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SCHOOL DISTRICT SECURITY POLICY   
 

For many years, our community has enjoyed the benefits of an “open campus” environment in 
our school district. To the greatest extent possible, the Board wishes to continue to preserve the 
feeling of an open, warm and welcoming environment, which is consistent with the type of 
community that we have created in Tarrytown and Sleepy Hollow overall. At the same time, the 
realities of life in the 21st Century require us to have a clear policy concerning building and 
grounds security throughout the District, to appropriately safeguard our children, staff and 
community members, as well as to protect school facilities and property. 
 
To this end, the Superintendent, administration and staff will ensure the following.  
 

• Access: While we welcome parents, community members and visitors into our schools 
for a wide range of appropriate activities, the District will take necessary steps to 
maintain physical management of access to our school facilities. This includes the 
ability to physically “see” the individuals who seek access before access is actually 
granted, and it includes the ability to deny building entry through all doors, except those 
that are monitored  
and designated for building entry. The District also reserves the right to deny school or 
grounds access to any individual at any time. 

 
• Authorization: Each school will maintain a system to ensure that all visitors (all adults, 

including parents and any other individuals), immediately upon entry into a building, are 
signed in and issued a Visitor Pass that shall be worn prominently and be easily visible 
throughout their stay in our buildings.  
 
Any visitor in our school buildings who has not signed in, or who is not visibly 
displaying their pass, will be asked to do both; if they are unwilling to do so, they will 
be considered an unauthorized visitor and asked to leave school grounds. Any 
unauthorized visitor who does not comply with this request will be removed from 
school grounds. Staff will be trained on the proper procedures for dealing with 
unauthorized visitors, as defined by the administration. 
 
Those attending special events who may not usually be asked to register for a Visitor 
Pass (such as those attending sporting events, plays and concerts) will be expected to 
remain in the areas designated for those events; they do not have the right to travel 
throughout other parts of our facilities without proper authorization.  

 
• Use of Buildings and Grounds:  

o During school hours, the use of all school facilities, including school buildings 
and school grounds, shall be limited to students, staff, and those directly 
involved in educational activities, as approved by building or District 
administrators. 
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o During off hours, the use of school buildings is allowed only for activities 
approved in advance by building or District administration. The use of District 
grounds and athletic facilities for non-district sponsored team or group play is 
allowed only with advance approval of District administration. The use of 
District grounds by individuals for legal activities that will not harm the grounds 
(e.g., use of playgrounds, walking, jogging) shall be allowed, although the Board 
of Education reserves the right to limit any such activity if it deems necessary, 
for any reason. 

 
• Securing/Monitoring of Buildings and Grounds: The District reserves the right to use 

video for monitoring and surveillance of public spaces inside school buildings (such as 
entrances and hallways), on buses, and throughout school grounds (such as parking lots, 
athletic fields, and other areas surrounding our buildings). Video may be used in “real 
time” to assist in access control (for example, to “buzz in” visitors at a front door, or to 
monitor access or behavior), or for the purpose of providing archival records of any 
unlawful entrance or activity in or around our buildings. The District will monitor with 
video only (no sound); we will display appropriate signage and include notification in 
student handbooks to inform people that our buildings and grounds may be monitored; 
and we will archive those recordings in a consistent manner, with access tightly 
controlled by the Superintendent or his designee, for a period of time to be determined 
by the Superintendent.  
 
In addition to the foregoing, the District reserves the right to monitor and secure its 
buildings, property and grounds through the use of its personnel and outside contractors. 

 
 
 
Cross Reference: Policy #1500 Public Use of School Facilities 
   Policy #1500R – Public Use of School Facilities Regulations 
 
Adopted:   August 28, 2008 
Revised:  October 8, 2015  
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COMMUNICATIONS WITH THE PUBLIC - PUBLIC CONDUCT ON SCHOOL 
PROPERTY 

 
 
 
The Board of Education recognizes that the primary purpose of the school district is to provide 
a superior atmosphere for learning and education.  Any action by an individual or group(s) 
aimed at disrupting, interfering with or delaying the education process or having such effect, is 
hereby declared to be in violation of Board policy.  The Board shall approve rules and 
regulations to effect this policy as required by Education Law Section 2801. 
 
The Board also recognizes its responsibility to protect school property and declares its intent to 
take any and all legal action necessary to prevent its damage and/or destruction.  The Board will 
also seek restitution from, and prosecution of, any person or persons who willfully damage 
school property. 
 
It is not the intent of this policy to limit freedom of speech or peaceful assembly.  The Board 
recognizes that free inquiry and free expression are indispensable to the objectives of a school 
district.  The purpose of the rules and regulations is to prevent abuse of the rights of others and 
to maintain public order, not to prevent or restrain controversy or dissent. 
 
Legal Reference:   Section 2801, Education Law 
 
Adopted:    October 23, 1990 
 
Reaffirmed:    November 19, 1998 
 
Revised:  June 14, 2012  
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AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND EQUIPMENT 
 
 
 The Board of Education permits the use of district-owned materials and equipment (e.g., 
laptop computers, cell phones, audio-visual equipment, etc.) by members, officers, and 
employees of the district when such material and equipment is needed for district-related 
purposes. 
 
 All equipment shall be inventoried and the business office shall maintain a list of all 
equipment assigned for individual use. 
 
 The Superintendent of Schools, in consultation with the school business official, shall 
identify individuals who may properly authorize the loan and use of material and equipment.   
Borrowers of such material and equipment are responsible for its proper use, care, and 
maintenance and shall not have the authority to use it for private, non-business purposes.  
Regardless of condition or other factors, all loaned equipment must be returned to the district.  
No item may be sold to or purchased by the borrower unless such equipment has been returned 
to the district for evaluation and designated for disposal in accordance with district policy and 
procedures. 
 
 Borrowers of district-owned equipment shall be fully liable for any damage or loss 
occurring to the equipment during the period of its use, and shall be responsible for its safe 
return.  Borrowers of district cell phones shall reimburse the district for any charges or expenses 
incurred during their use in excess of the district’s contract.  
 
 
 
 
Adopted:  September 8, 2005 
 
 
 
 
 
 
 
 

UNION FREE SCHOOL DISTRICT OF THE TARRYTOWNS 



 
 

       8334 
 
 

USE OF CREDIT CARDS 
 
 
 The Board of Education permits the use of district credit cards by certain school 
officials and Board members to pay for actual and necessary expenses incurred in the 
performance of work-related duties for the district. A list of names of those individuals who 
will be issued a district credit card will be maintained in the business office. All credit cards 
will be in the name of the school district. 
 
 The district shall establish a credit line not to exceed $2,500 for each card issued.   
 
 Credit cards may be used only for legitimate school district business expenditures. The 
use of credit cards is not intended to circumvent the district’s policy on purchasing. 
 
 Users must take proper care of these credit cards and take all reasonable precautions 
against damage, loss, or theft. Any damage, loss, or theft must be reported immediately to the 
business office and to the appropriate financial institution. Failure to take proper care of credit 
cards or failure to report damage, loss, or theft shall subject the employee to financial liability. 
  
 Purchases that are unauthorized, illegal, represent a conflict of interest, are personal in 
nature, or violate the intent of this policy shall result in credit card revocation and may result in 
discipline of the employee. 
 
 Users must submit detailed documentation, including itemized receipts for commodities, 
services, travel, and/or other actual and necessary expenses that have been incurred in 
connection with school-related business for which the credit card has been used.  
 
  
 
Cross-reference:  Policy #6700 Purchasing 
         Policy #6830 Expense Reimbursement 
 
Legal Reference: Education Law §§1724(1); 2524(1) (itemized, audited, and approved 
   vouchers required) 
   Opns. St. Compt. No. 79-202 (use of multi-purpose credit cards by  
   municipal employees) 
   Opns. St. Compt. No. 79-494  
   Opns. St. Compt. No. 78-897 (gas credit cards) 
 
 
Adopted:    September 8, 2005 
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CONTROLLED SUBSTANCE AND ALCOHOL TESTING  
 

The Board of Education of the Public Schools of the Tarrytowns acknowledges its role as guardian  
for those students enrolled in the District’s Schools.  Toward this end for employees of the District,  
particularly those in “safety sensitive positions,” the Board of Education and the Superintendent of  
Schools will ensure compliance with the recently enacted regulations of the “Omnibus Transportation  
Employee Testing Act.” 

 
The Superintendent will incorporate the District’s existing policy as it pertains to all district  
employees with respect to illegal or illicit drug and alcohol use, into those of the “Omnibus  
Transportation Employee Testing Act.”  It is the District’s intention to comply fully with the  
Omnibus Act and DOT’s regulations governing drug and alcohol use and testing, and the  
requirements of the DOT’s regulations are hereby incorporated into this policy.  In the event DOT’s  
regulations are amended, this policy and the applicable terms, conditions, and/or requirements of this  
policy shall be deemed to have been amended automatically at that time, without the need for  
redrafting in order to reflect and be consistent with DOT’s regulations.  In such case the District  
reserves the right to apply the amended requirements immediately and without giving prior notice to  
drivers and/or applicants, unless such notice is required by DOT or another applicable law. 

 
The Superintendent or his designee will establish administrative procedures to implement this policy,  
particularly in regard to testing methods, record keeping, notification of staff, collective bargaining  
agreements, and written acknowledgement from affected employees who receive this information. 
 
All employees so affected by this policy will receive a copy of this policy and administrative  
regulations regarding testing requirements, procedures, and the like. 
 
It is the intent of the District to recognize that the potential of a more serious problem may exist with  
those individuals found in violation of the District policy.  Within this framework the Public Schools  
of the Tarrytowns will make available a listing of those outreach programs which may prove  
beneficial to that employee and his/her family. 
 
Any violation of this Policy, the District’s Administration Regulation, the Drug and Alcohol Testing  
Educational Material, the Omnibus Act or DOT Regulations by a covered employee shall be grounds  
for disciplinary action, up to and including discharge, in a manner consistent with the District’s pre- 
existing policies, practices, and any applicable collective bargaining agreement. 
 
The Superintendent shall also provide for an informal administrative appeal process whereby a  
covered employee may appeal a positive alcohol test and/or controlled substance test.  Said process  
shall not interfere with DOT-mandated actions (e.g., removal from safety-sensitive functions).   
Return to duty will only be considered if the employee has complied with all treatment  
recommendations and achieved a negative result on a follow-up test. 

 
Adopted:   January 1, 1996 
 
Reaffirmed: January 21, 1999 
 
Reaffirmed:   January 29, 2015 
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CONTROLLED SUBSTANCE AND ALCOHOL TESTING  

Administrative Regulations 
 

1.0 PURPOSE 
 
The U.S. Department of Transportation (hereinafter referred to as the DOT") has issued 
regulations (49 CFR parts 40, 382, 391, 392, and 395) (hereinafter referred to as the 
regulations) pursuant to the Omnibus Transportation Employee Testing Act of 1991 (P.L. 
102143) (hereinafter referred to as the "Omnibus Act) which govern the use of drugs and 
alcohol by commercial motor vehicle drivers, and which require the Union Free School District 
of the Tarrytowns (hereinafter referred to as the "District) to conduct mandatory drug and 
alcohol testing of covered drivers at the times and under the conditions described in this 
Administrative Regulation. 
 
2.0 APPLICABILITY 
 
2.1 Under the District's Policy, drug and alcohol testing will be conducted on any current 
“driver” who may be required to operate a "commercial motor vehicle" (as these terms are 
defined in this Administrative Regulation). The District will also obtain assurance once every 
six months from its independent contractors that provide covered drivers for District work, that 
such drivers are participating in an alcohol and drug testing program consistent with the 
Regulations. 
 
3.0 DEFINITIONS 
 
3.1 "Accident" means any occurrence involving a commercial motor vehicle operating on a 
public road which results in: 
 (i) a fatality; 
 
 (ii) the driver being cited for a moving traffic violation, and (a) a person is injured  

because of the accident and the injuries require immediate medical treatment of  
the person away from the accident scene; or (b) one or more motor vehicles  
involved in the accident incurred disabling damage and must be transported  
away from the accident scene by a tow truck or another vehicle; or  

 
 ( iii) damage to either the vehicle or other property, public or private. 
 
3.2 "Alcohol" means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low 
molecular weight alcohols including methyl and isopropyl alcohol.  
 
3.3 "Alcohol concentration (or content)" means the alcohol in a volume of breath expressed in 
terms of grams of alcohol per 210 liters of breath as indicated by an evidential breath test under 
the District's Policy and Administrative Regulation as described herein. 
 
3.4 "Alcohol" use means the consumption of any beverage, mixture, or preparation, including 
any medication, containing alcohol. 
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3.5 "Commercial motor vehicle" means a motor vehicle or combination of motor vehicles used 
to transport passengers or property if the motor vehicle: 
 
 (i)  Has a gross combination weight rating of 26,001 or more pounds inclusive of a  

towed unit with a gross vehicle weight rating of more than 10,000 pounds; 
 
 ( ii) Has a gross vehicle weight rating of 26,001 or more pounds; 
 
 (iii) Is designed to transport 16 or more passengers, including the driver; or 
 
 (iv) Is of any size and is used in the transportation of materials found to be hazardous  

for the purposes of the Hazardous Materials Transportation Act and which  
require the motor vehicle to be placarded under the Hazardous Materials  
Regulations (49 CFR part 172, subpart F). 

 
3.6 "Confirmation test for alcohol testing" means a second test, following a screening test with 
a result of 0.02 or greater, that provides quantitative data of alcohol concentration. For 
controlled substances testing means a second analytical procedure to identify the presence of a 
specific drug or metabolite which is independent of the screen test and which uses a different 
technique and chemical principle from that of the screen test in order to ensure reliability and 
accuracy. Gas chromatography/mass spectrometry ("GC/MS") shall be the confirmation method 
for cocaine, marijuana, opiates, amphetamines and phencyclidine. 
 
3.7 "Controlled Substance" means: 
 (i) any substance listed on Schedule I of Appendix D to Subchapter B of Title 49 of  

the Code of Federal Regulations or other substance identified in Schedule I; 
 
 (ii)  an amphetamine or any formulation thereof (including, but not limited to "pep  

pills" and bennies); 
 
 (iii)  a narcotic drug or any derivative thereof; or 
 
 (iv)  any other substance, to a degree which renders the driver incapable of safely  

operating a motor vehicle. 
 
3.8 “DHHS" is the Department of Health and Human Services or any designee of the secretary 
of the Department of Health and Human Services. 
 
3.9 "Driver" means any employee who operates a commercial motor vehicle. This includes, but 
is not limited to full-time, regularly employed drivers and casual, intermittent or occasional 
drivers who operate a 
commercial motor vehicle at the direction of or with the consent of the District. 
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3.10 “Medical Review Officer (MRO” will be a licensed physician responsible for receiving 
laboratory results generated by an employer's drug testing program who has knowledge of 
substance abuse disorders and has appropriate medical training to interpret and evaluate an  
individual's confirmed positive test result together with his or her medical history and any other 
relevant bio-medical information. 
 
3.11 "On duty time" means all time from the time a driver begins to work or is required to be in 
readiness to work until the time he/she is relieved from work and all responsibility for 
performing work. On-duty time shall also include all time spent travelling to and participating 
in either a drug or alcohol test when it is pursuant to a random, reasonable suspicion, post 
accident or follow-up test as directed by or on behalf of the District. 
 
3.12”Performing a safety-sensitive function." A driver is considered to be performing a safety-
sensitive function during any period in which he or she is actually performing, ready to 
perform, or immediately available to perform any safety-sensitive functions. 
 
3.13 "Refuse to submit" (to an alcohol or controlled substances test) means that a driver (i) fails 
to provide adequate breath for testing without a valid medical explanation after he or she has 
received notice of the requirement for breath testing in accordance with the provisions of the 
District's Policy and Administrative Regulation, (ii) fails to provide adequate urine for 
controlled substances testing without a valid medical explanation after he or she has received 
notice of the requirement for urine testing in accordance with the provisions of the District's 
Policy and Administrative Regulation, or (iii) engages in conduct that clearly obstructs the 
testing process. 
 
3.14 "Safety-sensitive function" includes:  
 
 (i) all time at or on District property, or on any public property, waiting to be  

dispatched, unless the driver has been relieved from duty by the District; 
 
 (ii)  all time inspecting equipment as required by 49 CFR§§392.7 and 392.8 or  

otherwise inspecting, servicing, or conditioning any commercial motor vehicle at  
any time; 

 
 ( iii)  all time spent driving a commercial motor vehicle; 
  
 (iv)  all time, other than driving time, in or upon any commercial motor vehicle; 
 
 (v)  all time loading or unloading a vehicle, supervising, or assisting in the loading or 
  unloading, attending a vehicle being loaded or unloaded, remaining in readiness  

to operate the vehicle; 
 
 (vi)  all time spent by the driver relating to accidents; and 
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 (vii)  all time repairing, obtaining assistance, or remaining in attendance upon a  

disabled vehicle. 
 
3.15 “Screening test". In alcohol testing, it means an analytical procedure to determine whether 
a driver may have a prohibited concentration of alcohol in his or her system. In controlled 
substance testing, it means an immunoassay screen to eliminate "negative urine specimens from 
further consideration. 
 
3.16 “Substance abuse professional" (SAP) means a licensed physician (Medical Doctor or 
Doctor of osteopathy), or a licensed or certified psychologist, social worker, employee 
assistance professional, or addiction counselor (certified by the National Association of 
Alcoholism and Drug Abuse Counselors certification Commission) with knowledge and/or 
clinical experience in the diagnosis and treatment of alcohol and controlled substances related 
disorders. 
 
4.0 PROHIBITED ACTIVITIES 
 
4.1 The Regulations expressly prohibit drivers from: 
 
 (i)  reporting for duty or remaining on duty requiring the performance of safety- 

sensitive 
  functions while the driver has an alcohol concentration of 0.04 or greater; 
 
 (ii) possessing any amount of alcohol (including alcohol found in medications, food,  

or other alcohol-containing products) while on duty or operating a commercial  
motor vehicle, unless the alcohol is manifested and transported as part of a  
shipment; 

 
 (iii) using alcohol at any time while performing any safety-sensitive function; 
 
 (iv) using alcohol within four (4) hours prior to performing any safety-sensitive  

function; 
 
 (v) using alcohol for eight (8) hours following an accident (as defined in this  

Administrative Regulation) or until he/she undergoes a post accident alcohol  
test, whichever occurs first; 

 
 (vi) refusing to submit to an alcohol or controlled substances test (as defined in this 
  Administrative Regulation); 
 
 (vii)  reporting for duty, remaining on duty requiring the performance of safety- 

sensitive functions when the driver uses any controlled substances, except when  
the use is pursuant to the instructions of a physician who has advised the driver  
that the substance does not adversely affect the driver's ability to safely operate a  
commercial motor vehicle; 
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 (viii)  failing to inform the District that he/she is using an therapeutic drug; and 
  
 (ix)  reporting for duty, remaining on duty or performing safety-sensitive functions  

when the driver tests positive for controlled substances. 
 
4.2  Drivers are also prohibited from failing to inform the District, consistent with existing 
District rules that may require such notification, that the driver is using drugs other than 
therapeutic drugs. 
 
4.3  Any violation of the Omnibus Act, the Regulations, the District's Policy regarding 
Controlled Substance and Alcohol Testing and this Administrative Regulation is also 
considered prohibited  conduct. 
 
4.4  Drivers who violate these prohibitions will be subject to the actions mandated by the 
DOT as described in this Administrative Regulation. Drivers who violate these prohibitions 
may also be  subject to disciplinary action by the District, up to and including discharge, in a 
manner consistent with the DOT regulations, the District's pre-existing policies, practices, and 
any applicable laws and the collective bargaining agreement. 
 
5.0 REQUIRED TESTING 
 
5.1 The District is required by DOT to conduct tests under the following conditions or times; (i) 
following an accident (as defined in these Administrative Regulations) as also described in 49 
CFR §382.303 (ii) on a random basis as described in 49 CFR §382.305; (iii) for reasonable 
suspicion as described in 49 CFR §382.307(iv) return-to-duty testing after engaging in 
prohibited conduct as outlined in Section 4.1 of this Administrative Regulation as described in 
49 CFR.  §382.309 and (v) follow-up testing as described in 49 CFR §382.311 for individuals 
in need of assistance in resolving problems associated with alcohol misuse and/or use of 
controlled substances. 
 
6.0 METHODS OF TESTING 
 
6.1 To ensure the integrity and accuracy of each test, all specimen collection, analysis, and 
laboratory procedures shall be conducted in accordance with DOT's procedural protocols and 
safeguards, as set forth in Part 40 of Title 49 of the Code of Federal Regulations. This includes, 
among other things: (i) procedures to ensure the correct identity of each driver at the time of 
testing; (ii) a chain-of-custody procedure to ensure that the driver's specimen is not tampered 
with; (iii) the use of a trained breath alcohol technicians (BAT) and DOT approved testing 
devices for conducting alcohol tests; (iv) the use of a DHHS-certified laboratory; (v) the 
confirmation of an initial positive drug screen by a second analysis using gas 
chromatography/mass spectrometry (GC/MS); (vi) the confirmation of an initial positive 
alcohol screen by a second analysis; (vii) the District's appointment of a qualified Medical 
Review Officer (MRO) to review the drug test results before they are reported to the District's 
designated representative. 
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6.2 To further facilitate the integrity and accuracy of each test, the District will provide drivers 
with written and/or oral instructions regarding the conduct of the specific test before each 
testing event. The District considers all such instructions to be a part of the District's Policy and 
the District's Administrative Regulation. Drivers who refuse or otherwise fail to comply with all 
such instructions will be subject to disciplinary action, up to and including discharge, in a 
manner consistent with the District's pre-existing policies, practices, and any applicable laws 
and the collective bargaining agreement. 
 
7.0 TEST.RESULTS 
 
7.1 For Drug Tests 
 
 7.11 Before a driver's test result will be confirmed positive for drugs, the driver will  

be given the opportunity to speak with the company's MRO .and demonstrate  
that there was a legitimate medical explanation for the positive test result. If the  
MRO determines that a legitimate medical reason does exist, the test result will  
be reported to the District as "negative. " If the MRO determines that a  
legitimate medical reason does not exist, the  test result will be reported to the  
District as a "confirmed positive." 

 
 7.12 In the event that the test result of a driver's primary specimen is confirmed  

positive, the driver will be notified by District and advised that he/she has 72  
hours to request that the MRO send his/her secondary specimen to a second,  
DHHS-approved laboratory for analysis.  pending the outcome of this additional  
analysis, the driver will be prohibited from performing any safety-sensitive  
functions and, when appropriate, be given a temporary alternative assignment. 
 

7.2 For Alcohol Tests 
 
 7.21  In the event that the driver provides an adequate breath specimen and the initial  

test registers an alcohol concentration level that is less than 0.02, the test result  
will be reported as a "negative, It and no additional test will be required at that  
time. 

 
 7.22 In the event that the driver provides an adequate breath specimen and the initial  

test registers an alcohol concentration level of.02 or greater, a second,  
confirmatory test will be performed. In the event that the driver provides an  
adequate breath specimen and the confirmatory test registers less than 0.02, the  
test result will be reported to the District as "negative." 

 
 7.23 Any driver who confirmatory test registers 0.02 or more but less than 0.04 will  

be prohibited from performing any safety-sensitive function until the driver's  
next regularly- scheduled duty period, but for no less than 24 hours after the test  
is given.  Such a driver may also be subject to additional disciplinary action by  
the District, up to and including discharge, in a manner consistent with the  
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District's pre-existing policies, practices, and any applicable laws and the  
collective bargaining agreement. 

 
 7.24 A driver who, after providing an adequate breath specimen, has a confirmatory  

test which registers 0.04 or greater will, at a minimum be suspended from  
performing safety-sensitive functions until the requirement of 49 –CFR  
§382.605 are met, and will be subject to additional disciplinary action by the  
District, up to and including discharge, in a manner consistent with the District's  
pre-existing policies, practices, and any applicable collective bargaining  
agreement. 

 
8. CONSEQUENCES FOR ENGAGING IN PROHIBITED ACTIVITIES 
 
 8.1  Any driver engaging in conduct prohibited by Section 4.1 of this Administrative  

Regulation shall be prohibited from performing any safety-sensitive functions. In  
addition, such drivers will be evaluated by a disinterested SAP, who shall  
determine what assistance, if any, the driver needs in resolving problems  
associated with alcohol and/or controlled substance use. 

 
 8.2  Any driver engaging in conduct prohibited by section 4. 1 of this Administrative  

Regulation must satisfy any return-to-duty testing requirements and referral,  
evaluation and treatment program prescribed by a SAP as outlined in 49 CFR  
part 382, subpart F, before he/she may be permitted to perform safety-sensitive  
functions.  

 
 8.3  Any driver engaging in conduct prohibited by section 4.1 of this Administrative  

Regulation will be subject to disciplinary action by the District, up to and  
including discharge, in a manner consistent with the District's pre-existing  
policies, practices, and any applicable laws and the collective bargaining  
agreement. In addition, a driver whose test result is confirmed positive will also  
be subject to civil and criminal penalties imposed by DOT. 

 
 8.4  Each driver who has engaged in conduct prohibited by Section 4.1 shall be  

advised by the District of the resources available to the driver in evaluating and  
resolving problems with alcohol and controlled substance use, including the  
names, addresses, and telephone numbers of SAPs and counseling and treatment  
program. 
 

8.5 Appeal Procedure 
 
8.51  Upon a positive alcohol test and/or controlled substance test, a driver may file an  

appeal with the District's Superintendent of Schools (or other District-designated  
hearing officer) by submitting written notice of the grounds for said appeal  
within five (5) days after the employee receives notice of the first test results. 
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8.52  Pending the resolution of the appeal,. No disciplinary action shall be taken;  

provided, however, that DOT-mandated actions - '(e.g., removal from safety- 
sensitive functions) shall not be deemed to be "disciplinary action" within the  
meaning of this rule; provided further that this rule shall not require the District  
to hold disciplinary action, in abeyance beyond any applicable statute of  
limitations, as set -forth in the law or a collective bargaining agreement, unless  
the employee (and in the case of a collective bargaining agreement, his union)  
waive the said statute of limitations, in writing. 

 
8.53  Following receipt of an employee's notice of appeal, the Superintendent shall  

offer the employee an opportunity to be heard regarding same. The employee  
may be accompanied by an attorney and/or majority union representative to this  
meeting. The said meeting is intended to be informal in nature, rather than a  
trial-like evidentiary hearing. 

 
8.54   The Superintendent shall provide the employee and any representative who may  

appear on his behalf with a written decision deciding the appeal. In deciding an  
appeal from a positive alcohol or controlled substance test result, the  
Superintendent shall take into account the original test result(s), any re-testing  
done by the employee at the employee's expense, and any other pertinent  
information that the employee or District may provide. In deciding an appeal  
from a positive controlled substance test result, the Superintendent shall also  
take into account the test results pertaining to the split sample. 

 
9.0 DISTRICT AND MRO COMMUNICATIONS 
 
 9.1  Drivers who are tested for drugs are required to contact the District and the  

District's MRO daily while awaiting the results of their tests. Drivers are also  
required to advise the District of their whereabouts and the telephone number  
where they can be reached during this time. 

 
 9.2  A driver who refuses or fails to contact the District and the District's MRO will  

be considered insubordinate and subject to disciplinary action, up to and  
including discharge, in a manner consistent with the District's pre-existing  
policies, practices, and any applicable collective bargaining agreement. In  
addition, a driver who fails to contact the District and the District's MRO may  
waive his/her right, under this Administrative Regulation, to speak with the  
District's MRO before a test is confirmed possible. 

 
10.0 INFORMATION ON DRUGS AND ALCOHOL 
 
 10.1  Each driver will be provided with the District's Drug and Alcohol Testing  

Educational Material and information concerning: (i) the effects of drugs and  
alcohol on an individual's health, work, and personal life; (ii) the signs and  
symptoms of a drug or alcohol problem; and (iii) the available methods of  
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intervention and treatment when a problem does exist. 

 
 10.2  All questions concerning the educational materials provided by the District, or  
  about the District's Policy or Administrative Regulation, should be directed to  

appropriate person identified on the "Program contacts" list which accompanies  
this Administrative Regulation. 

 
11.0  QUALITY ASSURANCE/QUALITY CONTROL 
 
 11.1  As provided in 49 CFR part 40, the District will submit three blind performance  

test specimens for each 100 employee specimens it submits, up to a maximum of  
100 blind performance test specimens submitted per quarter. These specimens  
will be either blank samples (containing no drugs) or two separately labeled  
portions of a specimen from the same non-covered employee. 

 
 11.2  In the event of a false positive error, the District shall follow the procedures  

mandated by 49 CFR §40.31. 
 
12.0 PROGRAM CONFIDENTIALITY 
 
 12.1  The results of all individual drug and alcohol tests will be kept in a secure  

location with controlled access. 
 
 12.2  All individual test results will be considered confidential. The release of an  

individual driver's results will only be given in accordance with an individual  
driver's written authorization, or as is otherwise required by DDT's regulations,  
or by other applicable federal or state law. 

 
 12.3  The District shall (1) maintain records of its alcohol misuse and controlled  

substances use prevention programs, (2) prepare, maintain and report a summary  
of the results of its testing programs, and (3) ensure that access to such records  
may only be obtained through the methods outlined in the Regulations, as  
provided in 49 CFR part 382, subpart D. 
 

 
Program contacts 
 
 
For Questions Regarding      Contact Person and Phone # 
 
DOT Drug and Alcohol Testing    UFSD of the Tarrytowns 
Requirements       Supervisor of Transportation 
District's Policy, Administrative Regulation or  914-631-3663 
Educational Material 
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DHHS-approved Laboratory      Partners in Safety 
        15 North Broadway, Suite D 
        White Plains, NY 10601 
        914-285-0434 
 
Collection Facilities      Lab Corp. of America 
        297 Knollwood Road 
        White Plains, NY 10607 
        914-287-7337 
 
 
  
Human Resource/Personnel     UFSD of the Tarrytowns 

Assistant Superintendent 
        914-631-9406 
 
Certified Medical Review Officer Services   Dr. Kamer, Partners in Safety 
        15 North Broadway, Suite D 
        White Plains, NY 10601 
        914-285-0434 
 
Drug and Alcohol Counseling and     Employee Assistance Program 
(EAP) 
Rehabilitation Services     1-800-252-4555 
 
 
Ref.:  Omnibus Transportation Employee Testing Act of 1991 (P.L. 102-143) 49 CFR  

parts 40 and 382 
 
Adopted: January 21, 1999 
 
Revised: January 29, 2015  
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OPIOID OVERDOSE PREVENTION 
 
 
 The Board of Education recognizes that many factors, including the use and misuse of 
prescription painkillers, can lead to the dependence on and addiction to opiates, and that such 
dependence and addiction can lead to overdose and death among the general public, including 
district students and staff.  The Board wishes to minimize these deaths by the use of opioid 
overdose prevention measures. 
 

The Board directs the school physician/medical director to issue a non-patient specific 
order to school nurses to administer intranasal naloxone (also known as Narcan, among other 
names).  The non-patient specific order shall include a written protocol containing the elements 
required by the regulations of the Commissioner of Education.  The Board permits school 
nurses to administer naloxone to any person at school or a school event displaying symptoms of 
an opioid overdose.  The district shall purchase and provide the naloxone kits to be stored in 
identified Automated External Defibrillator (AED) cabinets and in the Health Office of High 
School and Middle School facilities. Naloxone shall be accessible during school hours and 
during on-site school-sponsored activities. 
 
 
Ref: Education Law §§922 (volunteer naloxone responder); 6527 (emergency treatment of 

anaphylaxis and opioid overdose); 3023 (liability coverage); 6909 (administration of 
naloxone by nurses) 
Public Heath Law §3309 (volunteer naloxone responder) 
8 NYCRR §§ 64.7 (administration of naloxone); Part 136 (school health services 
program, including naloxone) 
10 NYCRR §80.138 (volunteer naloxone responder) 
Guidance for Implementing Opioid Overdose Prevention Measures in Schools, New 
York State Education Department, 8/11/15, 
www.schoolhealthservicesny.com/files/filesystem/guidance_on_opioid_overdose_preve
ntion_in_the_schools_final.pdf  
Opioid Overdose Prevention: Guidelines for Policies and Procedures, New York State 
Department of Health, March 2014, 
www.health.ny.gov/diseases/aids/general/opioid_overdose_prevention/docs/policies_an
d_procedures.pdf  

 
 
Adopted: April 6, 2017 
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http://www.schoolhealthservicesny.com/files/filesystem/guidance_on_opioid_overdose_prevention_in_the_schools_final.pdf
http://www.schoolhealthservicesny.com/files/filesystem/guidance_on_opioid_overdose_prevention_in_the_schools_final.pdf
http://www.health.ny.gov/diseases/aids/general/opioid_overdose_prevention/docs/policies_and_procedures.pdf
http://www.health.ny.gov/diseases/aids/general/opioid_overdose_prevention/docs/policies_and_procedures.pdf
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OPIOID OVERDOSE PREVENTION 

REGULATIONS 
 
 
 The school physician/medical director shall develop procedures for the placement, 
storage, inventory, re-ordering, administration documentation, reporting, and training of the 
school nurse, regarding the use of naloxone. 
 

The district shall ensure that there is always one backup naloxone kit for each kit that is 
ready to be used in the Middle School/High School facilities.  Backup kits shall be stored in a 
secure manner in the school health office.  When a naloxone kit is used, another backup kit will 
be ordered.  Naloxone that is nearing its expiration date will be replaced.  The school nurse 
shall maintain a log of naloxone supplies containing the following information: lot number, date 
of receipt, expiration date, and location.  The school nurse shall perform an inventory check of 
the health office naloxone supplies monthly.  Middle School and High School Assistant 
Principals shall inspect the naloxone in the AED cabinets monthly. Two times a year health 
office staff and buildings and grounds will inspect the naloxone kits together for quality 
assurance purposes.   

 
School nurses shall follow the non-patient specific order and written protocol for 

administration of naloxone, which includes criteria for assessment and directions for 
administration.   
 

School nurses shall document all administration of naloxone in the same manner as the 
administration of other medications under non-patient specific orders.  School nurses shall 
report all administration of naloxone to the school physician/medical director, Building 
Principal, Director of Pupil Personnel and Superintendent. 
 

Every administration of naloxone shall be reported to the Clinical Director and Program 
Director of the Opioid Overdose Prevention Program in which the district is participating, as 
well as the school nurse. 
 

 
Cross Reference:  #8420 Opioid Overdose Prevention 
   
 
Adopted:  April 6, 2017 
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Meal Charge and Prohibition Against Meal Shaming Policy 
 

I. Purpose 
 

The goal of the Union Free School District of the Tarrytowns is to provide student access to 
nutritious no- or low-cost meals each school day and to ensure that a pupil whose 
parent/guardian has unpaid school meal fees is not shamed or treated differently than a pupil 
whose parent/guardian does not have unpaid meal fees. 
 
Unpaid charges place a large financial burden on our school. The purpose of this policy is to 
insure compliance with federal requirements for the USDA Child Nutrition Program and, and to 
provide oversight and accountability for the collection of outstanding student meal balances to 
ensure that the student is not stigmatized, distressed or embarrassed. 
 
The intent of this policy is to establish procedures to address unpaid meal charges throughout 
the Union Free School District of the Tarrytowns in a way that does not stigmatize, distress or 
embarrass students. The provisions of this policy pertain to regular priced reimbursable school 
breakfast, lunch and snack meals only. The Union Free School District of the Tarrytowns 
provides this policy as a courtesy to those students in the event that they forget or lose their 
money.  Charging of items outside of the reimbursable meals (a la carte items, adult meals, etc.) 
is expressly prohibited. 
 

II. Policy 
 
Free Meal Benefit - Free eligible students will be allowed to receive a free breakfast and lunch 
meal of their choice each day.   A la carte items or other similar items must be paid/prepaid. 
 
Reduced Meal Benefit - Reduced eligible students will be allowed to receive a breakfast of their 
choice for $.25 and lunch of their choice for  $.25 each day. The charge meals offered to 
students will be reimbursable meals available to all students, unless the student’s parent or 
guardian has specifically provided written permission to the school to withhold a meal.  A la 
carte items or other similar items must be paid/prepaid. 
 
Full Pay Students - Students will pay for meals at the school’s published paid meal rate each 
day.  The charge meals offered to students will be reimbursable meals available to all students, 
unless the student’s parent or guardian has specifically provided written permission to the 
school to withhold a meal.  A la carte items or other similar items must be paid/prepaid. 
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ONGOING STAFF TRAINING: 
 

� Staff will be trained annually and throughout the year as needed on the procedures for 
managing meal charges using the NYSED Webinar or the school’s training program. 

 
� Staff training includes ongoing eligibility certification for free or reduced price meals. 

 
PARENT NOTIFICATION: 
 

� Parents/guardians will be notified that a student’s meal card or account balance is 
exhausted and has accrued meal charges immediately via email if requested.. 
 

 
PARENT OUTREACH: 
 

� Staff will communicate with parents/guardians in the event they owe more than $25 for 
meals charged to determine eligibility for free or reduced price meals.  
 

� School staff will make two documented attempts to reach out to parents/guardians to 
complete a meal application in addition to the application and instructions provided in 
the school enrollment packet. 
 

� School staff will contact the parent/guardian to offer assistance with completion of meal 
application to determine if there are other issues within the household causing the child 
to have insufficient funds, offering any other assistance that is appropriate. 

 
MINIMIZING STUDENT DISTRESS: 
 

� School will not publicly identify or stigmatize any student on the line or discuss any 
outstanding meal debt in the presence of any other students. 

 
� Students who incur meal charges will not be required to wear a wristband or handstamp, 

or to do chores or work to pay for meals. 
 

� Schools will not throw away a meal after it has been served because of the student’s 
inability to pay for the meal or because of previous meal charges. 
 

� Schools will not take any action directed at a pupil to collect unpaid school meal fees. 
 

� Schools will deal directly with parents/guardians regarding unpaid school meal fees.  
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ONGOING ELIGIBILITY CERTIFICATION: 
 

� School staff will conduct direct certification with NYSSIS or using NYSED Roster 
Upload to maximize free eligibility.  NYSED provides updated direct certification data 
monthly. 

 

� School staff will provide parents/guardians with free and reduced price application and 
instructions at the beginning of each school year in school enrollment packet. 
 

� Schools using electronic meal application will provide an explanation of the process in 
the school enrollment packet and instructions on how to request a paper application at 
no cost. 
 

� Schools will provide at least two additional free and reduced price applications 
throughout the school year to families identified as owing meal charges. 
 

� Schools will use administrative prerogative judiciously, only after using exhaustive 
efforts to obtain a completed application from the parent/guardian only with available 
information on family size and income that falls within approvable guidelines. 
 

� Schools will coordinate with the foster, homeless, migrant, runaway coordinators at 
least monthly to certify eligible students. 

 
Students/Parents/Guardians may pay for meals in advance via tufsd.org  or with a check 
payable to UFSD of the Tarrytowns.  Further details are available on our webpage at tufsd.org.   
Funds should be maintained in accounts to minimize the possibility that a child may be without 
meal money on any given day. Any remaining funds for a particular student may/will be carried 
over to the next school year. 
 
Refunds for withdrawn, and graduating students; a written or e-mailed request for a refund of 
any money remaining in their account must be submitted.  Students who are graduating at the 
end of the year will be given the option to transfer to a sibling’s account with a written request. 
 
Unclaimed Funds must be requested within one school year. Unclaimed funds will then become 
the property of the Union Free School District Food Service Program.  

 
Ref:   Child Nutrition Act of 1966, 42 U.S.C. §1771 et seq. 

National School Lunch Act, 42 U.S.C., §1715 et seq.  
Guidance Document, State Education Department, Child Nutrition  
Program; “Establishing a Meal Charge Policy”, August 2005 
Education Law §908 “Prohibition against meal shaming” April 12, 2018 

 
 
Adopted: October 4, 2012 
 
Amended: August 30, 2018 
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PROTECTING PERSONAL IDENTIFYING INFORMATION 
AND NOTIFICATION OF SECURITY BREACH 

 
It is the policy of the District to safeguard the personal identifying information of its 

employees and the confidentiality of social security numbers provided to it in accord with 
Section 203-d of the New York State Labor Law and Section 96-a of the New York State 
Public Officers Law.   To safeguard such information, the District:   
 

(1) shall not publicly post, display, communicate or otherwise make available a 
social security number provided to it; 

(2) shall not visibly print a social security number on any identification badge or 
card or any card or tag required for the individual to access products, services or 
benefits provided by the State and its political subdivisions, including any time 
card;  

(3)       shall maintain all documents containing an employee’s social security number 
 in his/her personnel and/or medical file, as appropriate;  
(4) shall not communicate or otherwise make available an employee’s personal 
 identifying information to the general public, which personally identifiable 
 information is defined as including: social security number, home address or 
 telephone number, personal electronic mail address, internet identification  name 
 or password, parent’s surname prior to marriage or drivers’ license  number;   
(5)  shall not require an individual to transmit his or her social security number 

 over the internet, unless the connection is secure or the social security number 
 is encrypted; 

(6)  shall not require an individual to use his or her social security number to 
 access a website, unless a password or unique personal identification number 
 or other authentication device is also required to access the internet website; 

(7)  shall not include an individual’s social security number, except the last four 
 digits thereof, on any materials that are mailed to the individual, or in any 
 electronic mail that is copied to third parties, unless state or federal law 
 require the social security number to be on the document mailed; and 

(8)  shall not encode or embed a social security number in or on a card or 
 document in place of removing the social security number from it as required 
 by this law. 

 Access to the personnel files and medical files of employees shall be restricted to the 
school superintendent and assistant superintendents, along with the clerical personnel under 
their direct supervision.  
 
 Upon adoption, a copy of this policy shall be incorporated into the District’s policy 
manual, which shall be posted on the District web site.  In addition, notice of its adoption and 
how to obtain a copy of this policy shall be provided to all employees and officials of the 
District.   
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 In compliance with this policy and New York State laws, all existing employees and 
officials of the District who will have access to the personnel files and/or the medical files of 
employees shall be trained to safeguard social security numbers and personal identifying 
information by the assistant superintendents within 60 days of the adoption of this policy, and 
any new employees and officials who will have access to such files will be trained to safeguard 
this information as part of their new employee orientation program upon commencing 
employment.  

 
 The Board of Education acknowledges the State’s concern regarding the rise in identify 
theft and the need for prompt notification when security breaches occur.  To this end, the Board 
of Education directs the Superintendent of Schools, in accordance with appropriate business 
and technology personnel, to establish regulations which: 

• Identify and/or define the types of private information that is to be kept secure.  For 
purposes of this policy, “private information” does not include information that can 
lawfully be made available to the general public pursuant to federal or state law or 
regulation; 

• Include procedures to identify any breaches of security that result in the release of 
private information; and  

• Include procedures to notify persons affected by the security breach as required by 
law. 

Any breach of the District’s computerized data which compromises the security, 
confidentiality or integrity of personal information maintained by the District shall be promptly 
reported to the Superintendent and the Board of Education. 

 
 
Cross Reference: Policy #8635R - Protecting Personal Identifying Information and  
   Notification of Security Breach Regulations 
 
Legal Reference:   State Technology Law §§ 201-208 
   Labor Law § 203-d 
   Public Officers Law § 96-a 

Adopted:  January 27, 2011  
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Protecting Personal Identifying Information and Notification of Security Breach Regulations 
 

NOTE:  This regulation has not been changed since it addresses the notification requirement included in 
State Technology Law, rather than the new provision of Labor Law.  In the case of a breach of 
information that meets the definition of the Labor Law’s personal identifying information, but not the 
Technology Law’s definition, NYSSBA recommends consulting with the District’s school attorney as to 
whether notification is required or advisable.  Bear in mind the intent of both laws is to limit identity 
theft and protect privacy. 
Definitions 
 
 “Private information” shall mean personal information (i.e., information such as name, number, 
symbol, mark or other identifier which can be used to identify a person) in combination with any one or 
more of the following data elements, when either the personal information or the data element is not 
encrypted or encrypted with an encryption key that has also been acquired: 
 

• Social security number; 
• Driver’s license number or non-driver identification card number; or 
• Account number, credit or debit card number, in combination with any required security code, 

access code, or password which would permit access to an individual’s financial account. 
 

Note:  “Private information” does not include publicly available information that is lawfully made 
available to the general public pursuant to state or federal law or regulation. 
 
 “Breach of the security of the system” shall mean unauthorized acquisition or acquisition 
without valid authorization of computerized data which compromises the security, confidentiality, or 
integrity of personal information maintained by the District.  Good faith acquisition of personal 
information by an officer or employee or agent of the District for the purposes of the District is not a 
breach of the security of the system, provided that the private information is not used or subject to 
unauthorized disclosure. 
 
 To successfully implement this policy, the District shall inventory its computer programs and 
electronic files to determine the types of personal, private information that is maintained or used by the 
District, and review the safeguards in effect to secure and protect that information. 

 
Procedure for Identifying Security Breaches 
 
 In determining whether information has been acquired, or is reasonably believed to have been 
acquired, by an unauthorized person or a person without valid authorization, the District shall consider: 
 

1. indications that the information is in the physical possession and control of an unauthorized 
person, such as a lost or stolen computer, or other device containing information;  

2.   indications that the information has been downloaded or copied;  
3.   indications that the information was used by an unauthorized person, such as fraudulent 
 accounts, opened or instances of identity theft reported; and/or 
4.   any other factors which the District shall deem appropriate and relevant to such determination. 
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Security Breaches – Procedures and Methods for Notification 
 
 Once it has been determined that a security breach has occurred, the following steps shall be 
taken: 

      
1. If the breach involved computerized data owned or licensed by the District, the District shall 

notify those New York State residents whose private information was, or is reasonably believed 
to have been acquired by a person without valid authorization. The disclosure to affected 
individuals shall be made in the most expedient time possible and without unreasonable delay, 
consistent with the legitimate needs of law enforcement, or any measures necessary to determine 
the scope of the breach and to restore the reasonable integrity of the system. 

 The District shall consult with the New York State Office of Cyber Security and Critical 
Infrastructure Coordination (CSCIC) to determine the scope of the breach and restoration 
measures. 

2. If the breach involved computer data maintained by the District, the District shall notify the 
owner or licensee of the information of the breach immediately following discovery, if the 
private information was or is reasonably believed to have been acquired by a person without 
valid authorization. 

 
Note: The notification requirement may be delayed if a law enforcement agency determines that 

such notification impedes a criminal investigation. The required notification shall be made after the law 
enforcement agency determines that such notification does not compromise the investigation. 
 
 The required notice shall include (a) District contact information, (b) a description of the 
categories of information that were or are reasonably believed to have been acquired without 
authorization and (c) which specific elements of personal or private information were or are reasonably 
believed to have been acquired.  This notice shall be directly provided to the affected individuals by 
either: 
 

1. Written notice 
2. Electronic notice, provided that the person to whom notice is required has expressly consented 

to receiving the notice in electronic form; and that the District keeps a log of each such 
electronic notification. In no case, however, shall the District require a person to consent to 
accepting such notice in electronic form as a condition of establishing a business relationship or 
engaging in any transaction. 

3. Telephone notification, provided that the District keeps a log of each such telephone 
notification. 

 
However, if the District can demonstrate to the State Attorney General that (a) the cost of providing 
notice would exceed $250,000; or (b) that the number of persons to be notified exceeds 500,000; or (c) 
that the District does not have sufficient contact information, substitute notice may be provided.  
Substitute notice would consist of all of the following steps: 
 

1. E-mail notice when the District has such address for the affected individual;  
2. Conspicuous posting on the District’s website, if they maintain one; and 
3. Notification to major media 
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Notification of State and Other Agencies 
 
 Once notice has been made to affected New York State residents, the District shall notify the 
State Attorney General, the Consumer Protection Board, and the State Office of Cyber Security and 
Critical Infrastructure Coordination as to the timing, content, and distribution of the notices and 
approximate number of affected persons.  
 
 If more than 5,000 New York State residents are to be notified at one time, the District shall also 
notify consumer reporting agencies as to the timing, content and distribution of the notices and the 
approximate number of affected individuals.  A list of consumer reporting agencies will be furnished, 
upon request, by the Office of the State Attorney General. 
 
 
 
 
Cross Reference: Policy #8635 – Protecting Personal Identifying Information and   
   Notification of Security Breach  
 
Legal Reference: State Technology Law §§ 201-208 
   Labor Law § 203-d 
   Public Officers Law § 96-a 
 
 
Adopted:  February 17, 2011 
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