BYRON-BERGEN CENTRAL SCHOOL
Reorganization Meeting/Board of Education Meeting
Thursday, July 13, 2023
4:00 p.m. — Board Conference Room

GOVERNANCE TEAM NORMS
No surprises * We are prepared, on time, and on task *

We support each other to express our thoughts in a cohesive environment *
We are objective and open minded * We always “check in”

Our MISSION at Byron-Bergen is to...
inspire, prepare, and support using the VALUES of compassion, humility, kindness, and
persistence with the VISION to change the world.

4:00 P.M. — Reorganizational Meeting

Page 1. Call to Order/Pledge of Allegiance
Reorg. 2. Oath of Office/ Election of Officers
Meeting 2.1  Board Clerk by Superintendent

2.2 Superintendent by Board Clerk
2.3  Board Members by Board Clerk
Lisa Forsyth
Cindy Matthews
2.4 Election of President
2.5  Board President by Board Clerk
2.6 Election of Vice-President
2.7  Board Vice-President by Board Clerk
3. Approvals
3.1  Schedule A
3.2  Schedule B
3.3 Schedule C (discussion)

Regular 4. Business Administrator Comments
Meeting
S, Superintendent’s Comments and Agenda Review
6. Consent Agenda (unless Board member requests removal of any item)
a. Approval of Previous Minutes
1-8 June 15, 2023
b. Financial Matters
9-36 General Fund Bills
37-41 School Lunch Fund Bills
42-45 Federal Fund Bills
46-47 Capital Fund Bills
48-55 Trust & Agency Fund Bills
56-60 Expendable Trust Fund Bills
61 Debt Service Fund Bills
62-74 Monthly Treasurer’s Report — May 2023
75-76 “Best Value” Purchasing Resolution
C. Personnel Matters

Resignations/Retirement:
Resignation — Cleaner — Christopher Anderson (Eff. 6/17/23)
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DATES TO REMEMBER:

d.

e.

Resignation — Cleaner — Karen Heap (Eff. 6/17/23)

Resignation — Teacher’s Aide — Collette Dodson (Eff. 06/30/23)

Approvals:

Additional 2023-2024 Elementary School Extracurricular
Appointments

Amendment to Employment Agreement — Superintendent

Interim Jr./Sr. High Principal Carol Stehm (Eff. 8/7/23)

Summer Hours — Special Education CSE Meetings/Testing/IEP
Writing

Substitute Cleaner — Caliann Elliott

Substitute Cleaner — Kolleen Zaffrann

Substitute Cleaner — Brendin Galves

Secretary — Ashley Orologio (Eff. 7/17/23)

Substitute Cleaner — Jack Farner

Substitute Teacher Aide — Karen Eysaman

Staff Change Over Training Stipend

Head Bus Driver — Robert Wilkins (Eff. 7/1/23)

Miscellaneous Matters

Field Trip — FFA — Camp Oswegatchie — 8/6-11/23

CSE/CPSE Review

7. New Business

7.1

1.2
7.3

7.4

7.5

Approval of 2023-2024 Hourly Non-Affiliated Pay Rates

(Eff. 7/1/23)

Approval of At Will Employee Agreement — Michael List
Approval of Participation in Genesee Valley BOCES Cooperative
Bidding Resolution

Approval of Updated Byron-Bergen Central School Purchasing
Handbook

Approval of Commitment of Fund Balance

8. Comments from the Audience

9. Information/Announcements/Reports

10. Requests Requiring Board Consideration

11. Review of Next Meeting’s Agenda

8/24/23 — BOE Meeting at 4:30 p.m. — Professional Development Room



BYRON-BERGEN CENTRAL SCHOOL
BOARD OF EDUCATION MEETING
Thursday, lune 15, 2023
6:00 p.m. - Professional Development Room

Public Hearing - 2023-2024 District-Wide School Safety Plan

Call to Order:

Members Present:

Members Absent:

Also Present:

Executive Session:

Return to Public
Session:

President’s Report:

Academic Focus:

Student Council
Report:

The meeting was called to order at 5:30 p.m. by President D. List.
D. List, H. Ball, K. Carlson, J. Cook, T. Menzie, A. Phillips, L. Smith
None

P. McGee, L. Prinz, A. Grillo, K. Loftus, R. Stevens, B. Brown, K.'Grattan,
K. Kaercher, 1. Back, R. Caldwell and 23 members of the audience.

It was moved by T. Menzie and seconded by J. Cook to enter

executive session at 5:31 p.m. to discuss the medical, financial, credit
or employment history of a particular person or corporation, or matters
leading to the appointment, employment, promotion, demotion,
discipline, suspension, dismissal or removal of a particular person or
corporation.

The motion passed 7 Yes, 0 No.

It was moved by T. Menzie and seconded by H. Ball to return to public
session at 5:56 p.m.
The motion passed 7 Yes, 0 No

D. List thanked the BOE members who attended the David Little
presentation by GVSBA. She and T. Menzie met with P. McGee about his
contract. June 19" the year end GVSBA meeting will be at the Charcoal
Corral. The NYSSBA conference will be October 26-28, 2023 in Buffalo,
NY. She thanked T. Menzie and A. Phillips for all their years of service on
the Board of Education.

A. Grillo presented the Class of 2023 Top 10 Students that were not able
to attend last meeting:

1. Kendall Phiilips

6. Cassidy Ball

9. Dayanara Caballero

Elementary and Jr./5r. High

The Elementary Student Council did a presentation on the highlights from
the school year. They talked about the morning annou ncements,
fundraising, donations, Teacher Appreciation Day, and the election for
the next school year. '

The Jr./Sr. High Student Council provided breakfast to the senjors at the
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Principals’
Comments:

Director of
Instructional
Services
Comments:

Business
Administrator
Comments:

Superintendent’s
Comments:

Consent Agenda:

end of the year. They held elections for the upcoming school year. In
August they plan to have a meeting to discuss a welcome back for
students in September and to discuss homecoming,

K. Loftus reported:

- Her first Olympics/Fun in the Sun Day was a huge success.

- Thanked Tammy and Amy for their service as Board of Education
Members.

- Thursday, June 22 is the 5 grade moving up ceremony,

- Thursday, June 22" s the last day of school and it will be a half day.

- UPK graduation is June 16,

A. Grillo reported:
- Graduation is June 23" at Roberts Wesleyan at 6:30 p.m.

B. Brown talked about the scope/sequence and units/

assessments timelines for the Next Generation Standards. The Response
to Intervention Plan is up for approval under New Businass. There are 84
students classified with disabilities and eight of them ara grad uating this
this year, The Professional Development Plan is also up for approval
under New Business; there was only one change which was to add
Jennifer Back as the Director of Technology and Assessment. The nature
traif was revamped and the re-opening was this week. Both B. Brown
and P. McGee attended graduations for out of district students.

L. Prinz stated that the UPK was awarded more money for their grant
this year. The BAN closed on June 15t for borrowing for the Capital
Project. There are two items up for approval under New Business:
2022-2023 Funding of Reserves and 2022-2023 Reserve Plan.

P. McGee stated the end of the year was packed full of events from

Farm Day, STEAM Day, Olympics/Fun in the Sun Day, field trips and
concerts. The BOE handbook was updated. The end of year picnic is June
23", There is one addition to New Business: Approval of Resignation of
Jr./Sr. High Principal Ashley John Grillo (Eff. 7/1/23).

It was moved by H. Ball and seconded by K. Carlson that the following
consent agenda be approved:

Approval of Minutes

May 18, 2023

May 25, 2023

Financial Matters

General Fund Bills: Warrant A-72, Wire # 99171, $5,100.00
Warrant A-76, Ck. # 23721-23723, $3,849.38
Warrant A-77, Ck. # 23248-23781, 5140,481.03

School Lunch Fund Bills: Warrant C-21, Ck. # 201063-201071, 517,492.71




Federal Fund Bills: Warrant F-19, Ck. # 400485-400490, $123,550.04
Capital Fund Biils: Warrant H-13, Ck. # 2669-2673, $164,268.87
Expendable Trust Fund Bills: Warrant TE-1, Ck. # 500219, $100.00
Trust & Agency Fund Bills: Warrant TA-25, Wire # 1620-1624,
Ck. # 301273-301283, $439,555.59

Personnel Matters
Resignations/Retirement/Termination:
Retirement ~ Technology Teacher — Jay Wolcott (Eff. 10/1/ 23)
Resignation — School District Clerk — Rebekah Ireland (Eff. 6/30/23)
Approvals: _ :
Substitute Teacher (UPK-12) - Jay Wolcott {Eff. 10/1/23)
2023-2024 Fall Sport Coaches/Advisors

Girls Soccer

Varsity — Wayne Hill

W —Gina Gray

Modified — Grace Campbell

Boys Soccer

Varsity — Ken Rogoyski

IV — Matt Ellis

Modified — Elliott Flint

Cross Country

Varsity — David Bateman

Modified — Mike Conine

Volleyball

Varsity — MaryBernadette Bochicchio

JV ~Jason Blom

Modified — lessica Golino-Smith

Foothall

Mike Yokopovich
2023-2024 Elementary School Extracurricular Appointments

Class Advisor - Grade 5 Erin Varley
Safety Patrol Erin Varley
Yearbook Elementary School (PK-5) Colleen Hardenbrook

Student Council - Elementary School (PK-5) Debbie Slocum
Student Council - Elementary School {PK-5} Jenna Voos

Page Turners Gr. 5 Craig Schroth

Page Turners Gr. 4 Marielle Follaco

Science Fair Coordinator Craig Schroth

Gr. 4 Chorus Karen Tischer

Solo Festival - GWMEA Bob Lancia

All County Band {5 & 6) Bob Lancia

Grade 4 Band Bob Lancia
2023-2024 Elementary Grade Level Team Leaders:

Kindergarten Ayn Gardner

Grade 1 Michelle Matteson

Grade 2 Paneen Williams

Grade 3 Colleen Hardenbrook
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Grade 4 Jenna Carney
Grade 5 Erin Varley

Tenure Appointments:

Clare Underwood

Clare Underwood, who is certified in the Social Studies 7-12 area,
is hereby appointed on tenure in the Social Studies tenure area to
be effective on September 6, 2023.

Kristie Holler

Kristie Holler, who is certified in the School Counselor area, is
hereby appointed on tenure in the School Counselor tenure area
to be effective on September 6, 2023.

Kelly Lovell

Kelly Lovell, who is certified in the Students with Disabilities 7-12
area, is hereby appointed on tenure in the Special Education
tenure area to be effective on September 6, 2023,

Ashley Hill

Ashley Hill, who is certified in the School Counselor area, is hereby
appointed on tenure in the School Counselor tenure area to be
effective on September 6, 2023.

lenna Voos

Jenna Voos, who Is certified in the School Counselor area, is
hereby appointed on tenure in the School Counselor tenure area
to he effective on October 11, 2023.

Daneen Williams
Kelly Morriss

Colleen Hardenbrook
Savannah Vascukynas
Darlene Sommerfeldt
Grace Campbell
Diane Taylor

Debbie Siocum
Courtney Babst

Kelly Lovell

Jon Dilaura

Nicholas Muhlenkamp
Pete Spence

Briana DelVecchio
Pete Spence

Alana Penna

Kathy Merritt

Nicole Gayton

Cayli Carmona

Mary Bernadette Bochicchio
Jess Golino-Smith
Katlin Blackburn
Diana Walther

2023-2024 Summer Curriculum Writing Hours

Lori Engle
Melissa Conaghan
Cayli Carmona
Jenna Carney
lLeah Lyons
Amber Taylor-Burns
Megan Wahi
Diana Walther
Alyssa Hancock
Pete Spence
Andrew MciNeil
Mike Conine
Mike Conine
Elliot Flint

Kelly Loveil
Jenna Benedict
Beth Qverhoff
Kelly Morriss
Jenna Carney
Alyson Tardy
Andrew McNeil
Pam Johnson
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Reports:

School District Clerk — Emily Willard (Eff. 7/1/23)
Emily Willard, is hereby appointed to the probationary 12-month
Civil Service position of School District Clerk {(Payroll and Accounts
Payable) effective July 1,2023. The rate of pay during the 2023-
2024 school year is as presented to the Board. The terms and
conditions are as-outlined in the Employment Agreement
between the Byron-Bergen Central School District and Emily
Willard. This appointment has a 52-week probatlonary period
commencing June 12, 2023.

2023-2024 Non-Affiliated Salary Increases

Miscellaneous Matters

None

CSE/CPSE Review

CSE cases as presented

CPSE cases as presented

The motion passed 7 Yes, 0 No

Elementary & Jr./Sr. High Goals — Principals

Both the Elementary and Jr./Sr. High goals were reviewed and assessed and
were on target for the school year. Some of the goals will carry in to the
next school year.

Winter/Spring Athletic Report

Several students came to talk about the highlights of the Winter and Spring
sports seasons. All of the students praised the comradery they felt on each team
and how well their grades and teams finished for the season.

Maintenance Report — Director of Facilities

R. Caldwell gave a maintenance update. He thanked his team for all their hard
work this school year. The department was restructured and Building
Maintenance Mechanics were added. New equipment is being purchased to
make things more efficient. His department helped clean up the nature trail.

The cleaning/custodian staff is short-staffed and an outside cleaning company
has been brought in to help out. Construction for the Capital Project is
underway. A lot of work is being done around the campus. Work on the ceilings,
bus garage, soccer stadium, and pool have already started. Phase 2 of the
project is almost ready to submit to SED,

Public Hearing - 2023-2024 District-Wide School Safety Plan
There were minor updates to the District-Wide School Safety Plan. A required
section about remote learning was added.

Policy Committee None

Update:




Facilities
Committee
Update:

Budget Committee
Update:

Audit Committee
Update:

SOAR Update:

Positive
Recognition:

Approval ~
2022-2023
Funding of
Reserves

Met June 15% at 5:00 p.m.

Met June 13t at 5:00 p.m.
Met June 13" at 4:30 p.m.

None

None

Upon the recommendation of the Superintendent, it was moved by
H. Ball and seconded by A. Phillips to approve the 2022-2023 Funding
of Reserves.

Proposed Funding to Reserves:

Unemployment Reserve Increase in an amount not to exceed
$120,000 |

Workers Compensation Reserve Increase in an amount not to exceed
$70,000

Reserve for Liability Increase in an amount not to exceed $500,000

Reserve for Insurance Recovery [ncrease in an amount not to exceed

$700,000

Employee Benefit Reserve Increase in an amount not to exceed
$500,000

NYS Retirement Reserve Increase in an amount not to exceed
$1,000,000

TRS Retirement Reserve Increase in an amount not to exceed
$160,000

Capital Reserve — 2023 Increase in an amount not to exceed
$1,000,000

Equipment & Technology Reserve Increase in an amount not to exceed
51,000,000

The motion passed 7 Yes, O No.




Approval ~
Board of
Education

Re-Organizational
Meeting to be held
On luly 13, 2023
At 4:00 p.m. in the
BOE Conference

Room

Approval —
2023-2024
Response to
Intervention
Plan

Approval -
2023-2024
Professional
Learning
Plan

Approval —
2023 Summer
Learning
Program
Nurses

Approval -
2022-2023
Reserve
Plan

Approval -
Resignation
Ashley Grillo

Effective 7/1/23

Public Comment:

Upan the recommendation of the Superintendent, it was moved by
K. Carlson and seconded by H. Ball to approve the Board of Education
Re-Organizational Meeting to be held on July 13, 2023 at 4:00 p.m. in
the Board of Education Conference Room.

The motion passed 7 Yes, 0 No.

Upon the recommendation of the Superintendent, it was moved by
A. Phillips and seconded by T. Menzie to approve the 2023-2024
Response to intervention Plan.

The motion passed 7 Yes, 0 No.

Upon the recommendation of the Superintendent, it was moved by
A. Phillips and seconded by K. Carlson to approve the 2023-2024
Professional Learning Plan.

The motion passed 7 Yes, 0 No.

Upon the recommendation of the Superintendent, it was moved by
T. Menzie and seconded by H. Ball to approve the 2023 Summer Learning
Program Nurses: Amy Stevens and substitute Brenda Walters.

The motion passed 7 Yes, O No.

Upon the recommendation of the Superintendent, it was moved by
K. Carlson and seconded by A. Phillips to approve the 2022-2023
Reserve Plan. There was discussion on the topic.

The motion passed 7 Yes, 0 No.

Upon the recommendation of the Superintendent, it was moved by
J. Cook and seconded by H. Ball to approve the Resignation of Ir./Sr.
High Principal Ashley John Grillo to be effective July 1, 2023.

The motion passed 7 Yes, 0 No.

None

information/Announcements/Reports: None

Requests Requiring Board Consideration; None

Review of Next Meeting’s Agenda:

Policy Committee Update
Facilities Committee Update




Budget Committee Update

Audit Committee Update
( SOAR Committee Update

Positive Recognition

Adjournment: It was moved by A. Phillips and seconded by K. Carlson to adjourn the

meeting at 8:08 p.m.
The motion passed 7 Yes, 0 No.

W
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BYRON BERGEN CSD NVISI

Bank Regonciliation for period ending on 5/31/2023

(— \\_ Account: General Fund
Cash Account(s}: A 200

Other Credlts +
Other Dabits: -

Cash Account Balance:; 436,688.09

06/18/2021 20877  MARK MAZZATTI 97 25 -1 5 suieA
10/08/2021 21286 . JACOBPROSPER [ 5 f_‘;&*‘

N 02116/2023 23373 NAPA AUTO PARTS
( D2016/2023 VICTOR CENTRAL.SCHOOL DISTRICT

04/13/2023 23563 NYSACAC 375.00

04/27/20: .
05/41/2023 23687  MARK MAZZATTI 103.25

05/11/2023 23706  RATSA MELISSA MANCUSO GATES CHILICSD 100.00
05/11/2023 23708 ROCHESTER REGIONAL HEALTH, WESTERN 1,410.00

B8/25/2023

05/25/2023 23726 NORM AUGELLO JR

RENNAN- -

05/25/2023 BSN SPORTS ING
... _Osi2si2023 BYRON BERGEN CSD- EXTRACURRICLR
< ossioss - COLLEGEBOARD
05/25/2023 CREEKSIDE ING 330.00
05/25/2023 ENCORE PIANO SERVICE 100.00

06/09/2023 7:59 AM Page 1f2




BYRON BERGEN CSD

NVISI
Bank Regonciliation for period ending on 5/31/2023
N Chack Date Checik Number Payee
( ' 05/25/2023 23739 KYLE FARMER

05:‘25!2023__ 23740  ROBERT FITCH

1EN]

el

056/26/2023 GENESE

051252023
08/25/2023 23752

05/25/2023 23782 NOCO ENERGY CORPORATION 7,377.42

512023 DETH

05/25/2023 23766 TODD PETERSON 72,00
( B 05/25/2023 23787 RALPH AND ROSIES DELI 35.59

05/25/2023 23771 RUSH HENRIETTA CENTRAL SCHOOL 250,00

05/25/202 '
05/25{2023 23776 UGI ENERGY SERVICES LLC 1,833.56
05/2512023; & e RE

Outstanding Check J6 72,156.69

06/08/2023 7:59 AM Page 22
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BYRON BERGEN CSD

NVISI
Bank Reconciliation for period ending on 5/31/2023

(\I Account: Gov't Premier Money Market
- Cash Account(s): A 202

Other Credits: . + 0.00. .
Other Dabits: - 0.00

Cash Account Balance: 8,001,518,12

06/06/2023 3:34 PM Page 11




BYRON BERGEN CSD

NVISI
Bank Reconciliation for period ending on 5/31/2023

~ Account: General Svgs - Non BB
( Cash Account(s): A 201

Other Credits: + 0.00
Other Debits: ] 0.00

Cash Account Balance: 496,999.02

08/05/2023 1:24 PM Page - 1




BYRON BERGEN CSD Y
Bank Reconciliation for period ending on 5/31/2023

Account: Capital Fund
( N Cash Account(s): H 200

Other Credits:
Other Debits:

Cash Account Balance: 783,801.46

05/25/2023 2669  BLACKMON-FARRELL ELECTRIC INC 13,300.00
08/25/2023

Prepared By

06/06/2023 3.31 PM Page 171




BYRON BERGEN CSD

I

Bank Reconciliation for period ending on 5/31/2023 NVIS
Account: Trust & Agency

( Cash Account(s): TA 200

Other Credits:
Other Debits:

-

06/02/2023 1:14 PM Page

111




BYRON BERGEN CSD NCIS!
Bank Reconciliation for period ending on 5/31/2023

N Account: School Lunch
( Cash Account(s): C 200

;. -386,000.86 .

+ %o

Othar Credifs:
Other Debits:

Cash Account Balance; 382,959.96

Ll
200735
Q7

06/30/2021
.

06/30/2022 200921  MARK ROBBINS
HOM,

C4/27{2023 201048 AMERICAN FRUIT & VEGETABLE CO 643.20

08/25/2023 201065  HOUSEMAN REFRIGERATION LLC 181.23
05/25/2

C

06/05/2023 3:50 PM Page 11




BYRON BERGEN CSD

NVISI
Bank Reconciliation for period ending on 5/31/2023
Account; Federal Fund
( ™ Cash Account{s): F 200

COther Credits: +
Other Debits: -

Cash Account Baiance: 144,182.21

05/25/2023 400488  CPROCHESTER 1,207.50

C

06/06/2023 2:12 PM Page 111




BYRON BERGEN CSD 0

NVISI
Bank Reconciliation for period ending on 5/31/2023
Account: Payrall
(\_ Cash Account(s): TA 200PP

Other Credits: . +
Cther Debits: -

Cash Account Balance: 0.00

02/02/2023 1619 VICTORIA J. ROGOYSKI 3533

; HRISTEPHE
1638 HELEN HULBURT 578.25
CHRISTOPHER M, EAME

Prepared By

Ap;:;roved By/

08/05/2023 1:26 PM Page 111




BYRON BERGEN CSD

NVISI
Bank Reconciliation for period ending on 5/31/2023
Account; Tax Lockbox
™, Cash Account(s): A 203

Other Credits: o + 0.00
Cther Debits: - 0.00

06/08/2023 2:38 PM Page 11




BYRON BERGEN CSD

NVIS!
Bank Reconcillation for period ending on 5/31/2023
Account: Expendable Trust
( "\,: Cash Account(s): TE 200

“Daposits: : : _ .
Cther Credits: + 0.00
Other Debits: - 0.00

Cash Account Balance: 14,916.18

Raves:

06/04/2021 500185 SARA E GOOBMAN 250.00
500200

W

08/05/2023 1:02 PM Page 171




BYRON BERGEN CSD NTISI
Bank Reconciliation for period ending on 5/31/2023

) Account: Extra-Curricular
(— N Cash Account(s): TC 200

Other Credits:
Qther Debits: -

e

imbe yee moufit,

05/14/2021 600542  VOOS, JENNA 10.24 Je—1£SLed

ALLSIOMNSUTTON
JOANNE CZACHOROWSKI

C

06/02/2023 2:22 PM Page 111




BYRON BERGEN CSD &

=]
Bank Reconciliation for period ending on 5/31/2023 N

_ Account; Dabt Service Fund
( N Cash Account(s): V 200

Other Credits: + 0.00
Qther Dehits: - 0.00

820,636.86

Outstanding Check Total: 0.00

Prepared By ! Approved By P

06/06/2023 2:59 PM Page 171
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“BEST VALUE” PURCHASING RESOLUTION

July 13,2023

WHEREAS, the District’s purchases of materials and services are made in accordance with General
Municipal Law Article 5-A;

WHEREAS, General Municipal Law § 103(16) allows the District, as a municipal entity, to purchase
certain material and services at a price determined to be “best value,” rather than lowest responsible
bidder, by the Board of Education;

WHEREAS, “best value” is defined by New York State Finance Law § 163 as “the basis for awarding
contracts for services to the offerer which optimizes quality, cost, cost and efficiency, among responsive
and responsible offerers. Such basis shall reflect, wherever possible, objective and quantifiable analysis.
Such basis may also identify a quantitative factor for offerers that are small businesses, certified
minority- or women-owned business enterprises as defined in subdivisions one, seven, fifteen, and
twenty of § 310 of the Executive Law to be used in evaluation of offerers for awarding of contracts for
Services.

WHEREAS, the District, as a municipal entity, may purchase, in accordance with General Municipal
Law § 103(16), through bids solicited by the United States government, the New York State
government, and New York’s political subdivisions, including school district s; through bids let in a
manner consistent with or materially equivalent to New York State requirements for bidding; or may
piggyback on any contract or bid approved for piggybacking through New York State Office of General

“ Services.

NOW, THEREFORE, BE IT RESOLVED that the Board of Education of the Byron-Bergen Central
School District hereby authorizes the purchase of materials and services using a “best value”
determination, as an option to “lowest responsible bidder,” in accordance with General Municipal Law §
103(16), and in compliance with all District purchasing policies and procedures, with Board approval.

BE IT FURTHER RESOLVED that this resolution shall take effect as of July I, 2023.

WHEREAS, the Byron-Bergen Central School District (School District) pursuant to the authority
granted in General Municipal Law Article 5A (Public Contracts), § 103 desires to participate in the
Choice Partners Cooperative Purchasing, Keystone Purchasing, NCPA National Cooperative Purchasing
Alliance, NPPGov National Buying Cooperative, OMNIA Partners, Purchasing Cooperative of America,
Sourcewell Purchasing Cooperative (formerly NJPA), and Tips-USA and;

WHEREAS §103 of the General Municipal Law permits the School District to make purchasing of
apparatus, materials, equipment, or supplies, or to contract for services related to the installation,
maintenance or repair of apparatus, materials, equipment, and supplies, as may be required by the
School District therein through the use of a contract let by the United States of America or any agency
thereof, any state or any other county or political subdivision or district therein if such confract was let
to the lowest responsible bidder or on the basis of best value in a manner consistent with this section and
made available for use by other governmental entities; and

" WHEREAS the School District desires to participate for the purpose of fulfilling and executing its

public governmental purposes, goals, objectives, programs and functions; and
Page 1 0of 2




W

16

WHEREAS THE School District has reviewed the benefits of participating in these programs and based
on this review has concluded these programs will provide the best value to taxpayers of this Schoot
District through the anticipated savings to be realized.

NOW, THEREFORE, BE IT RESOLVED that the Board of Education of the Byron-Bergen Central
School District authorizes the School District’s participation in the Choice Partners Cooperative
Purchasing, Keystone Purchasing, NCPA National Cooperative Purchasing Alliance, OMNIA Partners,
Purchasing Cooperative of America, Sourcewell Purchasing Cooperative (formerly NIPA) and Tips-
USA, and authorizes the Business Administrator or the Purchasing Agent to register with Choice
Partuers Cooperative Purchasing, Keystone Purchasing, NCPA National Cooperative Purchasing
Alliance, NPPGov National Buying Cooperative, OMNIA Partners, Purchasing Cooperative of America,
Sourcewell Purchasing Cooperative (formerly NJPA) and Tips-USA. and programs on behalf of the
School District,

AYES:

NAYS:

Page 2 of 2




BYRON-BERGEN CENTRAL SCHOOL DISTRICT

Elementary School
6917 West Bargen Road

Bergen, NY 14416-9747 : . - )
(585) 494-1220 r T ¥
k OF UHARACTER Jf
Superintendent — Patrick McGee 3 j__'jq”'
Business Administrator — Lori Prinz
Director of Instructions! Services - Betsy Brown
Principal ~ Kristin Loftus
To: Pairick McGee
Superintendent
From: Kristin Loftus
Principal
Re: Recommendation for 2023-2024 Extracurricular Positions
Date: June 26, 2023

| am recommending the positions below for Extracurricular Positions for the 2023-2024 school
year.

( 1Karen Tischer All County Chorus 5/6

W




o

INTEROFFICE MEMORANDUM

b o |

TO!: Parrick McGEE, SUPERINTENDENT

FROM: Betsy Brown, DIRECTOR OF INSTRUCTIONAL SERVICES

SUBJECT:  SummER SPECIAL Epucation CSE MEETINGS \f’mfp

DATE: JUNE 26, 2023

Pat,

I am recommending the following Special Education, Related Service Providers, and General Education
teachers to attend CSE meetings, complete testing, and write IEPs for students who are in the process of
mitial referral to CSE. Teachers will be paid at the professional rate per BBFA contract.

Jillian Bradigan Primary 12:1+1 Upto 5 Hours |CSE Mestings

Dianne Powers Speech Up to 10 hours |CSE Meetings and Testing
Jodi Gilbert Speech Upto5hours |CSE Meetings and Testing
Lisa Haller ES Special Education Up to 10 hours |CSE Meetings and IEP writing
Shana Feissner Kindergarten Up to 10 hours |CSE Mestings

Trey Nadolinski Jr/Sr HS Special Education  jUp to 3 hours  [CSE Meetings and IEP writing
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CiVIL. SERVICE POSITION
RECOMMENDATION

( Jpon my recommendation, CA'L. IANN ____E LLIOTY (candidate name) is hereby
recommended to be appointed to the Q provisional* Q probationary** O permanent (check one) Civil
Serviceﬁéubstitute Q parttime Q full-time (check one) position of CL%VEIQ

(Civil Service job title).

* The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the test as soon as it is offered and be
reachable on the eligible list to become a probationary employee.

his If the position is probationary, please state what the probationary period will be.
Probationary period is weeks (max. 52 weeks).

The rate of pay will be $ iv. 10 per ® hour O annum (will be pro-rated if hired after start of

fiscal school year) {check one). All other terms and conditions are per the below applicable

employment contract (check one}:
LI Office Personnet & Teachers’ Aides Association U Bus Driver's Association
U Service Employees International Union Local 200United Me Applicable

‘-

Additional Information/Comments:

é/Z'? /zz

Supervisor Signature Date

_FOR BUSINESS/DISTRICT OFFICE USE ONLY

For BOE Meeting on: Candidate Start Date:

Replaces: Payroll Budget Code:

Attachments Required for Board Recommendation:
) Q. Civil Service Application U Reference Information
(I J Q Civil Service Approval Q Fingerprint Clearance

Forms/BLANK Civil Servics Recommendation Doc 10-28-21
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CIVIL SERVICE POSITION
RECOMMENDATION

( Jpon my recommendation, _ Ko7 / £2en) [/ CAN N (candidate name) is hereby
recommended to be appointed to the O provisional* Q probationary** Q permanent (check one) Civil
Service B’sﬁbstitute & part-time O full-time (check one} position of CLEAW EL

(Civil Service job title).

x

The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the fest as soon as it is offered and be
reachable on the eligible list to become a probationary employse.

If the position is probationary, please state what the probationary period will be.
Probationary period is weeks (max, 52 weeks).

R

The rate of pay will be $ f ‘;" ¢ perﬁhour L annum (will be pro-rated if hired after start of
fiscal school year) (check one). All other terms and conditions are per the below applicable
employment contract (check one):

1 Office Personnel & Teachers’ Aides Association ‘S/zislg)r iver's Association
UService Employees International Union Local 200United onhe Applicable

( ﬂitional Information/Comments:

? 6/27/232

Supervigr.S ignature Date

For BOE Meeting on: Candidate Start Date:

Il Replaces: ' Payroll Budget Code:

| Attachments Required for Board Recommendation:
' Q Civil Service Application ' Ll Reference Information
b &2 Civil Service Approval H Fingerprint Clearance

Forms/BLANK Civi! Senvice Recommendation Doc 10-28-21
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CIVIL SERVICE POSITION
RECOMMENDATION

( pon my recommendation, Bi{fﬁl\l Din QA LVES  (candidate name) is hereby
recommended to be appointed to the [ provisional* [ probationary** Q permanent (check one) Civil

Service Qﬁﬁbstitute O parttime Q full-time (check one) position of _ C L BANEIE
(Civil Service job title).

* The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the test as soon as it is offered and be
reachable on the eligible list to become a probationary employee.

* If the position is probationary, please state what the probationary period will be.
Probationary period is weeks (max: 52 weeks).

The rate of pay will be § per O hour U annum (will be pro-rated if hired after start of
fiscal school year) (check one). All other terms and conditions are per the below applicable

employment contract (check one}:
O Office Personnel & Teachers’ Aides Assaciation Q) Bus Driver's Association

(IService Employess International Union Local 200United U None Applicable

(- dditional Information/Comments:

é/éﬂ ?/23'

Supervisor Signature Date

_ FOR BUSINESS/DISTRICT OFFICE USE ONLY

For BOE Meeting on: Candidate Start Date:
Replaces: Payroll Budget Code:
Attachments Required for Board Recommendation:; ‘
Q Civil Service Application 2 Reference Information
S , QCivil Service Approval Q Fingerprint Clearance

Forms/BLANK Civil Service Recommendation Doc 10-28-21
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CIVIL SERVICE POSITION

RECOMMENDATION
A
Jpon my recommendation, A.Sh‘eb{‘ Oro\oé‘\o (candidate name) is hereby

recommended fo be appointed to tthovisionai*.D probationary* O permanent (check one) Civil
Service Q substitute Q parttime JdTull-time (check one} position of 3 etrqe-}gp\,;
(Civil Service job title).

* The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the test as scon as it is offered and be
reachable on the eligible list to become a probationary employee.

b if the position is probationary, please state what the probationary period will be.
Probationary period is weeks (max. 52 weeks).

Therate of pay wilbe $_ Y\ R, 00O per,m‘ﬁour L annum (will be pro-rated if hired after start of
fiscal school year) (check one). All other terms and conditions are per the below applicable

empioyment contract (check one):

Eﬁ”fce Personnel & Teachers’ Aides Association L Bus Priver's Association
LiService Employees International Union Local 200United L None Applicable

"

f-\’aditional Information/Comments:

/? ,/(%/{/ | 2/5/e3

Supervisor Stgnature Date

o OR BUSINESS/DISTRICT OFFICE USE ONLY _

For BOE Meeting on: _ " % E?A 9‘3 Candidate Start Date: _ " g i 3 3; 3.
Replaces: Payroll Budget Code:
Attachments Required for Board Recommendation:
_ L Civil Service Application [} Reference Information
% J Q Civil Service Approval U Fingerprint Clearance

FormsBLANK Civil Service Raecommendation Boc 10-28-21
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CIVIL SERVICE POSITION
RECOMMENDATION

(—\bon rmy recommendation, ,_} &-C“-«k Famer {candidate name) is hereby
recommended to be appointed to the O provisional* 0 probationary™* (I permanent (check one) Civil
Service & Substitute O part-time Q full-time (check one) position of | ea e
(Civil Service job tifle).

* The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the test as soon as it is offered and be
reachable on the eligible list to become a probationary employee.

** if the position is probationary, please state what the probationary period will be.
Frobationary period is weeks (max. 52 weeks).

The rate of pay will be $ if—% .2 0 perﬁ“ﬁgur U annum (will be pro-rated if hired after start of
fiscal school year) (check one). All other terms and conditions are per the below applicable

employment contract (check one):
£ Office Personnel & Teachers' Aides Association U Bus Driver's Association
DService Employees international Union Losal 200United Mne Applicable

( __,iiitiona[ Information/Comments:

T 2 Jstos

et
Supervisor Signature Date

| For BOE Meeting on: | Candidate Start Date:

Replaces: | Payroll Budget Code:

| Attachments Required for Board Recommendation:
Q Civil Service Application ' L Reference Information
3 Civil Service Approval [ Fingerprint Clearance

Forms/BLANK Civil Service Recommendation Dog 10-28-21
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CIVIL. SERVICE POSITION
RECOMMENDATION

Upon my recommendation, KO\V@ N E\{S AYNAN  (candidate name) is hereby

recommended to be appointed to the O provisional* O probationary** O permanent (check one) Civil
Service ﬁsubstitute U parttime Q@ fuli-time (check one) position of SULbS’h JF\A*Q "\‘Q(}XCI(\ el aide
(Civil Service job litle).

* The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the test as soon as it is offered and be
reachable on the eligible list to become a probationary employee.

b If the position is probationary, please state what the probationary period will be.
Probationary period is weeks (max. 52 weeks).

The rate of pay willbe $ l"‘l, Lo per ﬁ hour L annum {will be pro-rated if hired after start of

fiscal school year) (check one}. All other terms and conditions are per the below applicable
employment contract (check one):
U Office Personnel & Teachers’ Aides Association 4 Bus Driver's Association

Service Employees International Unicn Local 200United Ll None Applicable

( --;Additional Information/Comments: Koren ;\jmﬁ' fﬁ“ﬂ(‘C({ 'Q\}N\ Te(k(',he 4 Pﬂd& Gﬂd
Wil make o wondiahd swdachiiuk

Kt of s | 15)23

Supervisor Signature Date

FOR BUSINESS/DISTRICT OFFICE USE ONLY

For BOE Meeting on: Candidate Start Date:

Replaces: Payroll Budget Code:

Attachments Required for Board Recommendation:
Q Civil Service Application U Reference Information
Q) Civil Service Approval (1 Fingerprint Clearance

(s

Forms/BLANK Civil Service Recommendation Doz 10-28-21
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CIVIL SERVICE POSITION
RECOMMENDATION

( jpon my recommendation, ROh’-"'—‘l‘ W, \#1: AN (candidate name) is hereby

recommended to be appointed to the E/provisionaf* Q probationary** U permanent (check one) Civil
Service O substitute O part-time O full-time (check one) position of _ Head Bud Iiper

(Civil Service job fitle).

* The position is considered provisional if it is a Civil Service tested position and we did not hire
from the list of eligibles. The candidate must take the test as soon as it is offered and be
reachable on the eligible list to become a probationary employee.

** If the position is probationary, please state what the probationary period will be.
Probationary period is 2 weeks (max. 52 weeks).

ack
The rate of pay will be $ As pr - carPer O hour B.annum (will be pro-rated if hired after start of
fiscal school year) {check onej. All other terms and conditions are per the below applicable

employment contract (check one):
Q) Office Personnel & Teachers' Aides Association L1 Bus Driver's Association

UService Employees International Union Local 200United JH:None Applicable

(\ .«’Hditional Information/Comments:

R}QOVJLM - \\V& L 7/ Ca/ .

upervisor Signature De!te

For BOE Meeting on: :w“:i \> 2023 Candidate Start Date: _Judug | 2023

|l Replaces:  Ja o ‘%‘u‘d\&v& Payrofl Budget Code: ASSia. {ko.
Aftachments Required for Board Recommendation:

1 Civil Service Application U Reference Information

Q1 Civil Service Approval U Fingerprint Clearance

Forms/BLANK Civil Service Recommendation Doc 10-28-21
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(--\ RESOLUTION OF BOARD OF EDUCATION
FOR THE PURPOSE OF PARTICIPATING IN A COOPERATIVE
BID COORDINATED BY THE GENESEE VALLEY EDUCATIONAL
PARTNERSHIP

FOR

Various Commodities and/or Services as Listed in This Resolution

WHEREAS, The Board of Education of Byron Bergen Central School District (the
School District) wishes to participate in the Cooperative Bidding Program conducted by
the Genesee Valley Educational Partnership of Genesee, Livingston, Steubep and
Wyormng Counties for the purchase of various commodities and/or services as
authorized by and in accordance with the Education Law and General Municipal Law,
Section 19-0; and

WHEREAS, the School District, more particularly, wishes to participate in the joint
cooperative bid as listed and checked below (check “yes” or “no™):

PARTICIPATION
() YES NO
A. Copier and Computer Paper X
B. Custodial Supplies X
C. Athletic/Physical Ed. Supplies X
D. Bread X
E. Milk Products X
F, Ice Cream Products X
G. Food Service Paper Supplies X
H. Grocery X
I.  Grocery Diversions X
J.  Kitchen Smallwares X
K. Refuse Collection X
L. Medical Supplies X
M. Fuel X
N. Copy and Printer Paper - Surmmer X
0. School and Office Supply X

NOW THEREFORE, BE IT RESOLVED that the School District hereby appoints

Genesee Valley Educational Partnership as its representative and agent in all matters -

__ related to the Cooperative Bidding Program, including but not limited to responsibility
&_/; for drafting of specifications, advertising for bids, accepting and opening bids, tabulating

2023/2024

87




bids, reporting the results to the School Disirict and making recommendations thereon,
and

BE IT FURTHER RESOLVED, that Genesee Valley Educational Partnership is hereby
authorized to award cooperative bids on behalf of the School District to the bidder
deemed to be the lowest responsible bidder meeting the bid specifications and gtherwise
complying with Article 5-A of the General Municipal Law of the State of New York
relating to public bids and contracts and to enter into contracts for the purchase of the
commodities and/or services as authorized herein, and

BE IT FURTHER RESOLVED, that the School District hereby authorizes its School
Business Administrator or his/her designee on behalf of the School District to participate
in cooperative bidding conducted by Genesee Valley Educational Partnership and if
requested to furnish Genesee Valley Educational Partnership an estimated minimum
number of units that will be purchased and such other documents and information which
may be reasonably necessary or useful in conducting the Cooperative Bidding Program,

and

BE IT FURTHER RESOLVED, that the School District agrees to assume its equitable
share of the administrative costs of the cooperative bidding program and all of its
obligations and responsibilities pursuant to any contract that may be awarded by Genesee
Valley Educational Partnership on behalf of the School District.

AYES NAYS

2023/2024

88
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Byron Bergen Central School
Purchasing Handbook

Revised July 2023
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Index

Purchasing Contact Information
General Information

Bid and Quote Requirements
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Purchasing Contact Information

Lori Prinz - Business Administrator — lprinz@bbschools.org
Vicky Shallenberger — Treasurer — vshallenberger@bbschools.org
Emily Willard - District Clerk — ewillard@bbschools.org

Teresa McMullen - Internal Claims Auditor

91




Overview

The objective of the Board of Education is to establish purchasing policies and procedures for
the procurement of goods and services in accordance with the “Best Value” Resolution adopted
by the Board of Education at their re-organization meeting. The “Best Value” Resolution says
goods and services will be procured economically and efficiently of the appropriate quality and
quantity, from the most appropriate source, at the best possible price if it meets the best value
criteria, while also remaining in compliance with all applicable federal, state, axlocal
requirements to ensure that all purchases fall within the framework of budgetary limitations.

The Purchasing Handbook has been prepared to direct the purchasing practices and procedures
of the District. Tt will serve as a guide to the Board and to our staff,

For more information please review the following Board of Education Policies:
5320: Expenditures of School District Funds
5321: District Credit Card Use
5323: Reimbursement for Meals/Refreshments
5410: Purchasing: Competitive Bidding and Offering
5411: Procurement of Goods and Services
5412: Alternative Formats for Instructional Materials
5413: Procurement: Uniform Grant Guidance for Federal Awards
6110: Code of Ethics for Board Members and All District Personnel
8460: Field Trips
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General Information

All purchasing within the schoo! district may only be approved by the Board of Education’s
approved District Purchasing Agent: the Superintendent of Schools or the approved Deputy
Purchasing Agent in the absence of the Purchasing Agent. No one else is authorized to expend
funds on behalf of the district,

A Requisition (request for Purchase Order) must first be initiated by submitting a request to the
direct supervisor (Transportation Coordinator, Athletic Director, Principal, Facilities Director,
Food Service Manager, etc.) for approval. After being approved by the supervisor, reviewed by
the Treasurer and Business Administrator, the requisition will finally be sent to the Purchasing
Agent for final approval prior to the requisition being converted into a Purchase Order. Consult
the Requisition Flowchart for specific building and office workflows.

To be reimbursed for expenses (such as meals and folls) while attending a conference, the
employee must receive pre-approval and a purchase order must be authorized prior to
attendance.

Please plan your purchases and understand that for efficiency, consistency andauditing purposes,
the following purchasing procedures need to be strictly adhered to. It is important to note that
processing of requisitions, purchase orders and payments will take time.

For all purchases from Federal Grants, please consult the Federal Funds Purchasing Manual
for additional information.
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Bid and Quote Requirements

For procurement of goods and services that are not subject to competitive bidding
requirements, the following procedures are required:

For Commodities (supplies, materials, equipment and all non-professional
services):

$0-$1,499.99 - No Quotes or Documentation Required - All purchasers must

research and find the best rates possible

$1,500-$2,999.99 - 2 Quotes, second quote must be scanned and attached to the
Requisition (if quote is verbal, employee will need to document date, vendor
name, dollar amonst and attach to the requisition)

$3,000-$19,999.99 - 3 Written Quotes, scanned and attached to Requisition
$20,000+ - Public Bid in conformance with NYS General Municipal Law
For Professional Services (Consultants, Attorneys, Architects, and Engineers):

$0-$9,999.99 - No Quote Requirements, Written Agreement approved by the
Superintendent

$10,000-$34,999.99 - Written Agreement approved by the Superintendent

$35,000-349,999.99 ~ Written Agreement approved by the Superintendent
(BOE Approval Required)

$50,000+ - RFP Process in conformance with NYS General Municipal Law, except
when the BOE applies the “Best Value” purchasing resolution language as
adopted at the annual reorganization meeting (BOE Approval Required)

For Public Works Contracts (Construction and Building Trades):

$0-$34,999.99 - Scope of Work and Quote approved by the Business
Administrator or Superintendent

$35,000+ - Public Bid in conformance with NYS General Municipal Law

When approved by the Purchasing Agent, purchasing can be completed off NYS OGS
Contract, through a Board of Education approved National Purchasing Cooperative, BOCES
Cooperative bidding or through approved Piggybacking outside of the above quote and bid
requirements. ‘

When purchasing an item only available from one vendor, a Sole Source letter or
equivalent documentation must be attached to the requisition.

When approved by the Purchasing Agent, written quotes can include product pricing from
websites.
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(.\ Requisitions/Purchase QOrders

Types of Requisitions:

® Materials and Supplies (450 codes) — Items of an expendable nature that are
consumed, worn out, or deteriorated in use costing less than $5,000 each,

® Contractual (400 codes) — Includes intangible services such as corference fees,
travel, repairs, advertising, and other expenses not provided for under other objects of
expenditure.

¢ Equipment (.200 codes) — Expenditures for initial, replacement, or additional pieces
of fumiture or equipment costing $5,000.00 or more each.

¢ Textbooks (480 codes) — Textbook materials to be used in the classroom for
instruction. Does NOT include teacher editions, equipment/supplies/software,
reference/library materials and school agendas.

Entering a Requisition

( | All requisitions are entered directly into nVision and should contain the following
' information;
© Vendor Name and Address (verify current address, if it has changed please contact
the Business Office)

o Date (if purchasing for the subsequent school year, the date needs to be changed to
“07/01/XXXX of the subsequent school year)
® Requisition Source — please refer to “Vendors On Already Approved Bid List” on school
website, under Departments, Business Office and Purchasing. The following are the choices
for Req Source in nVision:
o For NYS select State Contract
o For BOCES select BOCES
© Sole Source can only be used if vendor is providing a letter stating it is sole source.
The sole source letter must be attached to the requisition under File Attachments
o Other is for everything else
o Contract/Bid Ref— enter bid award number from “Vendors On Already Approved Bid List”
e Description — Enter bid source first then a brief description of order (classroom supplies,
textbooks, etc.)

e Appropriate Ship to Building and Ship to Contact
¢ Items to Be Purchased
© Use current catalog/price list (including any discounts)
& / © Inchude shipping Charges

® For quotes or other documentation attach to the requisition by selecting “File Attachments”
and then add the pdf document.
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Receiving Your Ytems

® Once your requisition is approved, Requestor will receive the Receiving Copy of the
purchase order (yellow) and the Requisition Copy (green) from the Business
Office. Be sure to retain the Receiving copy and the Requisition Copy of the
purchase order. '

® When you receive your items, compare the Receiving Copy of the PO to the actual
items. Once all items are received, sign the Receiving Copy of the PO. Once
signed, the Receiving Copy of the PO must be returned to the Bysiness Office
with any packing slips received. The Requisition Copy is for the Requestor’s
records.

® When the Business Office receives the signed Recetving copy of the PO and packing

slips, the Accounts Payable Clerk will process payment for the items received.

Adding a Vendor

All vendors used by the District must be approved by either the Treasurer or the Business
Administrator and entered in nVision. If a vendor is not in nVision:

® The staff member needs to send the potential new vendor 2 W-9 form and the
Vendor Information Sheet. These two documents must be completed and
returned to the Treasurer or the Business Administrator.

® Upon receipt of both the completed W-9 form and completed Vendor Information
Worksheet, the Treasurer or Business Administrator will review the vendor’s
information and approve or deny the request to add the vendor. If denied, the
staff member will receive notification.

o If approved, both forms will be used to add the new vendor into nVision. Both the W-
9 form and the Vendor Information Form are available on the School website,
under “Departments”, “Business Office” and “Accounts Payable”.

® The staff member will be notified by email that the new vendor has been added to
nVision,




Requisition Flowchart
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( ‘Department

Regquestor nVision Data | Initial Approver Final Approver
Entry Approver _
Elementary Teacher [Feacher Building Treasurer and Superintendent
School Principal Business Admin
Elementary Office|Secretary Secretary Building Treasurer and Superintendent
Principal Business Admin
Jr/Sr High School {Teacher Teacher Building Treasurer and Superintendent
Principal {Business Admin
Jt/Sr High School [Secretary Secretary Building Treasurer and Superintendent
Office Principal Business Admin
Spectal Education (Teacher and Teacher and Building Treasurer and superintendent
Secretary Secretary Principal & Business
Director of Administrator
[nstruct Svcs
Guidance Counselor & Counselor Building Treasurer and Superintendent
Secretary & Principal [Business Admin
Secretary
IT Computer Repair |Computer Repair  |[Director of Treasurer and Superintendent
. Technician or IT  [Technician or IT {Technology  {Business Admin
6 ) Operation Analyst [Operation Analyst _
Building & B & G B & G Office Director of Treasurer and Superintendent
Grounds Office Facilities Business Admin
Transportation  [Head Bus Head Bus Transportation {Treasurer and Superintendent
Driver Driver Coordinator  [Business
Admin
Athletics Athletic Director  |Athletics Secretary |lt/Sr High Treasurer and Superintendent
Principal Business Admin
Central Teacher Aide Teacher Aide IN/A Treasurer and Superintendent
Supply Business Admin
Director of Director of Secretary Director of Ireasurer and Superintendent
Instructional Instroctional Instructional  Business Admin
Services Services Services
Business Office [Business Office  [Business Office  [N/A Business Admin  [Superintendent
Staff Member Staff Member
Health Office Nurses Nurses Building Treasurer and Superintendent
Principal Businesss Admin _
Food Service Food Service Food Service N/A Freasurer and Superintendent
_ Director [Director [Business Admin
(MNY Tech Principal Secretary Principal Treasurer and Superintendent
Academy Business Admin

The Superintendent is the only Board appointed Purchaging Agent, this means purchase orders
cannot be approved in the Superintendent’s absence.
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Amazon: (Please contact Business Office prior to enter requisition)

Due to favorable pricing available at Amazon, teachers and other staff members may request an
open/blanket purchase order for specific supplies not to exceed $250.00. The requestor must
shop Amazon online and place items to be ordered in their “cart”. Once the Requestor is ready
to check out, you must print the “shopping cart” and delete the transaction. The Requestor can
now use the shopping cart printout to enter a requisition into nVision and obtain all necessary
approvals,

Once the requisition is approved, the Business Office will send the requestor the Receiving
Copy of the Purchase Order. The Requestor must send the shopping cart printout to the District
Clerk. The District Clerk will login to Amazon online and purchase the items listed on the
shopping cart printout. If something is not available, the District Clerk may make a similar
substitution to fill the order. If nothing is available the District Clerk will contact the
Requestor to let them know. Once items are received, the Requestor will need to sign the
Receiving Copy of the PO and send it and any packing slips to the Treasurer in the Business
Office for payment to be processed.

Home Depot, Tractor Supply, Walmart or Wegmans (in Store purchasing):

When favorable pricing is available at Home Depot, Tractor Supply, Walmart or Wegmans;
teachers and other staff members may request an open/blanket purchase order for specific
supplies not to exceed $250.00. The requisition should be entered into nVision and obtain all
necessary approvals. The requisition should list the types of supplies to be purchased such as:
“Science lab supplies”, “art supplies”, “office supplies”, “food supplies for FACS courses”, etc.
Any purchases should then be limited to only that type of item. A blanket purchase order request
that does not list the specific types of items will not be approved.

Once the requisition is approved, the Business Office will send the requestor the Receiving
Copy of the Purchase Order. The requestor should then contact the District Clerk to determine
availability of the Store card and then bring the Receiving Copy of the PO to the District Clerk
to sign out the Store card and tax exempt certificate (card for Walmart). The requestor must
return the store card on the next school or business day along with the receipt and signed
Receiving Copy of the Purchase Order or a copy of the purchase order it is an open PO,
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School Credit Card:

™
( There are some rare instances where a vendor will not accept a purchase order and will require a
credit card to purchase goods and services. In the event that a credit card must be used, the staff
member will follow the normal requisition process.

® The staff member will fill out a requisition in its entirety for goods and services
listing “Chase Card Services” as the vendor. '

® All credit card requisitions must include “For Byron Bergen Use Only” and list the
actual vendor providing the goods or services in the description box.

® All required details and quotes must be entered on the requisition in the description
box as well (in the same level of detail as if it were not a credit card purchage).

e Once approved by the Purchasing Agent, the requestor will receive the
Receiving Copy of the Purchase Order.

@ To use the District credit card, if ordering online, the staff member whose name is on
the Purchase Order must come to the Business Office and work with the District
. Clerk to place the order via online. If the staff member is taking the credit card to
( the physical store, they must contact the District Clerk to check the availability
| and show the Receiving Copy of the purchase order to the District Clerk when
picking up the card. In addition, the staff member must “sign out” the card for
tracking purposes. The credit card must returned to the District Clerk the same
day or by the very next morning. The credit card may only be used by the staff
member whose name is on the purchase order.

® The goods or services can then be purchased using a credit card.

® Once the goods or services have been purchased, the credit card must be returned to
the Business Office along with the order confirmation from the vendor {(invoice,
receipt or efc.). Once the items are received, bring all receipts and a signed
Receiving Copy of the Purchase Order to the Treasurer.

W
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Blanket/Open Purchase Orders:

(°

Blanket purchase orders are created for recurrent and anticipated expenditures such as utilities, fuel,
food, ete.

¢ A Requisition should be processed for these purchase orders as soon as the recurrent
expenditure is anticipated. Often, these are opened at the start of the fiscal year
in July. |

® As invoices and/or packing slips are received for these purchases, they should be
signed and sent to the Business Office with a copy of the Purchase Order
Receiving Copy (yellow copy). (The original Receiving Copy of the Purchase
Order must be signed and returned to the business office once the PO is fully
completed/received.) |

® The Business Office will then process payment for the invoice.
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Conference and Travel Procedures:

All conferences and travel requests must have prior approval by the Building Principal, Director
of Instructional Services Instruction and/or the Superintendent. A District employee must have a
properly authorized conference request form completed in Frontline Professional Growth
(formerly My Learning Plan) with estimated expenditures before attending a conference. Once
the request is approved in Frontline the staff member must then print the approval and submit it
to the District Treasurer to complete the appropriate requisition(s) for any expenses.

¢ The requestor should print a copy of their approval and attach to the registration paperwork
® All completed paperwork should be turned in to the District Treasurer to enter a single or
multiple requisition(s) in nVision.
® Once approved by the Purchasing Agent, the Business Office will mail any
registration forms attached to the requisition along with the Purchase Order to
the vendor(s) and send Receiving Copies of the Purchase to the Requestor.
® Itis the responsibility of the Requestor to:
© Make all reservations and complete all registrations that are not
completed automatically by the Frontline Professionat Growth
System.
© Book all hotels (make sure hotel accepts purchase orders) and provide
hotels with credit card authorization/Tax Exempt Form (see Credit
Card if required) .
© Ifa check is needed to take to the hotel, please indicate the date the check is needed
on the requisition. The check must be requested prior to the cui-off date on the
Accounts Payable Processing Schedule.
® All detailed receipts for meals and miscellaneous expenses must be saved and
returned to the business office for reimbursement along with signed
yellow copy of purchase order.

® If out of pocket expenses exceed the amount approved on the original
Conference Request. The School will only reimburse up to the
approved amount.

e All hotel and meal expenses must be tax exempt (New York State only). Prior to travel,
please contact the Business Office for copies of our tax exempt forms for your use
while traveling. If any tax expenses are incurred, they cannot be reimbursed.

® A detailed itemized receipt is required. A credit card receipt showing only the total
amount of the bill will not be accepted. -

o After the conference is complete, any receipts (including hotel receipt) and thé- _
Receiving Copy of the P.O. should be returned to the Business Office.
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Field Trips:

All field trips must follow internal school building practices and regulations for approval ptior
to any Business Office processing.

For any field trips that can be purchased through BOCES, please complete the appropriate
paperwork and submit to Genesee Valley BOCES. This includes On the Go. TheatreWorks
and Tickets through GVEP. These purchases do not go through the requ151txon process in
nVision. :

Any other (not GVEP processed) field trips incurring an expense can be processed through the
normal requisition process. Given the timelines for internal building approval of a trip along with
the time required to process requisitions, trips should be planned several months in advance.

All teachers planning field trips to New York State Parks, environmental education centers or
other covered locations must also process the Connect Kids to Parks Grant Program Field Trip

Application.

Any individual planning an overnight trip must schedule a time to meet with their
supervisor and begin the process for planning at least six months in advance of the trip.
Trips of a longer length (Washington, D.C., Senior Trip, etc.) should begin planning a
minimum of 12 months in advance. Remember, all overnight trips require BOE approval.

Presenters/Guest Speakers/Lecturers for Academic Courses:

In general, presenters, guest speakers and lecturers for academic courses should be
volunteers. However, when payment is required, the GVEP Visiting Experts program should
be utilized.




RESOLUTION
( ™ COMMITMENT OF FUND BALANCE

WHEREAS, the District has various employment contracts obligating School fiunds be
contributed annually to employee’ s health reimbursement accounts for the purpose of
reimbursement of qualified medical expenses if the employee participates in the GAHP D2
healthcare plan, and

WHEREAS, these School funds are recjuired to be made available to employees
subsequent to their employment if they are not fully spent at the time of retirement: and

WHEREAS, there is activity in each retired employee’s health reimbursement account at
least every five years;

THEREFORE, BE IT RESOLVED, that the Board commits a portion of the fund
balance equal to the accumulation of these funds for purposes of reimbursement of qualifying
medical expenses. Such amount totals $494,264.39 as of June 30, 2023.

Adopted by the Byron Bergen Central School District Board of Education on the 13% of
July, 2023,

Attested:

Board Clerk

W
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