Total travel time shall not exceed one hour each way to and from a special
education facility unless an appropriate placement cannot be made without
exceeding the one hour travel limit. In this case, written parental consent 1s
required and exceptions must be approved by the State Department of Education.

all be in-serviced z‘agan ing ”m x@w ific needs of children

3. In addition, the New Haven Board of Education shall provide transportation aides
where such aides are ascertained to be necessary to ensure safe and appropriate
transportation

4. If the New Haven Board of Education requests that the parent transport the child,
it shall reimburse the parents for the cost of such transportation.

5. No parent shall be required to provide transportation, nor shall the Board of
Education be relieved of the obligation to provide transportation for a child
because of the inability or unwillingness of the parent to provide transportation.

6. The type of transportation and need of safety devices should be discussed at a
Planning and Placement Team (“PPT”) meeting and indicated on the child’s IEP.

Legal References: Conn. Gen. Stat. §§ 10-76a, 10-76d; 10-253,14-212; 14-275b




TRANSPORTATION REQUEST / UPDATE FORM

DATE

TRAMSFER CHANGE NEW GRADE
STUDENT NAME 5CHOOL MSHEET
HOME PHOMNE EMG#L  EMG#:__ EMGH#S

PRESENT ADDRESS

NEW ADDRESS

TRANSPORTATION ADDRESS )
(IF DIFFERENTY
TRANSFER/ENTRY TO DATE OF TRANSFER/ENTRY __

(SCHOOL)

TRANSPORTATION NEEDED (Y/N) _ ‘ LIFT VAN NEEDED (Y/N)

MODE OF TRANSPORTATION (YELLOW BUS-VAN—STOP-HOME)

START TIME DISMISSAL TIME
COMMENTS APPROVED BY

(SUPERVISOR)

e e oo A o R <o R S RS SR S G, ST L R R AT R SRS SRSy U e Yl s OSSR WL WD A s S o ot LS (SRR TR RS 5T SRS S S S S TS A Sl S S, WS G S S S T S S <o s

SPORTATION OFFICE ONLY
TRANSPORTATION BEGINS ON®
BUS/VAN ¥ MASTER SHEETH#
PICKUP / 5TOP AT
PICKUP TIME DISMISSAL TIME
COMMENTS

«CHANGES ARE SENT TO THE COMPANY ON TUESDAY AND GO INTO
EFFECT ON THURSDAYS.

DATE RECEIVED

591



and Non-Instructional Operations

Transportation Eguipment

Buses or other transportaiion vehicles that do not conform to the
applicable laws and regulations shall not be used for transporting school childre
from schoo! or on school-sponsored activities. Any field trips booked throt agh t

Transportation Office must use vehicles that meet the requirements of “the law.

requirements m‘"

£11
Eé;

Legal References:

Janvary 11, 1899
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Reporting of School Transportation Complaints
The New Haven Board of Education authorizes the Superinienden
implement z;md maintain a reporting procedure for all complaints
transportation safety.

o2

221 10-221¢

Legal References: Conn. Gen. Stat. §§
Charter of the City wf New Haven, Art. XX

[ % é“%% hih%f {0
relative 1o school

¢ 150
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Transportation
Reporting of School Transportation Complaints

B

The Board establishes the following procedures to monitor transportation complaints:

i The Principal and/or designee will:
Al Complete Part [ of the Transportation Complaint form

St

Sign the form

Retain Page 1 of the Transportation Complaint form

Send the rest of the Transportation Complaint form to the Transportation
Department within one school day.

o
=R

2. The Transportation Department:
A. Reviews and logs complaints

Keeps Page 2 of the Transportation Complaint form
Sends the complaint to the appropriate vendor in the order received

Lk

The Vendor will:

Al Investigate the complaint
B. Complete Part I1 of the Transportation Complaint form

Take appropriate action to rectify problem
Sign the Transportation Complaint form and retain Page 3
Send Page 4 back to the Transportation Department within two school

vhwie:

days

ry 11,1999 NEW HAVEN PUBLIC SCHOOLS
Tav Connectic
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Reporting of Schos
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[ransportation Department will:

iew the vendot’s response to the complaint
¢ whether the complaint has been resolved, or

“ide whether to fine the vendor
in decision and sign Part U of form.

The Superintendent or designee will hold bi-monthly meetings to reviey
levy fines, if warranted.

Legal References:

Conn. Gen. Stal.

$810-221: 10-221¢

Charter of the City of New Haven, Art. XXIX, § 15

NEW HAVEN PUEB
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Business and Noon-Instr

Purpose and Facilities: Foed Service

‘é;me educational progre
or the best work from the

The school lunch pro
attractive, wholesome,
students.

To accomplish this objective with appropriate economy, all administration of the food
services program will be coordinated in the office of the Superintendent or his Ezu
designee. Business functions to be centralized will mdmd mmmﬁ purchasing of food
and supplies, a district-wide salary schedule for all food service employees, centrally
planned menus, and regular andit of all accounts.

The educational aspects of the school lunch program will be the responsibility of each
school principal, subject to duw counsel and direction from the ;@%upumimdcm of
Schoots.

Legal References: Conn. Gen. Stat. $§ 10-215, 10-221
Policy amended: January 11, 1999 NEW HAV ?ﬁ”ﬁ?’% E% IBL §%’” %i HOO
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Business and |

Free or Reduced Price Lunches

National School Lunch Program reg !
students when fan E} income 1s mmmuuﬁ to provide
food of the proper quality and amount for good nutrition.

Parents shall be informed of the district policy concerning “Meals for Needy Children”
and a letter and application form will be distributed to all parents during the first few
weeks of school. The letter will contain information on the eligibility standards,
procedures for applying for free “Meals for Needy Children”, and how an appeal may be
filed for an adjustment in the decision with respect to the application. This information
and an application form will also be provided whenever a new student is enrolled.

A public news release containing this same information will be made available to local
news representatives early in the school year. Copies of this public release will be made
available upon request to any interested party. Subsequeni changes in the district
eligibility standards during the school year, which are approved by the state agency., will

also be publicly announced.

1. Free or reduced price lunches and/or supplementary milk will be provided for all
students who qualify on the basis of financial need. Breakfast snacks may be
provided in cases of extreme nutritional deficiency.

2. There shall be no discrimination in the furnishing of meals or supplementary milk
because of race, religion. source of income or any other unlawful basis.

3. The mt}mwmiw of students receiving agsiﬁmmt‘: under this policy shall be
protected. The names of these students will be treated in a confident ‘»;,g manner.
They will use the same tickets for miik fmd lunch and will obtain these items in
the same manner and place as do all other children.

4. Requests for free lunches, reduced price lunches and/or supplementary milk
which have been denied may be appealed to the Supenntendent.

5. Records of students receiving assistance shall be kept at each school. A monthly

ol J

report shall be submitted to the district office where records for audit purposes
will be maintained.

amended: Januvary 11, 1999 NEW HAVEN PUBLIC & %f’ THOOLS

New Haven, Connecticut
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6. Eligibility for the “Meals for Needy Children™ pr

i

following:

Al Emergency Situations

A child’s statement of need is sufficient for providing assistance on a
temporary basis. A family contact should be made imme: diately to
determine the extent and probable duration of need. In cases of family
emergency such as sudden unemployment. illness, death, desertion, efc
assistance will be provided as needed.

B. Objective Standards of Need

Eligibility for assistance, other than for emergency situations, will be
determined on the basis of income and famﬂy size as indicated on the
scale provided by the district.

C. Priority to Neediest Families

If it is not possible for the district to meet all requests for free or reduced
price meals, priority shall be given to those children from families whose
income is lowest on the scale regardless of source of income.

If school authorities feel that a family’s financial situation has changed, and the
students are no ﬁ@ﬁge eligible for free meals, a hearing procedure waiﬁ be used by
the Superintendent to challenge the continued eligibility. In the event of such a
challenge, the family will be given a reasonable period of time in advance of the
hearing to review the information on which the challenge is based. Children will
continue to receive free meals until the conclusion of the hearing.

Legal References: Conn. {ven Siail.

g
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olicy amended: January 11, 1999 NEW H%VEN %”“% @iﬁ@ sC H WL}E%
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Food Sales other than the National School Lunch Program

No food or drinks which do not meet the minimal nutritional values set by the Food and
Nutrition Service of the U.S. Department of Agriculture (the “USDA™) may be sold or
made available for sale in any school in the district one-half (1/2) hour before and after
the end of the designated lunc h period. No food or drink distributing machine shall be
accessible to students during those hours unless the food or drink being sold meets the

minimal nutritional values specified.

1

shall be himited to the period before the designated lunch period.

Promotional i'ifzéﬂﬁ V5 aleg

Such sales require approval of the school pi‘mmpab

Sale of food or drinks during the period from the beginning of the school day until the
end of the last lunch period i3 regarded as being competitive with the National School
Lunch Program or the School Breakfast Program. Foods and drinks which do meet or
exceed the minimal nutritional values of the USDA and which are sold during the period
above are, however, not considered to be competitive with those programs. These may
be sold during the times cited above, but all profits from such sales must go to the
school’s nonprofit meal program or to student organizations as approved ?m the school
principal.

The Secretary of the USDA has approved a list of competitive foods which may %x: sold,
and the State of Connecticut may extend that ?5  but «:‘m%j foods approved by the USDA
and/or the State of Connecticut may be sold in district schools during the above-
referenced hours.

The listing of categories of foods of less than minimal nutritional value shall be used as a
guide to sales of competitive foods diid drinks in the schools, with the understanding that
the listing may be modified by the USDA and/or the State of Connecticut. The list is set
forth in Board policy 3542.33(b), infr:

1220
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‘ood Sales by Students/Others

Categories of Foods of Minimal Nufritional Value

I \s defined by 21 CFR part 165.175, except that artificial
an ingredient that is mdmigf m this definition

2. Water lees — As defined by 12 CFR part 135.160, except that water ices which
contain fruit or fruit juices are not included in this definition

3. Chewing Gum — Flavored products from natural or synthetic gums and other
ingredients which form an insoluble mass for chewing

4. Certain Candies — Processed foods made predominately from sweeteners with a
variety of minor ingredients wfm@h dmmuwm@ the following types:

A. Hard Candy, such as sour balls, fruit balls, candy sticks. lollipops, starlight
mints, after dinner mints, sugar wafers, rock candy, cinnamon candies,
breath mints, jaw breakers and cough drops.

B. Jellies and gums, such as gum drops, jelly beans, jellied and fruit-flavored
shices.

C. Marshmallow candies.

D. Fondant, such as candy corn, soft mints

E. Licorice — a product made mostly from sugar and corn syrup which is
flavored with an extract made from the licorice root.

F. Spun candy.

G, Candy coated popcorn, a product made by coating popcorn with a mixture
made predominately from sugar and corn syrup.

Legal References: National School Lunch Program and School Breakfasi Program

NEW HAVEN PUBLIC s8¢ ’Hﬁ%ﬂ}%%
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Finance: Food Service

ﬁ @”‘ 5¢

Food in the school ca f’e;;f‘éwi"ﬁ:} she
@ﬁif e as wié pfz*\/ EE
*articipation in the National School Lunch Program

Participation in the National School Lunch Program is herewith authorized.
Authorization is granted to the Superintendent to act on behalf of the Board for purposes

of participating in the National School Lunch Program.

ood Storage Provisions

Storage of food and supplies st e done so as to prevent waste, spoilage, pilferage, and
Storage of food and supp hall be don pi t wast "‘xﬁ ilage, pilferage, and
the issuance of food and supplies shall be restricted to the purposes of the school food

service only.
Approval of Menu Prices
Prices of all items on the menu shall be submitted to the Board annually for its approval,

and otherwise as changes are needed. Revenues from lunchroom sales should offset the
costs which are borne by the food service program.

Legal References: Conn, Gen. Stat. §¢ 10-215; 10-216; 10-221
Charter of the City of New Haven, Art. XXIX, § 150

Policy amended: January 11, 1999 NEW HAVEN PUBLIC %&%% OLS
New Haven, Connecticut
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“xcept for emergencies or reasons of economy, the purchase of major pieces ¢
equipment such as sc ses shall be sct kdiﬁ ed so that annual ?mdw tary
appropriations for capi sai é‘smﬁ y will be of similar size or will show a continuous trend
without severe fluctuations.

i

f
I

A long-range and short-range plan for capital outlay shall be developed by the
Superintendent in order to prevent severe fluctuations in the annual capital outlay fund,
and to provide an orderly process for acquisition of needed equipment and facilities
within budgetary constraints.

Legal References: Conn. Gen. Stat. § 10-221

Charter of the (,Z{}/ of New Haven, Art. XXIX, 5§ 150, 153
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Policy amended: January 11, 1999 NEW HAVL ?%é P %j@Mi SCHOOLS
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