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Procedures Manual 
Numerical Designation of Board Procedure Sections 

 
 
 

100  
160 Complimentary Gifts 
 
200 

 

225 Notices of Claim and Subpoenas 
240.3 Procedure for Personal Use of BOCES Equipment 
250.1 Press Release Procedure 
 
300 

 

330.2.1 BOCES Fleet Vehicle Request & Use Procedure 
330.2.2 Accident/Mechanical Failure of Vehicle Procedure 
330.2.3 BOCES Vehicles Assigned to Individuals 
340.1 Establishment of a Health and Safety Committee 
340.2 Investigation and Disposition of Complaints Related to Health and Safety 
340.3 Preparation of Five Year Capital Facilities Plan 
340.4 Building Condition Survey and Annual Visual Inspections 
340.5 Annual Fire Prevention Inspections of School Facilities 
340.6 Certificates of Occupancy 
340.7 Comprehensive Maintenance Plan 
340.8 Procedures for Preparing the School Facility Report Card 
340.9 Procedures for Developing the BOCES Safety Rating System 
340.10 Procedures for Health and Safety During Construction Projects 
370 Administrative Procedures for Honoring Do Not Resuscitate Order 
 
400 

 

415.1 Budget Coding Procedure 
415.10 Internal Controls Procedure 
415.2 Administration of Salary, Non-Salary and Fringe Budget Procedure 
415.3 Administration of Budget Procedure 
415.4 Receipt of Funds Procedure 
415.5 Retirement Parties and Other Related Events Procedure 
415.6 Credit Card Assignment and Exit Procedure 
415.7 Cellular Phone - Personal Call Procedure 
415.8 Approval of Expenditures Procedure 
415.9 Conference Request Procedure 
417.1.1 Petty Cash Fund Procedure 
420.1.1 Bank Creditworthy Procedure 
430.2.1 Fixed Asset Inventory Procedure 
430.2.10 Award of Bids by the Board of Education Procedure 
430.2.11 Payment for Student Supplies 
430.2.2 General Purchasing Procedure 
430.2.3 Purchases Through State and Other Agencies 
430.2.4 Purchases Through New York State Contract 
430.2.5 Quotations for Expenditures not Governed by Competitive Bidding 



   

430.2.6 Bidding Procedure 
430.2.7 Bid and Quotation Analysis Procedure 
430.2.8 Exceptions to the Bid Law as Covered under General Municipal Law 103 
430.2.9 Bid Award Recommendation Procedure 
430.5.1 Surplus Procedure 
430.6.1 Accountability Procedure 
440.1 Fleet Vehicle Verification Procedure 
450.1 Energy Management Procedure 
 
500 

 

508 Outside Employment/Providing Additional Services to BOCES 
531.1 Worker’s Compensation 
540.4 Procedures for Compliance with Non-Discrimination Policy 
540.5 Form for Grievance Procedures for Resolution of  Complaints Alleging 

Discrimination Based Upon Sex, Race, Creed, Color, Age or National Origin 
545.1 Procedures for Compliance with Section 504 of the Rehabilitation Act of 1973 
545.2 Form for Grievance Procedure for Resolution of Complaints Alleging 

Discrimination Based Upon Sex or Disability  
550.1 Sexual Harassment Procedure 
553 HIPAA Compliance 
555.1 Employees with HIV-Related Illness Procedure 
566.1 Implementing the Public Access Defibrillation (PAD) Program 
580 Sex Offenders 
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Attendance Procedures 

602 Behavioral Interventions 
611 
 

Implementation of Chapter 408 Distribution  of Individualized Education 
Programs (IEP) 

612 Interpreters for Parents with Hearing Impairments Procedure 
613 Adult Education and Literacy Programs 
621 Students with HIV – Related Illness Procedure 
628 Pupil Rights 
630 Searches and Interrogation Procedure 
 
700 

 

715 Tuition Payment Procedures for BOCES Employees in Adult Education 
Classes 

716 Tuition Payment Procedures for BOCES Employees in Adult Education 
Exercise and Fitness Classes 

740.1 Instructional Materials Selection – Library Media Center 
750 Copyright Law Compliance Procedure 
760.1 Staff Internet/Network Use Procedure 
760.2 Student Internet/Network Use Procedure 
765 DCMO BOCES Web Page 
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