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Welcome to the 2018-2019 school year! This newsletter contains information and 
annual notices that you and your student should review carefully to ensure a 
successful and productive school year.   
As always, if you have any questions or concerns, please feel free to contact my 
office. 
Thank you, 
Karen Donahue, Principal 
  

 

 
COMPREHENSIVE STUDENT ATTENDANCE 

A.  Statement of Overall Objectives: 
The Horseheads Central School District sets high standards for all students.  It is our 

philosophy that the Horseheads Central School District is responsible to allow for the maximum 
development of each student’s intellect, character, personality, and aesthetic, physical and social 
potential.  In conjunction with the responsibilities of our school district, it is the responsibility of 
each student to be in school and in class at all times.  There is a known correlation between 
attendance and academic performance and, with this in mind, the School District has developed 
this Comprehensive Student Attendance Policy. 

The objectives of the Comprehensive Attendance Policy are: 
1.  To accurately track the attendance, absence, tardiness, and early departure of students to and 
from school; 
2.  To ensure student attendance in classes so that students may achieve State mandated 
education standards; 
3.  To track students’ location for safety reasons and to account to parents regarding the location 
of their student(s) during school hours; 
4.  To identify and address attendance patterns; 
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5.  To verify that individual students are complying with education laws relating to compulsory 
attendance; 
6.  To accurately record daily attendance for State aid purposes. 
B.  Description of Strategies to Meet Objectives: 

The School District will: 
1.  Maintain an accurate register of attendance for each student to record attendance, absence, 
tardiness, and/or early departure. 
2.  Utilize a data analysis system to track individual student attendance and to identify attendance 
patterns. 
3.  Develop early intervention strategies to improve school attendance. 
4.  Review on an annual basis the Comprehensive Attendance Policy and the building-level 
student attendance records. 
C.  Definitions 

Whenever used within the Comprehensive Attendance Policy, the following terms shall 
mean: 

1.   Scheduled instruction: Every period that a student is scheduled to attend an instructional class 
during the course of a school day during the school year.  At the elementary and middle school 
level, this is every class excluding lunch.  At the high school level, this is every class excluding 
lunch and activity period.  
2.  Absent:  The student misses more than fifteen percent (15%) of the   period of the student’s 
scheduled instruction (e.g., more than 12 minutes of an 80-minute class or more than 6 minutes of 
a 40-minute class). 
3.  Tardy:  The student arrives later than the starting time of the student’s scheduled instruction. 
4.  Early departure: The student leaves prior to the end of the student’s scheduled instruction with 
approval. 
5.   Excused:  Any absence, tardiness, or early departure for which the student has a valid school-
approved excuse.  Such excused absences shall include, but are not limited to, personal illness, 
illness or death in the family, impassable roads due to inclement weather, religious observance, 
quarantine, required court appearances, approved college visits, or other such reasons as may be 
approved by the building administrator. 
6.   Unexcused: Any absence, tardiness, or early departure for which the student has no valid 
school- approved excuse. Such unexcused non-appearance shall include, but are not limited to, 
family vacation, skipping class, oversleeping, or any other absence that is not excused. 
D.  Coding System 

A record of each student’s attendance including absence, tardiness, and early departure 
shall be kept in a register of attendance, which includes the components mentioned in the 
Commissioner’s Regulations.  An absence, tardiness, or early departure will be entered as 
“excused” or “unexcused” along with the District code for the reason.  Administration will establish 
procedures and a coding system for use throughout the district in accordance with the 
Commissioner’s Regulations.   
E.  Intervention Strategy Process – Incentives/Disciplinary Sanctions 
      1.   Minimum Attendance for Course Credit 
                 a.    A student must be noted as present for 85% of a course’s scheduled classes in 
order to earn course credit. 
                        i.           For purposes of minimum attendance requirements, a student shall not be 
counted as present for a class if the student misses more than fifteen percent (15%) of the class, 
whether through tardiness or early departure. 
                        ii.          Students suspended from school will not be marked absent. 
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                        iii.         Students who are not in class due to a school related activity such as 
sporting events, field trips, AP exams, music lessons, or any other such reasons approved by the 
building administrator will not be marked absent.   
                 b.    In order to prevent loss of credit for failure to attend, the district will take the 
following steps: 
                       i.           The parent(s) and/or person in parental relationship will be notified by an 
automated phone message when the student is marked absent. 
                       ii.          After a student has been marked absent for the third time in a class, the 
instructor shall attempt to notify the student and his/her parent(s) or person in parental relation, 
informing them of the attendance policy in regards to course credit as well as the importance of 
class attendance.  The teacher will document the notification. 
                       iii.         A student and his/her parent(s) or persons in parental relation will be 
advised each marking period as to the status of their student’s attendance.  This notification will be 
included on the student’s progress report.  [The school’s attendance policy regarding course credit 
and the actual number of classes the student may miss before forfeiting the right to earn credit is 
published in the student handbook and on the progress report.] 
                 c.    A student who would otherwise receive credit for a course if not for the student’s 
failure to attend may appeal the loss of credit to the building administrator in accordance with 
established procedures.  
2.   Notice of Absences 

Building administration will work with staff to implement parental notification procedures and 
when appropriate, will contact parents/persons in parental relation directly to discuss a child’s 
absences, tardiness, and/or early departures, as well as the importance of class attendance and 
appropriate interventions.  
3.   Disciplinary Procedures 

The pupil may be subject to disciplinary procedures for unexcused absence, tardiness, or 
early departure, including verbal and written warnings, detentions, in-school suspensions, and loss 
of extra-curricular privileges. 
4.   Intervention Strategy Development 

The Building Principal shall meet with other administrators, teachers, and support staff as 
the Principal determines necessary to review student attendance records, address identified 
patterns of unexcused pupil absence, tardiness and early departure, and review current building 
intervention strategies.  When determined that existing intervention policies or practices are 
insufficient, the Principal shall share these findings with the Site-Based Team.  
      The Principal will also notify the Superintendent (or designee) prior to the annual review of the 
Comprehensive Student Attendance Policy. 
F.  Attendance Supervision  

The Attendance Clerk, as directed by the Building Principal, is responsible for reviewing 
pupil attendance records and initiating appropriate action to address unexcused pupil absence, 
tardiness, and early departure consistent with the Comprehensive Attendance Policy.   
 

HOMELESS STUDENTS/STUDENTS IN  
TEMPORARY HOUSING NOTICE 

Children and youth in temporary housing have the right to: 

 Stay in the same school and get free transportation even if it is across district lines 

 Immediately enroll in school without records (school, medical, or vaccination records, proof 
of residency) 

 Get special education services immediately if the student has a current Individualized 
Education Plan (IEP) 
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 Participate fully in any school activities, including before- or after-school activities 

 Get support services and help with things like school supplies through Title I 

 Ge free school meals without filling out an application 

 Get help enrolling in pre-k, Head Start, other preschool programs, and Early Intervention 

 Get help applying for financial aid for college if the student is an unaccompanied youth 
For assistance, please contact the Horseheads Central School District Director of Student Services 
at (607) 739-5601, x4300. 

 
CHARGING OF SCHOOL MEALS 

The Board of Education recognizes that on occasion, students may not have enough funds 
for a meal.  To ensure that students do not go hungry, the Board will allow students who do not 
have enough funds to “charge” the cost of reimbursable meals to be paid back at a later date 
subject to the terms in this policy.  Extra items such as à la carte items and snacks may not be 
charged.   

Charged meals must be counted and claimed for reimbursement on the day that the student 
charged (received) the meal, not the day that the charge is paid back.  When charges are paid, the 
monies are not to be considered “à la carte” transactions, as a section on the daily cash report or 
deposit summary reads “charges paid.” 

Parents/guardians will be notified that a student’s account balance is exhausted and has 
accrued meal charges within five days of a charge, and regularly thereafter until the account is 
replenished. When a student’s account reflects three outstanding meal charges, the District’s Food 
Service Department will notify (or attempt to notify) the parents/guardians of the outstanding 
balance, the process to refill the account, and the District’s policy on charging school meals.  When 
a student’s account reflects five outstanding meal charges, a building administrator or designee will 
contact the parents/guardians. Notification may continue regularly until the account is replenished.  
Parents/guardians must repay all unpaid charges remaining at the end of the year or before their 
child leaves the District, whichever occurs first.   

Students shall not be denied a reimbursable meal, even if they have accrued a negative 
balance from other cafeteria purchases, unless the parent/guardian has provided written 
permission to the school to withhold a meal.  No student with unpaid charges will be prohibited 
from purchasing food if they have money on a particular day.   

Students who cannot pay for a meal or who have unpaid meal debt shall not be publicly 
identified or stigmatized (including wristbands or hand stamps), required to do chores or work to 
pay for meals, or have meals thrown away after they have been served.  District staff shall not 
discuss a student’s unpaid meal debt in front of other students.  The District shall not take any 
action directed at a student to collect unpaid school meal fees.  However, District personnel may 
discretely notify students of their account balances, and that certain items (e.g., à la carte, etc.) 
cannot be provided with charged meals. 

The District shall discreetly notify parents/guardians of students with negative balances of at 
least five meals, determine if the student is directly certified to be eligible for free meals, and 
attempt to reach the parent/guardian to assist them in the application process for free and/or 
reduced price meals, and determine if there are other issues within the household causing the 
insufficient funds and offer appropriate assistance.  If a parent/guardian regularly fails to provide 
meal money and does not qualify for free or reduced price meals, the District may take other 
actions as appropriate, including notifying the local department of social services if neglect is 
suspected. 

If a student is suspected of abusing this policy, written notice will be provided to the 
parent/guardian. 
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The District will notify all parents/guardians of this policy in writing on an annual basis at the 
start of the school year and when families transfer during the year.  The policy shall also be 
published in appropriate school and District publications.  All staff involved in implementing and 
enforcing this policy shall also be notified of these requirements and their responsibilities.  The 
District’s enrollment process shall include the application process for free and reduced price 
meals.  If the District becomes aware that a student is so eligible, it shall file an application for the 
student.  Staff responsible for assisting foster, homeless and migrant students shall coordinate with 
the food services staff to ensure such students receive free school meals. 
Unpaid Meal Charges and Debt Collection 

Unpaid meal charges are a financial burden to the District and taxpayers and can negatively 
affect the school program.  Unpaid meal charges shall be considered “delinquent” as per the 
District’s accounting practices.  The District shall attempt to recover unpaid meal charges before 
the end of the school year, but may continue efforts into the next school year.  The District shall 
notify parents/guardians of unpaid meal charges at regular intervals, and District staff may engage 
in collection activities.  The District may not charge fees or interest and shall offer repayment plans, 
and may take other actions that do not result in harm or shame to the child, until unpaid charges 
are paid.  
Account Balances 

Remaining funds will be carried over to the next school year.  When students leave the 
District or graduate, a written request from a student’s parent/guardian for a refund of any 
remaining funds may be submitted.  Parents/guardians may request that funds be transferred to 
other students (e.g., siblings, unpaid accounts).  All transfer requests must be in writing.  
Unclaimed funds remaining after one school year shall be absorbed by the school meal account. 
Staff 

Staff members are allowed to purchase food from the District’s food services.  However, all 
purchases must be paid for at the point of sale.  Staff members are not allowed to charge meals to 
be repaid later. 

All District personnel with responsibilities under this policy will be trained in the provisions of 
this policy and the requirements of Education Law Section 908 on an annual basis. 

 
APPR OF TEACHERS AND PRINCIPALS 

The District is required to implement Annual Professional Performance Reviews (APPR) of 
most teachers and principals. The outcome of the APPR is that each teacher and principal subject 
to APPR this year will receive a composite evaluation score between 0 and 100. A score of 0-64 
means that the teacher or principal is rated Ineffective, a score of 65-74 means that the teacher or 
principal is rated as Developing, a score of 75-90 means that the teacher or principal is Effective, 
and a score of 91-100 means that the teacher or principal is Highly Effective. You may request the 
final composite rating for the teachers and principals in the school building to which your child is 
assigned for the current school year by contacting the building principal of your child's school. 
Further, if you require additional explanation of the ratings for the teachers and principals, you may 
contact Megan Collins, Director of Human Resources, at 607-739-5601, x4211. 

 
EMAIL ACCEPTABLE USE FOR STUDENTS 

The Horseheads Central School District Board of Education acknowledges that email may 
be an appropriate instructional tool for students.  This policy contains key information regarding 
management of the system and user responsibilities. 

Email services are provided to students whose instructional program, as determined by their 
teachers, the Building Principal and the Technology Director, so require.   A student email account 



6  
  

is obtained as part of the request for general network access and is to be used only to support 
District educational activities.   

Email messages are not private. Routine maintenance may lead to the discovery that users 
have violated this policy, the District Code of Conduct, or the law.  Supervisors and technical staff 
may access a student’s email. 

Email security is a joint responsibility of District technical staff and student email users. 
Student email users must take all reasonable precautions, including safeguarding and changing 
passwords, to prevent the use of their accounts by unauthorized individuals.  This includes a 
familiarity with prevalent invasive activities such as phishing, spoofing, and malware proliferation.  
Definitions of these and related terms shall be provided in ongoing training provided to all students.  

Email is a communications system and messages must not be retained for extended 
periods of time.  

The District Technology Committee will periodically review and update this policy as new 
technologies and organizational changes are planned and implemented.  

 

NETWORK & INTERNET ACCEPTABLE USE  
The Horseheads Central School District Board of Education considers computer access to 

the Internet to be a valuable tool for education.  Staff and student uses of the Internet must be in 
support of education and consistent with the purposes of the Horseheads Central School District.  
This access, through the District network, should be used to support and enhance instruction and 
professional development. 

Because access to the Internet provides connections to systems located all over the world, 
staff, students, and parents of students must understand that neither the Horseheads Central 
School District nor any individual District staff member controls the content available on these 
systems.  Some of the information is controversial and may be offensive.  The Horseheads Central 
School District does not condone the use of such material. 

The Horseheads Central School District Board of Education considers network and Internet 
use to be a privilege not a right and that use entails responsibility. Staff Internet use is currently 
available via individual accounts.  Student Internet use is currently available via individual accounts 
in grades 5 – 12 and shared class accounts in grades K – 4.  CIPA compliant Internet filtering 
software will not eliminate the requirement to act responsibly.  All District users have a 
responsibility to use the network in an appropriate and responsible manner following the rules set 
forth in this policy. 
            Failure to adhere to the regulations accompanying this policy will result in revocation of 
access privileges and may result in disciplinary action. 

Users should expect only limited privacy in the contents of their personal files on the District 
system. Routine maintenance and monitoring of the system may lead to the discovery that users 
have violated this policy, the District / Building Discipline code or the law. 

An individual account search may be conducted to determine if a user has violated this 
policy, the District Code of Conduct, or the law.  The investigation will be reasonable and related to 
the suspected violation. 

 
TEACHER QUALIFICATION 

Pursuant to the federal No Child Left Behind Act, parents and guardians have the right to 
request and receive information about the professional qualification of their children’s classroom 
teachers. Parents wishing such information about their child(ren)’s classroom teachers should 
contact the building principal. 
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PROMOTION AND RETENTION 
       It is essential that each child experience both challenge and success from school activities. 
To this end, the district will make every effort to place each student in the most appropriate 
learning level for a successful educational experience. 
  
Early Identification/Intervention 
       Classroom teachers are expected to make every effort to identify early those students at risk 
of failing. The Building Principal and the parents/guardian must be notified promptly if retention is 
anticipated, and a special support program shall be designed for each child identified as in danger 
of failing. Such support services may include, but are not limited to, individualized assistance 
before, during or after the school day; remedial classes; a change in instructional treatment, and, 
where appropriate, referral to the Committee on Special Education for evaluation. 
  
Promotion/Retention 
     No student will be retained without an appropriate educational plan defining what will occur 
that is instructionally different for the student. Once the educational plan has been implemented, 
the student will be monitored regularly. The educational plan will be revised until the student 
demonstrates acceptable performance. 
       The following provisions shall apply to promotion and placement decisions: 
 No student promotion or placement decision for grades three through eight shall be based 

solely on student performance on the ELA or Mathematics State assessments; 
 Student assessment scores may be considered as a measure of student performance only if 

the decision making process uses multiple measures of assessments and data in addition to 
the State assessments and the State assessments are only a minor factor in the 
promotion/placement decision; 

 In making promotion and placement decisions, the school will consider in class 
performance, teacher observation, homework, input of the parent, social and emotional 
needs as well as any other applicable measures, other than State assessments; 

 The final decision regarding placement and promotion is the decision of the building 
administrator; 

  
      This policy shall be posted on the district’s website. 

 
SPECIAL EDUCATION SERVICES 

Chapter 434 of the New York State Education Law requires school districts to notify parents 
or persons in parental relation of their rights regarding the referral and evaluation of their child for 
the purposes of special education services or programs. This information can be found on our 
district website (www.horseheadsdistrict.com) or on the New York State Education Department 
website (www.nysed.gov) in “A Parent’s Guide to Special Education.”  If you have further 
questions, please contact Kim Williams, Director of Student Services, at 607-739-5601, x4300. 
 

PARENTS’ BILL OF RIGHTS RELATING TO STUDENT DATA 
The Horseheads Central School District, in compliance with Education Law 2-d, hereby 

establishes the following Parents’ Bill of Rights in regard to student data:  
1. A student’s personally identifiable information will not be sold or released for any 

commercial purpose;  
2. Parents have the right to inspect and review the complete contents of their child’s 

educational record. Procedures for reviewing student records can be found in the Board Policy 
entitled “Student Records,” Policy 5500, Regulation 5500-R;  
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3. Security protocols regarding confidentiality of personally identifiable information are 
currently in place and the safeguards necessary to protect the confidentiality of student data are 
maintained at industry standards and best practices. The safeguards include but are not limited to 
encryption, firewalls, and password protection.  

4. New York State maintains a complete list of all student data collected by the State and 
the data is available for public review at www.nysed.gov, or by writing to 89 Washington Avenue, 
Albany, NY 12234.  

5. Parents have the right to have complaints about possible breaches of student data 
addressed. Complaints should be directed to the Superintendent of Schools, One Raider Lane, 
Horseheads, NY 14845. 

 
NOTIFICATION OF RIGHTS UNDER THE  

FAMILY EDUCATION RIGHTS AND PRIVACY ACT 
This is to advise you of your rights with respect to student records pursuant to the Family 

Educational Rights and Privacy Act (FERPA).  FERPA is a federal law designed to protect the 
privacy of student records.  The law gives parents/guardians and students over 18 years of age 
(referred to in the law as “eligible students”) the following rights: 

1. The right to inspect and review the student’s education records within 45 days of the day the 
district receives a request for access. Parents/guardians or eligible students should submit 
to the Building Principal a written request that identifies the records they wish to inspect. 
The Principal will make arrangements for access and notify the parent/guardian or eligible 
student of the time and place where the records may be inspected. 

2. The right to request the amendment of the student’s education records that the 
parent/guardian or eligible student believes are inaccurate or misleading. Parents/guardians 
or eligible students may ask the district to amend a record that they believe is inaccurate or 
misleading by writing the Principal, clearly identifying the part of the record they want 
changed, and specifying why it is inaccurate or misleading. If the district decides not to 
amend the record as requested by the parent/guardian or eligible student, the district will 
notify the parent/guardian or eligible student of the decision and advise them of their right to 
a hearing regarding the request for amendment.  Additional information regarding the 
hearing procedures will be provided to the parent/guardian or eligible student when notified 
of the right to a hearing. 

3. The right to consent to disclosures of personally identifiable information contained in the 
student’s education records, except to the extent that FERPA authorizes disclosure without 
consent. One exception which permits disclosure without consent is disclosure to school 
officials with legitimate educational interests. A school official is a person employed by the 
district as an administrator, supervisor, instructor, or support staff member (including health 
or medical staff and law enforcement unit personnel); a person serving on the school board; 
a person or company with whom the district has contracted to perform a special task (such 
as an attorney, auditor, medical consultant, or therapist); or a parent/guardian or student 
serving on an official committee, such as a disciplinary or grievance committee, or assisting 
another school official in performing his or her tasks. A school official has a legitimate 
educational interest if the official needs to review an education record in order to fulfill his or 
her professional responsibility. Upon request, the district discloses education records 
without consent to officials of another school district in which a student seeks or intends to 
enroll. 

4. The right to file a complaint with the U.S. Department of Education concerning alleged 
failures by the district to comply with the requirements of FERPA. The Office that 
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administers FERPA is: Family Policy Compliance Office, U.S. Department of Education, 600 
Independence Avenue SW, Washington, DC 20202-4605.   

NOTIFICATION OF DIRECTORY INFORMATION DESIGNATIONS 
  In addition to the rights outlined above, FERPA also gives the school district the option of 
designating certain categories of student information as “directory information”.  Directory 
information includes a student’s name, address, telephone number, date and place of birth, major 
course of study, participation in school activities or sports, weight and height if a member of an 
athletic team, dates of attendance, degrees and awards received, most recent school attended, 
class schedule, photograph, including video recordings, e-mail address, and class roster. 
  You may object to the release of any or all of this “directory information”; however, you must 
do so in writing within 10 business days of receiving this notice. If we do not receive a written 
objection, we will be authorized to release this information without your consent.  For your 
convenience, you may note your objections to the release of directory information on the enclosed 
form and return it to the Building Principal, Karen Donahue. 
 

HORSEHEADS CENTRAL SCHOOL DISTRICT 
CODE OF CONDUCT  

 The following is a shortened version of the district’s Code of Conduct, as required by New 

York State SAVE legislation of 2000. For a copy of the complete code, visit the district’s web site at 

www.horseheadsdistrict.com or call 739-5601, x4201.  

Introduction  

  The Horseheads Central School District Board of Education is committed to providing a safe 
and orderly school environment where students may receive and district personnel may deliver 
quality educational services without disruption or interference. Responsible behavior by students, 
teachers, other district personnel, parents and other visitors is essential to achieving this goal.  
  The board recognizes the need to clearly define these expectations for acceptable conduct 
on school property, to identify the possible consequences of unacceptable conduct, and to ensure 
that discipline when necessary is administered promptly and fairly. To this end, the board adopts 
this Code of Conduct.    
  Unless otherwise indicated, this code applies to all students, school personnel, parents and 
other visitors, when on school property or attending any school function (whether on or off 
campus), including, but not limited to athletic events, extra-curricular activities, academic programs 
and programs that highlight the arts. Additionally, students who participate in athletics or extra- or 
cocurricular activities are expected to adhere to all aspects of this policy at all times and may be 
disciplined (including a suspension from their athletic team or extra- or co-curricular activity) for 
conduct which violates this Code, even if the conduct occurs at a non-school event. Students 
engaged in athletics are also expected to adhere to the Athletic Code of Conduct, which is 
attached as an appendix to the Code of Conduct.   
Student Rights  

The district is committed to safeguarding the rights given to all students under state and 
federal law. In addition, to promote a safe, healthy, orderly and civil school environment, all 
district students have the right to:  
1. Take part in all district activities on an equal basis regardless of race, color, weight, creed, 

national origin, religion, gender (including gender identity and gender expression) or sexual 
orientation or disability.  

2. Present their version of the relevant events to school personnel authorized to impose a 

disciplinary penalty in connection with the imposition of the penalty.  

3. Access school rules and, when necessary, receive an explanation of those rules from school 

personnel.  
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Student Responsibilities (Trustworthiness, Respect, Responsibility, Fairness, Caring and Citizenship)  

 All district students have the responsibility to:  
1. Contribute to maintaining a safe and orderly school environment that is conducive to learning 

and to show respect to other persons and to property.  

2. Be familiar with and abide by all district policies, rules and regulations dealing with student 

conduct.  

3. Attend school every day unless they are legally excused and be in class, on time, and prepared 

to learn.  

4. Work to the best of their ability in all academic and extracurricular pursuits and strive toward 

their highest level of achievement possible.  

5. React in a respectful, positive manner to direction given by teachers, administrators and other 

school personnel.  

6. Work to develop mechanisms to control their anger.  

7. Ask questions when they do not understand.  

8. Seek help in solving problems that might lead to discipline.  

9. Dress appropriately for school and school functions.  

10. Accept responsibility for their actions.  

11. Conduct themselves as representatives of the district when participating in or attending 

schoolsponsored extracurricular events and to hold themselves to the highest standards of 

conduct, demeanor, and sportsmanship.  

12. Use District property, including district technology, according to established guidelines and 

rules.  

Student Dress Code  
  All students are expected to give proper attention to personal cleanliness and to dress 
appropriately for school and school functions. Students and their parents have the primary 
responsibility for acceptable student dress and appearance. Teachers and all other district 
personnel should exemplify and reinforce acceptable student dress and help students develop an 
understanding of appropriate appearance in the school setting.  

A student’s dress, grooming and appearance, including hair style/color, jewelry, make-up 
and nails, shall:  
1. Be safe, appropriate and not disrupt or interfere with the educational process.  

2. Recognize that extremely brief garments such as but not limited to tube tops, net tops, halter 

tops, spaghetti straps, plunging necklines (front and/or back) or midriff baring and see-through 

garments that are offensive to others and disruptive are not appropriate.  

3. Ensure that underwear is completely covered with outer clothing.  

4. Include footwear at all times. Footwear that is a safety hazard will not be allowed.  

5. Not include the wearing of hats or other form of head covering during regular school hours 

except for a medical or religious purpose.  

6. Not include items that are vulgar, obscene, libelous or denigrate others on account of race, 

color, religion, creed, national origin, gender, sexual orientation or disability.  

7. Not promote and/or endorse the use of alcohol, tobacco or illegal drugs and/or encourage other 

illegal or violent activities.  

Each building principal or his or her designee shall be responsible for informing all students 

and their parents of the student dress code at the beginning of the school year and any revisions to 

the dress code made during the school year.  

Students who violate the student dress code shall be required to modify their appearance by 
covering or removing the offending item and, if necessary or practical, replacing it with an 
acceptable item. Any student who refuses to do so shall be subject to disciplinary action. Any 
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student who repeatedly fails to comply with the dress code shall be subject to further discipline, up 
to and including out of school suspension.   
Prohibited Student Conduct  

A student shall be subject to disciplinary action in relation to the following:   
A. Engage in conduct that is disorderly, insubordinate or disruptive. Examples of such conduct 

include, but are not limited to:  

1. Disrespecting staff.  

2. Failure to comply with the directions of a teacher, administrator or other school 

employee.  

3. Violation of the district’s dress code.  

4. Lateness for, missing or leaving school or class without permission from or an excuse 

given by a faculty member, staff member, or other authorized person.  

5. Any willful act which disrupts the normal operation of the school community.  

6. Disrupting the educational process.  

7. Interfering with the teacher’s authority over the classroom.  

8. Issuing disruptive or harassing electronic communications (“cyberbullying”), even if the 

communication did not originate from the District or through District servers.  

9. Engaging in any act of discrimination, sexual harassment, bullying, and/or harassment 

as defined in this Code.  

10. Retaliating against any individual who, in good faith, reports or assists in the 

investigation of, among other things, sexual harassment, harassment, bullying and/or 

discrimination.   

B. Engage in conduct that endangers the safety, morals and health and welfare of others.  

1. Stealing, lying, cheating, plagiarism or other acts of dishonesty.  

2. Verbal or physical intimidation.  

3. Fighting or causing physical harm to another.  

4. Using in either words, clothing, or signs, profane, lewd, vulgar, abusive language, words 

or messages (electronic or otherwise) which may incite or offend another person.  

5. Vandalizes school property or the property of a student or staff member.  

6. Violates the civil rights of another student.  

7. Engaging in acts of harassment as defined in the Code of Conduct and/or in the district’s  

Sexual Harassment Policy and Regulation, its Racial Harassment of Students Policy and 
Regulation, or its Dignity for all Students Act Policy and Regulation.   

8. Being under the influence of an alcoholic beverage, drinking an alcoholic beverage or 

being in possession of an alcoholic beverage on school property or at a school function. 

Alcoholic beverages shall mean and include alcohol, spirits, liquor, wine, beer, any type 

of “powdered alcohol,” and cider having alcoholic content. When a student creates a 

look-alike situation by presenting a substance as an alcoholic beverage, the District’s 

reaction will be the same as if an actual alcoholic beverage was present.  

9. Being under the influence of, or the use, possession, sale, distribution, or gift of any 

illegal or controlled substance or any instruments for the use of such illegal or controlled 

substances such as, but not limited to, a pipe, syringe, or other paraphernalia, while on 

school property or at a school function. “Illegal substances” include, but are not limited 

to, inhalants, e-liquids, including propylene glycol (liquid nicotine), cannabinoids 

(marijuana), synthetic cannabinoids (e.g., K2, Spice), cocaine, LSD, PCP, 

amphetamines, heroin, steroids, look-alike or “counterfeit” drugs, and any substances 

commonly referred to as “designer drugs.” When a student creates a look-alike situation 

by presenting a substance as an illegal or controlled substance, the District’s reaction 
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will be the same as if the actual substance was present. Excepted is any drug taken in 

accordance with a current prescription signed by a physician which is to be taken by the 

particular student at the time in question. All medication must be administered through 

the school health office.  

10. Possession or use of or threatening to use, or displaying what appears to be, a weapon 

on school property or at a school function.    

11. Falsely reporting an emergency or tampering with safety or security equipment.  

12. Selling, using or possessing obscene material.  

13. Use or possession of tobacco products on school property or at a school function. 

Tobacco products shall include, but not be limited to, vapor pens (and any material used 

in vapor pens or similar devices), electronic cigarettes or any nicotine dispensing 

product, chewing tobacco, snuff, cigarettes, cigars, or loose tobacco.  

14. Acting as a violent pupil.  

15. Engaging in any act of discrimination or harassment as defined in this Code.  

16. Retaliating against any individual who, in good faith, reports or assists in the 

investigation of, among other things, harassment, bullying and/or discrimination.  

17. Indecent exposure, including exposure to the private parts of the body in a lewd or 

indecent manner.  

 Reporting Violations  

  All students are expected to promptly report violations of the code of conduct to a teacher, 
school counselor, the building principal or his or her designee. Any student observing a student 
possessing a weapon, alcohol or illegal substance on school property or at a school function shall 
report this information immediately to a teacher, the building principal, the principal’s designee, a 
school resource officer, or the superintendent.  
  Any student, parent or other family member, or visitor may report an incident of 
discrimination, bullying and/or harassment. Reports may be made to any staff member, including 
Dignity Act Coordinators, administrators, teachers, and school counselors.  In the event that a 
report is made to a staff member other than a Dignity Act Coordinator, such staff member shall 
immediately inform a Dignity Act Coordinator of the report. All District employees who have contact 
with students are required to report incidents of discrimination, bullying and/or harassment when 
the individual witnesses or receives reliable information regarding any such incident. Allegations of 
discrimination, bullying and/or harassment will be treated as confidential and private to the extent 
possible.   All district staff who are authorized to impose disciplinary sanctions are expected to do 
so in a prompt, fair and lawful manner. District staff who are not authorized to impose disciplinary 
sanctions are expected to promptly report violations of the code of conduct to their supervisor, who 
shall in turn impose an appropriate disciplinary sanction, if so authorized, or refer the matter to a 
staff member who is authorized to impose an appropriate sanction.  
  Any weapon, alcohol or illegal substance found shall be confiscated immediately, if 
possible, followed by notification to the parent of the student involved and the appropriate 
disciplinary sanction if warranted, which may include permanent suspension and referral for 
prosecution.  
  The building principal or his or her designee must notify the appropriate local law 
enforcement agency of those code violations that constitute a crime and substantially affect the 
order or security of a school, including but not limited to incidents of harassment, bullying and/or 
discrimination which may constitute a crime, as soon as practical, but in no event later than the 
close of business the day the principal or his or her designee learns of the violation. The 
notification may be made by telephone, followed by a letter mailed or hand-delivered on the same 
day as the telephone call is made. The notification must identify the student and explain the 
conduct that violated the code of conduct and constituted a crime.  
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Disciplinary Penalties, Procedure and Referrals  

  As a general rule, discipline will be progressive. This means that a student’s first violation 
will usually merit a lighter penalty than subsequent violations.  
Penalties  

  Students who are found to have violated the district’s code of conduct may be subject to the 
following penalties, either alone or in combination: verbal warning, written warning, written 
notification to parent, detention, suspension from transportation, suspension from athletic 
participation, suspension from social or extracurricular activities, suspension of other privileges, 
including district technology or web servers, in-school suspension, removal from classroom by 
teacher, short-term (five days or less) suspension from school, long-term (more than five days) 
suspension from school, permanent suspension from school.   
Procedures  
  The amount of due process a student is entitled to receive before a penalty is imposed 
depends on the penalty being imposed. In all cases, regardless of the penalty imposed, the school 
personnel authorized to impose the penalty must inform the student of the alleged misconduct and 
must investigate, to the extent necessary, the facts surrounding the alleged misconduct. All 
students will have an opportunity to present their version of the facts to the school personnel 
imposing the disciplinary penalty in connection with the imposition of the penalty.  
  Students who are to be given penalties other than a verbal warning, written warning, written 
notification to their parents or detention occurring during the school day at a non-instructional time 
are entitled to additional rights before the penalty is imposed. These additional rights are explained 
in the complete Code of Conduct.  
Discipline of Students with Disabilities  
  The board recognizes that it may be necessary to suspend, remove or otherwise discipline 
students with disabilities to address disruptive or problem behavior. The board also recognizes that 
students with disabilities enjoy certain procedural protections whenever school authorities intend to 
impose discipline upon them. The board is committed to ensuring that the procedures followed for 
suspending, removing or otherwise disciplining students with disabilities are consistent with the 
procedural safeguards required to applicable laws and regulations.  
  This code of conduct affords students with disabilities subject to disciplinary action no 
greater or lesser rights than those expressly afforded by applicable federal and state law and 
regulations.  
Student Searches and Interrogations  
  The board of education is committed to ensuring an atmosphere on school property and at 
school functions that is safe and orderly. To achieve this kind of environment, any school official 
authorized to impose a disciplinary penalty on a student may question a student about an alleged 
violation of law or the district code of conduct. Students are not entitled to any sort of “Miranda-
type” warning before being questioned by school officials, nor are school officials required to 
contact a student’s parent before questioning the student. However, school officials will tell all 
students why they are being questioned.  
  In addition, the board authorizes the superintendent, building principals, and district security 
officials to conduct searches of students and their belongings (including consumables, a student’s 
cell phone or a student’s car that is on school property) if the authorized school official has 
reasonable suspicion to believe that the search will result in evidence that the student violated the 
law or the district code of conduct.    
  An authorized school official may conduct a search of a student’s belongings (including 
consumables) that is minimally intrusive, such as touching the outside of a book bag, without 
reasonable suspicion, so long as the school official has a legitimate reason for the very limited 
search.  An authorized school official may search a student or the student’s belongings (including 
consumables, a student’s cell phone or a student’s car that is on school property) based upon 
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information received from a reliable informant. Individuals, other than the district employees, will be 
considered reliable informants if they have previously supplied information that was accurate and 
verified, or they make an admission against their own interest, or they provide the same 
information that is received independently from other sources or they appear to be credible and the 
information they are communicating relates to an immediate threat to safety. District employees will 
be considered reliable informants unless they are known to have previously supplied information 
that they knew was not accurate.  
  Before searching a student or the student’s belongings, the authorized school official should 
attempt to get the student to admit that he or she possesses physical evidence that violated the 
law or the district code, or get the student to voluntarily consent to the search.  Searches will be 
limited to the extent necessary to locate the evidence sought.  
  Whenever possible, searches will be conducted in the privacy of administrative offices and 
students will be present when their possessions are being searched.  
Student Lockers, Desks and other School Storage Places and Consumables  

  The rules in this code of conduct regarding searches of students and their belongings do not 
apply to student lockers, desks and other school storage places, or email or computer accounts, 
including storage devices (i.e. CDs, disks, flash drives, etc.).  Students have no reasonable 
expectation of privacy with respect to these places and school officials retain complete control over 
them. This means that student lockers, desks and other school storage places may be subject to 
search at any time by school officials, without prior notice to students and without their consent.  
  Additionally, students should be aware that any consumable items (food or beverages) are 
subject to search and inspection by the Administration.   
 Police Involvement in Searches and Interrogations of Students  

  District officials are committed to cooperating with police officials and other law enforcement 
authorities to maintain a safe school environment. Police officials may enter school property or a 
school function to question or search a student or to conduct a formal investigation involving 
students if they have a search or an arrest warrant; or probable cause to believe a crime has been 
or is being committed on school property or at a school function; or been invited by school officials.  
  The principal or designee will be present during any police questioning or search of a 
student on school property or at a school function. Students who are questioned by police officials 
on school property or at a school function will be afforded the same rights they have outside the 
school.    
Visitors to the Schools  

  Since schools are a place of work and learning, certain limits must be set for visits by 
parents and other persons or agencies. The building principal or his or her designee is responsible 
for all persons in the building and on the grounds. For these reasons, the following rules apply to 
visitors to the schools:  
1. Anyone who is not a regular staff member or student of the school will be considered a visitor.  

2. The person or group wishing to visit a school must contact the principal of the school. The 

principal must give prior approval before the visit.   

3. All visitors to the school must report to the office of the principal upon arrival at the school. 

There they will be required to sign the visitor’s register and will be issued a visitor’s 

identification badge, which must be worn at all times while in the school or on school grounds. 

The visitor must return the identification badge to the principal’s office before leaving the 

building.  

4. Visitors attending school functions that are open to the public, such as parent-teacher 

organization meetings or public gatherings, are not required to register.  

5. Teachers are expected not to take class time to discuss individual matters with visitors.  
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6. Any unauthorized person on school property will be reported to the principal or his or her 

designee. Unauthorized persons will be asked to leave. The police may be called if the situation 

warrants.  

7. All visitors are expected to abide by the rules for public conduct on school property contained in 

this code of conduct.  

8. Any consumables (food, beverages, etc.) brought in by visitors are subject to search and/or 

inspection.   

Public Conduct on School Property  
  The district is committed to providing an orderly, respectful environment that is conducive to 
learning. To create and maintain this kind of an environment, it is necessary to regulate public 
conduct on school property and at school functions. For purposes of this section of the code, 
“public” shall mean all persons when on school property or attending a school function including 
students, teachers and district personnel.  
  The restrictions on public conduct on school property and at school functions contained in 
this code are not intended to limit freedom of speech or peaceful assembly. The district recognizes 
that free inquiry and free expression are indispensable to the objectives of the district. The purpose 
of this code is to maintain public order and prevent abuse of the rights of others.  
All persons on school property or attending a school function shall conduct themselves in a 
respectful and orderly manner. In addition, all persons on school property or attending a school 
function are expected to be properly attired for the purpose they are on school property.  
Prohibited Conduct  
No person, either alone or with others, shall:  
1. Intentionally injure any person or threaten to do so.  

2. Intentionally damage or destroy school district property or the personal property of a teacher, 

administrator, other district employee or any other person lawfully on school property, including 

graffiti or arson.  

3. Disrupt the orderly conduct of classes, school programs or other school activities.  

4. Distribute or wear materials on school grounds or at school functions that are obscene, 

advocate illegal action, appear libelous, obstruct the rights of others, or are disruptive to the 

school program.  

5. Intimidate, harass or discriminate against any person on the basis of race, color, creed, national 

origin, religion, age, gender, sexual orientation or disability.  

6. Enter any portion of the school premises without authorization or remain in any building or 

facility after it is normally closed.  

7. Obstruct the free movement of any person in any place to which this code applies.  

8. Violate the traffic laws, parking regulations or other restrictions on vehicles;  

9. Possess, consume, sell, distribute or exchange alcoholic beverages, controlled substances, or 

be under the influence of either on school property or at a school function.  

10. Possess or use weapons in or on school property or at a school function, except in the case of 

law enforcement officers (on active duty) or except as specifically authorized by the school 

district.  

11. Loiter on or about school property.  

12. Gamble on school property or at school functions.  

13. Refuse to comply with any reasonable order of identifiable school district officials performing 

their duties.  

14. Willfully incite others to commit any of the acts prohibited by this code.   

15. Violate any federal or state statute, local ordinance or board policy while on school property or 

while at a school function.  
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16. Commit any willful act which disrupts the normal operation of the school community.  

Penalties  

Persons who violate this code shall be subject to the following penalties:  
1. Visitors.  Their authorization, if any, to remain on school grounds or at the school function shall 

be withdrawn and they shall be directed to leave the premises.  If they refuse to leave, they 

shall be subject to ejection.  

2. Students.  They shall be subject to disciplinary action as the facts may warrant, in accordance 

with the due process requirements.  

3. Tenured faculty members.  They shall be subject to disciplinary action as the facts may warrant 

in accordance with Education Law §3020-a or any other legal rights that they may have.  

4. Staff members in the classified service of the civil service entitled to the protection of Civil 

Service Law §75 or any other legal rights that they may have.  

5. Staff members other than those described in subdivisions 4 and 5. They shall be subject to 
warning, reprimand, suspension or dismissal as the facts may warrant in accordance with any 
legal rights they may have.  

 Enforcement  

  The district shall initiate disciplinary action against any student or staff member, as 
appropriate, with the “Penalties” section above. In addition, the district reserves its right to pursue a 
civil or criminal legal action against any person violating the code.  
  The board of education will review this code of conduct every year and update it as 

necessary.  
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FREE AND REDUCED LUNCH 
Children need healthy meals to learn. Horseheads CSD offers healthy meals every 

school day. Breakfast costs $1.25; Lunch costs $2.10 Grades K-6; $2.35 Grades 7-12. Your 

children may qualify for free meals or for reduced price meals. Reduced price is $0.25 for 

breakfast and $0.25 for lunch. If you believe you qualify, please fill out a Free & Reduced 

application. Be sure your application lists ALL students and household members regardless of 

grade.  

DO I NEED TO FILL OUT AN APPLICATION FOR EACH CHILD?  No. Complete the 
application to apply for free or reduced price meals. Use one Free and Reduced Price School 
Meals Application for all students in your household. We cannot approve an application that is not 
complete so be sure to fill out all required information. Return the completed application to: Food 
Service Office, 950 Sing Sing Road, Horseheads, NY 14845. 

• WHO CAN GET FREE MEALS? All children in households receiving benefits from SNAP, the 
Food Distribution Program on Indian Reservations or TANF, can get free meals regardless of 
your income. Also, your children can get free meals if your household’s gross income is within 
the free limits on the Federal Income Eligibility Guidelines.

• CAN FOSTER CHILDREN GET FREE MEALS? Yes, foster children that are under the legal 
responsibility of a foster care agency or court, are eligible for free meals.  Any foster child in the 
household is eligible for free meals regardless of income.

• CAN HOMELESS, RUNAWAY, AND MIGRANT CHILDREN GET FREE MEALS? Yes, children 
who meet the definition of homeless, runaway, or migrant qualify for free meals.  If you haven’t 
been told your children will get free meals, please call or e-mail Kim Williams at 607-739-5601, 
ext. 4311, kwilliam@horseheadsdistrict.com to see if they qualify.

• WHO CAN GET REDUCED PRICE MEALS?  Your children can get low cost meals if your 
household income is within the reduced price limits on the Federal Eligibility Income Chart, 
shown on this application.

• SHOULD I FILL OUT AN APPLICATION IF I RECEIVED A LETTER THIS SCHOOL YEAR 
SAYING MY CHILDREN ARE APPROVED FOR FREE MEALS?  Please read the letter you got 
carefully and follow the instructions.  Call the school at 607-739-5601, ext. 3671 if you have 
questions.

• MY CHILD’S APPLICATION WAS APPROVED LAST YEAR.  DO I NEED TO FILL OUT 
ANOTHER ONE?  Yes.  Your child’s application is only good for that school year and for the first 
30 operating days of this school year.  You must send in a new application unless the school told 
you that your child is eligible for the new school year.

• I GET WIC.  CAN MY CHILD(REN) GET FREE MEALS?  Children in households participating in 
WIC may be eligible for free or reduced price meals.  Please fill out a FREE/REDUCED PRICE 
MEAL application.

• WILL THE INFORMATION I GIVE BE CHECKED? Yes and we may also ask you to send 
written proof.

• IF I DON’T QUALIFY NOW, MAY I APPLY LATER? Yes, you may apply at any time during the 
school year.  For example, children with a parent or guardian who becomes unemployed may 
become eligible for free and reduced price meals if the household income drops below the 
income limit.

• WHAT IF I DISAGREE WITH THE SCHOOL’S DECISION ABOUT MY APPLICATION? You 
should talk to school officials. You also may ask for a hearing by calling or writing to: Dr. Thomas 
Douglas, Superintendent of Schools, Horseheads CSD, 607-739-5601.

• MAY I APPLY IF SOMEONE IN MY HOUSEHOLD IS NOT A U.S. CITIZEN? Yes. You or your 
child(ren) do not have to be U.S. citizens to qualify for free or reduced price meals. 
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 WHO SHOULD I INCLUDE AS MEMBERS OF MY HOUSEHOLD? You must include all people
living in your household, related or not (such as grandparents, other relatives, or friends) who
share income and expenses. You must include yourself and all children living with you.  If you
live with other people who are economically independent (for example, people who you do not
support, who do not share income with you or your children, and who pay a pro-rated share of
expenses), do not include them.

 WHAT IF MY INCOME IS NOT ALWAYS THE SAME? List the amount that you normally
receive. For example, if you normally make $1000 each month, but you missed some work last
month and only made $900, put down that you made $1000 per month.  If you normally get
overtime, include it, but do not include it if you only work overtime sometimes.  If you have lost a
job or had your hours or wages reduced, use your current income.

 WE ARE IN THE MILITARY. DO WE INCLUDE OUR HOUSING ALLOWANCE AS INCOME? If
you get an off-base housing allowance, it must be included as income. However, if your housing
is part of the Military Housing Privatization Initiative, do not include your housing allowance as
income.

 MY SPOUSE IS DEPLOYED TO A COMBAT ZONE.  IS HER COMBAT PAY COUNTED AS
INCOME? No, if the combat pay is received in addition to her basic pay because of her
deployment and it wasn’t received before she was deployed, combat pay is not counted as
income.  Contact your school for more information.

 MY FAMILY NEEDS MORE HELP. ARE THERE OTHER PROGRAMS WE MIGHT APPLY
FOR? To find out how to apply for SNAP or other assistance benefits, contact your local
assistance office or call 1-800-342-3009.

How to Apply 
To get free or reduced price meals for your children carefully complete one application for your 

household and return it to the designated office.  If you now receive Supplemental Nutrition Assistance 
Program (SNAP), Temporary Assistance to Needy Families (TANF) for any children, or participate in the 
Food Distribution Program on Indian Reservations (FDPIR), the application must include the children's 
names, the household SNAP, TANF or FDPIR case number and the signature of an adult household 
member.  All children should be listed on the same application.  If you do not list a SNAP, TANF or 
FDPIR case number, the application must include the names of everyone in the household, the amount 
of income each household member, and how often it is received and where it comes from.  It must 
include the signature of an adult household member and the last four digits of that adult's social security 
number, or check the box if the adult does not have a social security number.  An application that is not 
complete cannot be approved. Contact your local Department of Social Services for your SNAP or TANF 
case number or complete the income portion of the application. 
Reporting Changes 

The benefits that you are approved for at the time of application are effective for the entire school 
year. You no longer need to report changes for an increase in income or decrease in household size, or if 
you no longer receive SNAP. 
Income Exclusions 

The value of any child care provided or arranged, or any amount received as payment for such child 
care or reimbursement for costs incurred for such care under the Child Care Development (Block Grant) 
Fund should not be considered as income for this program. 
Nondiscrimination Statement:  

This explains what to do if you believe you have been treated unfairly.  

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil 

rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 

participating in or administering USDA programs are prohibited from discriminating based on 

race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity 

in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program information 

(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or 
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local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities 

may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information 

may be made available in languages other than English.  

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 
Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA 
office, or write a letter addressed to USDA and provide in the letter all of the information requested in the 
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to 
USDA by: mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 
Independence Avenue, SW, Washington, D.C. 20250-9410; fax: (202) 690-7442; or email: 
program.intake@usda.gov. This institution is an equal opportunity provider.   
Meal Service to Children With Disabilities 

Federal regulations require schools and institutions to serve meals at no extra charge to children 
with a disability which may restrict their diet.  A student with a disability is defined in 7CFR Part 15b.3 of 
Federal regulations, as one who has a physical or mental impairment which substantially limits one or more 
major life activities.  Major life activities are defined to include functions such as caring for one’s self, 
performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working. You must 
request the special meals from the school and provide the school with medical certification from a medical 
doctor.  If you believe your child needs substitutions because of a disability, please get in touch with us for 
further information, as there is specific information that the medical certification must contain. 
Confidentiality 

The United States Department of Agriculture has approved the release of students names and 
eligibility status, without parent/guardian consent, to persons directly connected with the administration or 
enforcement of federal education programs such as Title I and the National Assessment of Educational 
Progress (NAEP), which are United States Department of Education programs used to determine areas 
such as the allocation of funds to schools, to evaluate socioeconomic status of  the school's attendance 
area, and to assess educational progress.  Information may also be released to State health or State 
education programs administered by the State agency or local education agency, provided the State or local 
education agency administers the program, and federal State or local nutrition programs similar to the 
National School Lunch Program.  Additionally, all information contained in the free and reduced price 
application may be released to persons directly connected with the administration or enforcement of 
programs authorized under the National School Lunch Act (NSLA) or Child Nutrition Act (CNA); including 
the National School Lunch and School Breakfast Programs, the Special Milk Program, the Child and Adult 
Care Food Program, Summer Food Service Program and the Special Supplemental Nutrition Program for 
Women Infants and Children (WIC);  the Comptroller  General of the United States for audit purposes, and 
federal, State or local law enforcement officials investigating alleged violation of the programs under the 
NSLA or CNA. 
Reapplication 

You may apply for benefits any time during the school year.  Also, if you are not eligible now, but 
during the school year become unemployed, have a decrease in household income, or an increase in family 
size you may request and complete an application at that time. 

The disclosure of eligibility information not specifically authorized by the NSLA requires a written 
consent statement from the parent/guardian.  We will let you know when your application is approved or 
denied.    
When filling out the application form, please pay careful attention to these helpful hints.  

SNAP/TANF/FDPIR case number: This must be the complete valid case number supplied to you 
by the agency including all numbers and letters, for example, E123456, or whatever combination is 
used in your county.  Refer to a letter you received from your local Department of Social 

Services for your case number or contact them for your number.   

Foster Child: A child who is living with a family but who is under the legal care of the welfare 
agency or court may be listed on your family application.  List the child's “personal use” 
income. This includes only those funds provided by the agency which are identified for the 
personal use of the child, such as personal spending allowances, money received by his/her 
family, or from a job. Funds provided for housing, food and care, medical, and therapeutic 
needs are not considered income to the foster child.  Write “0” if the child has no personal use 

income.  

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
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Household: A group of related or non-related people who are living in one house and share 

income and expenses.  
Adult Family Members: All related and non-related people who are 21 years of age and older 

living in your house.  
Financially Independent: A person is financially independent and a separate economic 

unit/household when his or her earnings and expenses are not shared by the family/household.  
Current Gross Income:  Money earned or received at the present time by each member of your 

household before deductions.  Examples of deductions are federal tax, State tax, and Social 

Security deductions. If you have more than one job, you must list the income from all jobs. If you 

receive income from more than one source (wage, alimony, child support, etc.), you must list the 

income from all sources. Only farmers, self-employed workers, migrant workers, and other 

seasonal employees may use their income for the past 12 months reported from their 1040 Tax 

Forms.  
Examples of gross income are: 

• Wages, salaries, tips, commissions, or income from
self-employment

• Net farm income – gross sales minus expenses only –
not losses

• Pensions, annuities, or other retirement income
including Social Security retirement benefits

• Unemployment compensation

• Welfare payments (does not include value of SNAP)

• Public Assistance payments

• Adoption assistance

• Supplemental Security Income (SSI) or Social
Security Survivor's Benefits

• Alimony or child support payments

• Disability benefits, including workman's

compensation

• Veteran's subsistence benefits

• Interest or dividend income

• Cash withdrawn from savings, investments,
trusts, and other resources which would be
available to pay for a child's meals

• Other cash income

Income Exclusions: The value of any child care provided or arranged, or any amount received as payment 
for such child care or reimbursement for costs incurred for such care under the Child Care Development 
(Block Grant) Fund should not be considered as income for this program.  

Follow us on Facebook and Twitter: Learn about up-to-date information about our district on Facebook and Twitter: On Facebook, 
the district and each of our seven schools have pages. Please “like” them to get the information on your news feed. Follow us on 
Twitter at @HhdsSchools to read our tweets. 

NOTICE: The Dignity Act Coordinator (DAC) for Horseheads High School is Mike McCawley.  Complaints regarding discrimination, 
harassment, or bullying of any student should be referred to Mr. McCawley 739-5601, ext. 1603.  The Dignity Act Coordinator for 
the Horseheads Central School District is Megan Collins. Mrs. Collins may be reached at One Raider Lane, Horseheads, NY 14845, 
607-739-5601, x4211.

The Horseheads Central School District offers educational programs without regard to race, color, national origin, creed, religion, 
marital status, military status, sex, sexual orientation, age, gender identity, predisposing genetic characteristic, or disability, and 
provides equal access to applicable groups under the Boy Scouts of America Equal Access Act. Inquiries regarding this policy 
may be made to Megan Collins, Title IX/DASA Coordinator, and Co-Civil Rights Compliance Officer; Anthony Gill, Co-Civil 
Rights Compliance Officer; or Kim Williams, Section 504 Coordinator, Horseheads Central School District, One Raider Lane, 
Horseheads, NY 14845, (607) 739-5601. This policy of non-discrimination includes access by students to educational programs, 
counseling services, course offerings, and activities, as well as recruitment and appointment of employees and employment pay, 
benefits, advancement and/or termination. The following person(s) has been designated to handle inquiries regarding the non-
discrimination policies: Megan K. Collins, Director of Human Resources, mcollins@horseheadsdistrict.com, One Raider Lane, 
Horseheads Central School District, Horseheads, NY 14845, (607) 739-5601 and US Department of Education, Office of Civil 
Rights, LBJ Department of Education Building, 400 Maryland Avenue SW, Washington DC 20202-1100, (800) 421-3481. 


