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Peekskill is a special place where relationships matter. We believe in working together— faculty,

staff, families, students, and community members—to create a positive and supportive

environment. You are essential to this work. Your passion, creativity, and dedication directly impact

the lives of the students we serve.

I invite you to share your ideas, seek out learning opportunities, and always remember that you are

supported every step of the way. We are stronger together, and I am excited to see all that we will

accomplish this year.

With gratitude,

Dr. David Mauricio

Superintendent of Schools

I am pleased to welcome you to the Peekskill City

School District—whether you are new to our District or a

returning colleague. You are part of a dedicated and

passionate team, united by a common purpose: to

ensure that every student is empowered to achieve their

fullest potential and become a contributing member of

our global society.

Our District is built on the values of the Peekskill

Promise. As you begin or continue your journey with us,

I encourage you to fully engage in the wide variety of

opportunities available for growth, professional learning,

and collaboration. Each of you brings unique strengths,

experiences, and perspectives that will enrich our

schools and our community.

Dear Peekskill City School District Faculty and Staff,

THE SUPERINTENDENT
W E L C O M E  L E T T E R  F R O M  
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COMMUNITY
A B O U T  T H E

Peekskill is located
about 50 miles north of
New York City and is
bordered on the west
by the Hudson River.
The spectacular river
views, affordable
housing, accessibility
by rail, and automobile
and artistic diversity
make Peekskill a
popular place to visit,
live, and work. Peekskill
is a small city in an area
of approximately 4 ½
square miles and a
population of around
20,000. Peekskill’s
strong community
spirit combined with
its magnificent
waterfront and vibrant
Artists’ District makes
Peekskill a city with a
bright future.

W E L C OM E
T O  P E E K S K I L L ,  N Y

25,514
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A B O U T  O U R

SCHOOLS
The Peekskill City School District offers a broad range of educational opportunities in
a diverse, interactive environment. The District’s focus is on success for all students.
There is one Pre K building, three Elementary buildings, one Middle School, and one
High School. Each school offers an environment to meet individual student’s needs.
All buildings have challenging curricula, talented and engaging students, and a
dedicated and knowledgeable faculty with high expectations.
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BOARD OF EDUCATION
P E E K S K I L L  C I T Y  S C H O O L ’ S

BOARD OF EDUCATION
P E E K S K I L L  C I T Y  S C H O O L ’ S

FRANK ROBINSON, JR.
Trustee

Term: 2025-2028
FRobinson@PeekskillSchools.org

CHRISTINA WASHINGTON
Trustee

Term: 2024-2027
CWashington@PeekskillSchools.org

The Peekskill City School District Board of Education is made up of dedicated
community members who proudly serve to support the success of all students
and staff. In partnership with District leaders, the Board creates policies, sets
priorities, and works to provide an excellent educational experience for every
child. Their work is vital to Keeping the Peekskill Promise and shaping a bright
future for our community.

ALLEN JENKINS, JR.
Trustee

Term: 2018-2027
AJenkins@PeekskillSchools.org

MARY ANGEL FLORES
Trustee

Term: 2025-2028
MFlores@PeekskillSchools.org

AMY VELE
Vice President

Term: 2023-2026
AVele@PeekskillSchools.org

JILLIAN VILLON
President

Term: 2013-2028
JVillon@PeekskillSchools.org

BRANWEN MACDONALD
Trustee

Term: 2017-2026
BMacDonald@PeekskillSchools.org
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M E E T  O U R  D I S T R I C T

ADMINISTRATION TEAM

DR.  REBECCA AVILES-RODRIGUEZ, the Assistant Superintendent for Elementary Curriculum in the
Peekskill City School District, is a passionate and dynamic educational leader dedicated to fostering
academic excellence and student-centered learning environments. With extensive experience as a
Principal, Assistant Principal, and Teacher, Dr. Aviles-Rodriguez brings a strong background in data-driven
instruction, curriculum development, and cultivating inclusive school cultures. Her commitment to
mentorship, community engagement, and equity ensures that all students and staff are supported,
inspired, and empowered to achieve their highest potential.

Contact: RAvilesRodriguez@PeekskillSchools.org

MS.  CYNTHIA HAWTHORNE, the Assistant Superintendent for Business in the Peekskill City School
District, is an accomplished school business official with nearly two decades of experience in finance,
operations, and business management. She has led school districts in developing and managing multi-
million-dollar budgets while overseeing key areas such as transportation, food services, facilities, and
capital projects. Known for her commitment to transparency and fiscal responsibility, Ms. Hawthorne is a
trusted advisor dedicated to supporting educational excellence through sound financial stewardship and
efficient operational leadership.

Contact: CHawthorne@PeekskillSchools.org

ASSISTANT SUPERINTENDENT FOR ADMINISTRATIVE SERVICES
MR. JAMAL LEWIS

MR. JAMAL LEWIS, the Assistant Superintendent for Administrative Services in the Peekskill City School
District. has worked in the District since 2014. Prior to that, he was an Administrator in Orange and
Westchester Counties and taught in The Bronx and Westchester County. Mr. Lewis has been an educator
and administrator for 27 years. His passion for learning, teaching, expanding minds, engaging staff and
communities, and desire to always do his best has led to a fulfilling career in public service. Mr. Lewis
believes in purposeful and careful work, guiding others to be effective professionals, and collaborating
with students, staff, administrators, and families.

Contact: JLewis@PeekskillSchools.org

DR.  EUDES S. BUDHAI, the Assistant Superintendent for Secondary Curriculum in the Peekskill City
School District, brings over 3 decades of experience as a transformative educational leader committed to
innovation, and student success. Throughout his distinguished career as a Superintendent, Assistant
Superintendent, and Instructional Leader, Dr. Budhai has championed initiatives to recruit and retain
diverse talent, enhance access to curriculum and instruction, and foster inclusive learning environments.
Grounded by his own upbringing as the child of immigrant parents, Dr. Budhai is dedicated to uplifting
communities, building strong partnerships, and preparing students for a rapidly evolving world.

Contact: EBudhai@PeekskillSchools.org

DR. DAVID MAURICIO, the Superintendent of School of the Peekskill City School District, is a veteran
educator and visionary leader with more than 31 years of experience in public education. As
Superintendent of the Peekskill City School District, he is dedicated to fostering academic excellence,
youth development, and community engagement. Dr. Mauricio has held numerous leadership roles,
including Chief of Strategic Alignment and Innovation, Community Superintendent, Principal, and
Director of Special Education. Dr. Mauricio brings a deep understanding of community engagement, and
is passionate about supporting diverse students.  Under his leadership, Peekskill has advanced initiatives
focused on student achievement, innovative programming, meaningful family partnerships and school
renovations. 

Contact: DMauricio@PeekskillSchools.org
SUPERINTENDENT OF SCHOOLS
DR. DAVID MAURICIO

ASSISTANT SUPERINTENDENT FOR BUSINESS
MS. CYNTHIA HAWTHORNE

ASSISTANT SUPERINTENDENT FOR ELEMENTARY CURRICULUM
DR. REBECCA AVILES RODRIGUEZ

ASSISTANT SUPERINTENDENT FOR SECONDARY CURRICULUM
DR. EUDES S. BUDHAI
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THE PEEKSKILL PROMISE
A B O U T  O U R  M I S S I O N . . .

is to educate and empower all students to strive for excellence as life-long learners
who embrace diversity and are contributing members of a global society. 

OUR MISSION

All people can learn, contribute and have value;
Embracing and understanding cultural diversity is imperative to strengthening
and enriching a school community;
When a school community provides a respectful, safe, supportive, resource-rich
environment, people thrive and meet their goals;
A school District excels when strong partnerships exist among families, schools
and community;
Educating the whole child will develop life-long learners who are compassionate,
confident, critical thinkers;
A school District is responsible for aligning and carrying out the conditions for
learning, leadership and commitment.

WE BELIEVE THAT...

The Board of Education
recognizes that to govern
effectively, it must clearly
define why the district exists
and what it aspires to be. The
Board therefore adopted the
following mission statement
on February 6, 2018 to convey
the district's purpose and
vision to set forth what the
district should strive to
become in the future.
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A B O U T  O U R

VISION
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The Peekskill City School District offers a wide range of educational opportunities in a diverse,

interactive environment. Learn more about the “Peekskill Promise” here. the goals of our seven-

member board of education focus on achievement, a safe environment, and strong fiscal

management. 

Peekskill CSD uses the Princeton Plan in which children are assigned to elementary schools based

on grade level. 

Our buildings are laid out as follows:

Pre-Kindergarten: Uriah Hill, Jr. Elementary School

Kindergarten-Grade 1: Woodside School

Grades 2-3: Oakside Elementary School

Grades 4-5: Hillcrest Elementary School

Grades 6-8: Peekskill Middle School

Grades 9-12: Peekskill High School

Elementary Highlights
Special initiatives for Grades K-5 include:

An English/Spanish Dual-Language program;

Elementary Enrichment program;

STEAM Labs at Uriah Hill, Woodside, Oakside and Hillcrest Elementary Schools;

String instruments introduced at Grade 3 and continued to Grade 12.

Secondary Highlights
Peekskill Middle School is located in a state-of-the-art building with each grade having their own

dedicated space, or “house,” within the building. PKMS features:

21st Century curriculum and a modern technology lab;

Professional performance auditorium;

A double gymnasium;

Competition-sized swimming pool;

Accelerated Math and Science programs beginning in Grade 6; 

High School level course offerings.

D ISTR ICT

HIGHLIGHTS

https://www.peekskillcsd.org/Page/6573
https://www.peekskillcsd.org/Page/6573
https://www.peekskillcsd.org/Page/6573
https://www.peekskillcsd.org/Page/6573
https://www.peekskillcsd.org/Page/6573
https://www.peekskillcsd.org/Page/6573
https://www.peekskillcsd.org/Page/6573
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Peekskill High School features:
STEAM Innovation Center;

PHS’ Freshman Academy ensures all incoming freshmen are offered the educational

foundation to prepare students for their high school, college and career ventures

Numerous AP and college-level courses are offered;

A modern planetarium is part of a strong science curriculum;

Our Science Research program offers students the opportunity to conduct independent

mentored research in a professional environment;

The Peekskill High School Robotics program hosts two award winning teams and

telecommunications classes;

A variety of electives, including Theater, Engineering, Guitar, Dance, Computer Science and

more accelerated Math and Science programs.

District-Wide Highlights
Turf Field Stadium at Torpy Field;

New, centrally located Family Resource Center;

Strong community partners (70+ partners);

Aligned STEAM curriculum that fosters project-based learning for students in Grades 2 - 12.

D ISTR ICT

HIGHLIGHTS CONT’D
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D ISTR ICT

HIGHLIGHTS CONT’D
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Asst. Supterintendent
MR. JAMAL LEWIS

(914) 737-3300, Ext. 1550/1551
JLewis@PeekskillSchools.org

Personnel Assistant
MS. MAHOGANY SMITH

(914) 737-3300, Ext. 1550
MSmith@PeekskillSchools.org

On behalf of the Peekskill City School District, I would like to extend a sincere welcome.
To help you become an effective and integral part of our school District, we have
prepared this handbook. 

This handbook provides information that employees most frequently want to know. It
covers benefit programs, policies and procedures. It is to be considered as a general
outline. Please read these materials carefully and refer to it as needed. If you have
further questions, please contact the following offices:

Human Resources/Office for Administrative Services: Phone: (914) 737-3300, Ext.
1550/1551 / Fax: (914) 743-5516

Payroll: (914) 737-3300, Ext. 1548

Benefits & Health Insurance: (914) 737-3300, Ext. 1557

We are pleased to have you join our team and hope you will find your work in the
Peekskill City School District fulfilling and rewarding.

Welcome,

Mr. Jamal Lewis,
Assistant Superintendent for Administrative Services

O F F I C E  F O R

ADMINISTRATIVE SERVICES

Personnel Assistant
MRS. PRISCILLA KRAWCYK

(914) 737-3300, Ext. 1551
PKrawcyk@PeekskillSchools.org

Should you have any questions or require assistance, please do not hesitate to
contact our dedicated team for support here at the Human Resources/Office for

Administrative Services:
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CERTIFICATION
The New York State Education Department Teacher Certification Office requires that all Teachers be
certified. It is the responsibility of all pedagogical personnel to maintain their certification status.
When you receive a new certificate you must bring the original to the Administrative Services Office.
We will make a copy of your original license and place it in your personnel file.

FINGERPRINTING
In accordance with the Safe Schools Against Violence in Education (SAVE) legislation, Chapter 180 of
the Laws of 2000, and by the Regulations of the Commissioner of Education, candidates for
appointment in school districts must obtain clearance for employment from the State Education
Department prior to employment based upon a fingerprint and criminal history background check. 

NEW STAFF ORIENTATION
New staff may be required to attend orientation/professional development activities during the week
before school begins and/or throughout the school year depending upon your hire date. All
information will be communicated at time of hire.  

*The New York State Education Department Teacher Certification Office requires that all Teachers be
certified. It is the responsibility of all pedagogical personnel to maintain their certification status. When
you receive a new certificate you must bring the original to the Administrative Services Office. We will
make a copy of your original license and place it in your personnel file.

F O R  N E W  T E A C H E R S

REQUIREMENTS
H IR ING

CIVIL SERVICE
We follow the rules and regulations set forth by the Westchester County Department of Human
Resources. For additional information on civil service requirements or examinations, please contact:

FINGERPRINTING
In accordance with the Safe Schools Against Violence in Education (SAVE) legislation, Chapter 180 of
the Laws of 2000, and by the Regulations of the Commissioner of Education, candidates for
appointment in school districts must obtain clearance for employment from the State Education
Department prior to employment based upon a fingerprint and criminal history background check. 

F O R  N E W  N O N - C E R T I F I E D /
C L A S S I F I E D  S T A F F :

Westchester County Department of Human Resources

     Telephone: (914) 995-2114 or (914) 995-2101

     Fax: (914) 995-2009

     Website:  https://www.westchestergov.com/hr

     Exam Division: (914) 995-2117
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REQUIREMENTS CONT’D
H I R I N G

The Board of Education of the Peekskill City School District (PCSD) makes every effort to
hire employees who are committed to promoting quality education and providing a safe
environment for all students. Towards that end, in order to ensure the safety of all
students, staff and clients, as well as in compliance with New York State and federal
programs regulations, the PCSD performs background checks on all newly hired
employees, interns, and volunteers, and repeats these checks. This policy also verifies that
any personnel interacting with minors participating in programs have been determined
to be suitable for these interactions. 
  

Policy:
 

All covered personnel must undergo the following background checks at hire:
New York State Education Department’s (NYSED) Office of School Personnel
review and Accountability (OSPRA)

 
All covered personnel must sign the OSPRA 102 Form and an attestation stating
that to their knowledge, they have not been convicted of a felony or misdemeanor
under federal, state, tribal, or local law that involves any of the following crimes:

Sexual or physical abuse, neglect, or endangerment of an individual under
the age of 18 at the time of the offense;
Rape/sexual assault, including conspiracy to commit rape/sexual assault;
Sexual exploitation, such as through child pornography or sex trafficking;
Kidnapping;
Voyeurism.

Any covered personnel may be deemed unsuitable for work with minors if they:
Withhold consent to the background checks detailed in item 1 of this policy;
Knowingly makes (or made) a false statement that affects, or is intended to
affect, any required search;
Is listed as a registered sex offender on the Dru Sjodin National Sex Offender
Public Website;
Refuse to sign the attestation in item 2 or falsely complete this attestation;
Meet any other determination by a federal, state, tribal, or local government
not to be suitable.

The Assistant Superintendent for Administrative Services makes a final recommendation
of the suitability of the covered personnel and communicates the determination to the
appropriate supervisor, and the personnel that is the subject of the investigation.

P C S D  B A C K G R O U N D  C H E C K  P O L I C Y
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TO CHARACTER
COMM ITTMENT

In keeping with our District’s whole
child approach to education, the
Peekskill City Schools has adopted
monthly district-wide themes to
promote character education and
social emotional learning. A whole
child approach to education ensures
that students are healthy, safe,
engaged, supported and challenged.
The monthly themes noted below
support the following NYS Education
Department’s Social Emotional
Learning Goals:

Develop self-awareness and self-
management skills essential to
success in school and in life;
Use social awareness and
interpersonal skills to establish
and maintain positive
relationships;
Demonstrate ethical decision-
making skills and responsible
behaviors in personal, school, and
community contexts.

Please see below for a list of monthly
themes which will inspire school
activities, literature and more.

DON'T FORGET TO TAG US IN
YOUR COMMITMENT TO
CHARACTER PHOTOS &
VIDEOS!
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PRO F E S S I O N A L
R I G H T S  &

R E S P O N S I B I L I T I E S
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At Peekskill City School District, we are steadfast in our commitment to providing
equal employment opportunities for all employees and applicants. We uphold a
policy of non-discrimination that encompasses race, color, religion, sex, sexual
orientation, gender identity, national origin, age, disability, genetic information,
marital status, or any other characteristic protected by applicable laws. This
dedication to equality permeates every aspect of our employment practices,
including recruitment, hiring, training, promotion, compensation, benefits,
transfers, layoffs, and termination.

We firmly believe that diversity and inclusion are not only fundamental to our
success as a District but also to the growth and development of each individual
within our organization. Our goal is to foster a workplace environment that is
inclusive, respectful, and unequivocally free from discrimination and harassment.
We value the unique perspectives and contributions of all our employees and are
committed to creating opportunities for everyone to realize their full potential.

Should any employee feel that they have been subjected to discrimination or
harassment, we encourage them to report the incident promptly to their Direct
Supervisor. Rest assured, all complaints will be treated with the utmost
seriousness and confidentiality, and a thorough investigation will be conducted.
Appropriate actions will be taken in alignment with our District policies and
applicable laws to ensure a fair and respectful workplace for all.

E Q U A L  O P P O R T U N I T Y  S T A T E M E N T

E Q U A L  O P P O R T U N I T Y

EMPLOYMENT
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The Board of Education, its officers and employees, will not discriminate in its
programs and activities on the basis of legally protected classes, such as, but
not limited to: race (including traits historically associated with race, such as
hair texture and protective hairstyles like braids, locks, and twists), color,
national origin, creed, religion (including religious practices), marital status, sex
(including pregnancy, childbirth, or related medical condition), gender identity
and expression (i.e., actual or perceived gender-related identity, appearance,
behavior, expression, or other gender-related characteristic regardless of the
sex assigned to that person at birth, including but not limited to the status of
being transgender), age, sexual orientation, disability (physical or mental),
predisposing genetic characteristic, military work or status, domestic violence
victim status, citizenship/immigration status, or use of a guide dog, hearing
dog, or service dog, as applicable. The District will provide notice of this policy in
accordance with federal and state law and regulation.

This policy of nondiscrimination includes access by students to educational
programs, counseling services for students, course offerings, and student
activities, as well as recruitment and appointment of employees and
employment pay, benefits, advancement and/or terminations.

Employees also have protections under state law against discrimination on the
basis of their familial status, reproductive healthcare decisions (their own or
their dependents) and certain prior criminal history.

Specific protections for students under the Dignity for All Students Act (DASA)
are addressed in policy 0115, Student Bullying and Harassment Prevention and
Intervention. The District will follow the guidance from the State Education
Department on creating a safe, supportive, and affirming school environment
for transgender and gender-expansive students.

B O E  P O L I C Y  0 1 0 0 :  N O N -
D I S C R I M I N A T I O N  A N D  E Q A U L
O P P O R T U N I T Y

E Q U A L  O P P O R T U N I T Y

EMPLOYMENT CONT’D
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As a condition of participation in federal meal programs, the District will post
the following statement: “In accordance with federal civil rights law and U.S.
Department of Agriculture (USDA) civil rights regulations and policies, this
institution is prohibited from discriminating on the basis of race, color, national
origin, sex (including gender identity and sexual orientation), disability, age, or
reprisal or retaliation for prior civil rights activity.” Discrimination complaint
information is available at:

https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-
statement-other-fns-programs

Additionally, to promote the District website’s accessibility to staff, students,
and members of the community with disabilities, the District will maintain a
website that is accessible (or contains accessible alternatives) on perceivability,
operability and understandability principles. The District’s Communication
Specialist is responsible for considering the following when developing or
updating the District website:

Adding the text equivalent to every image;
Posting documents in a text-based format such as HTML or RTF in addition
to PDFs;
Avoiding dictating colors and font settings;
Including audio descriptions and captions to videos;
Identifying other barriers to access; and
Making other considerations when developing the District’s website.

A finding that an individual has engaged in conduct in violation of this policy
may result in disciplinary action and/or filing of a report with third parties in the
manner prescribed by the District Code of Conduct, the law or applicable
agreement or contract.

Nothing in this policy will be construed to prohibit a denial of admission into, or
exclusion from, a course of instruction or activity based on a person’s gender
that would be permissible under the law, or to prohibit, as discrimination based
on disability, actions that would be permissible under the law.

E Q U A L  O P P O R T U N I T Y

EMPLOYMENT CONT’D

https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-statement-other-fns-programs
https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-statement-other-fns-programs
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Annual Notification:
At the beginning of each school year, the District will publish a notice of the
established grievance procedures for resolving complaints of discrimination to
parents/guardians, employees, students and the community. The public notice will:

1. Inform parents, employees, students and the community that education
programs, including but not limited to vocational programs, are offered without
regard to actual or perceived race, color, weight, national origin, ethnic group,
religion, religious practice, disability, sex; sexual orientation, or gender (including
gender identity and expression);

2.Provide the name, address and telephone number of the person designated to
coordinate activities concerning discrimination; and

3.Be included in announcements, bulletins, catalogues, and applications made
available by the District.

All complaints of discrimination and harassment made by employees and applicants
are addressed by the process outlined in policy 0110.2, Sexual Harassment in the
Workplace. Complaints of discrimination and harassment by students are addressed
by the process outlined in policy 0115, Student Bullying and Harassment Prevention
and Intervention.

All complainants and those who participate in the investigation of a complaint in
conformity with state law and District policies, who have acted reasonably and in
good faith, have the right to be free from retaliation of any kind.

The Board authorizes the Superintendent of Schools to establish such rules,
regulations and procedures necessary to implement and maintain this policy.

This policy is available at the website link provided below:

0100 - Non-Discrimination and Equal Opportunity:
 
      https://www.Bit.ly/PCSDPolicy0100

E Q U A L  O P P O R T U N I T Y

EMPLOYMENT CONT’D
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R E C R U I T M E N T  &

HIRING PRACTICES
All Peekskill City School District external vacant positions are available on both
our District Website, located at www.PeekskillCSD.org, as well as OLAS, located
at www.OLASJobs.org. 

All District internal postings are available on our District Website, located at
www.PeekskillCSD.org, as well as emailed to all employees District assigned
email address.

Additionally, all external and internal job postings are emailed to all employees by
our Office for Administrative Services. 

Any questions regarding postings or vacancies should be directed to Mr. Jamal
Lewis, and his team in the Office for Administrative Services. 

V A C A N C Y  P O S T I N G S
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C O M P L I A N C E  W I T H

LAW & REGULATIONS 
At Peekskill City School District, we are unwavering in our commitment to
complying with all applicable federal, state, and local laws and regulations
regarding equal employment opportunity. We strictly adhere to the principles
outlined in the Civil Rights Act, the Americans with Disabilities Act (ADA), and the
Equal Employment Opportunity Commission (EEOC) guidelines, ensuring that
our employment practices are fair, unbiased, and legally compliant.

Our dedication to compliance extends beyond equal opportunity laws. We also
prioritize adherence to regulations related to workplace safety, wage and hour
laws, and employee benefits. This commitment to legal compliance is a reflection
of our broader dedication to upholding the highest ethical standards and treating
all employees with dignity and respect.

We believe that compliance is not a one-time effort but an ongoing responsibility.
To that end, we regularly review and update our policies, procedures, and training
programs to ensure they align with the latest legal developments and best
practices in equal-opportunity employment. By doing so, we create a workplace
environment that is inclusive, fair, and respectful.

Moreover, we provide continuous training and resources to our employees and
managers to promote awareness and understanding of their rights and
responsibilities under the law. Through these efforts, we empower our workforce
to contribute to a culture of equality and respect, which is essential to our
collective success.

F E D E R A L  A N D  S T A T E  L A W S



R I G H T S  T O  P R I V A C Y
At Peekskill City School District, we prioritize the protection of employee privacy
and the confidentiality of personal information. We collect and utilize employee
data strictly for employment-related purposes, such as payroll processing,
benefits administration, and performance evaluations.

To ensure the security of this data, we implement robust security measures,
including secure storage systems and access controls, to prevent unauthorized
access and protect against data breaches. Only authorized personnel with a
legitimate business need can access employee information.

We are committed to safeguarding employee data and do not disclose personal
information to external parties without employee consent unless required by law.
Employees have the right to review their personal information held by the District
and request corrections if they find inaccuracies. Such requests should be
directed to the Office for Administrative Services, which will handle them
promptly and in accordance with relevant regulations.

Our privacy practices are regularly reviewed and updated to ensure compliance
with applicable privacy laws and industry standards. We strive to maintain
transparency and trust by adhering to high standards of data protection and
confidentiality.

By following this policy, we ensure that all employee information is managed with
respect and security, reinforcing our commitment to privacy and integrity in the
workplace.

E M P L O Y E E

PRIVACY
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C H A N G E  O F  N A M E / A D D R E S S
You must notify the Office for Administrative Services in writing when there is a
change in your name or address.

E M P L O Y E E

RESPONSIBILITIES
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The Dignity for all Students Act (DASA) passed by the NYS Legislature in 2010. It
amended article 2, of the Education Law to read: “No student shall be subjected to
harassment or bullying by employees or students on school property or at a school
function; nor shall any student be subjected to discrimination based on a person’s
actual or perceived race, color, weight, national origin, ethnic group, religion,
religious practice, disability, sexual orientation, gender or sex by school employees or
students on school property or at a school function.”

The Peekskill DASA protocol is located on the District website. Please consult your
building administration for protocol specifics and questions. 

D I G N I T Y  F O R  A L L  S T U D E N T S  A C T
2 0 1 0  ( D A S A )

D I G N I T Y  F O R  A L L

STUDENTS ACT
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§ 3-110. Time allowed employees to vote:

If a registered voter does not have sufficient time outside of his or her scheduled
working hours, within which to vote on any day at which he or she may vote, at
any election, he or she may, without loss of pay for up to two hours, take off so
much working time as will, when added to his or her voting time outside his or
her working hours, enable him or her to vote.

If an employee has four consecutive hours either between the opening of the
polls and the beginning of his or her working shift, or between the end of his or
her working shift and the closing of the polls, he or she shall be deemed to have
sufficient time outside his or her working hours within which to vote. If he or she
has less than four consecutive hours he or she may take off so much working
time as will, when added to his or her voting time outside his or her working
hours enable him or her to vote, but not more than two hours of which shall be
without loss of pay, provided that he or she shall be allowed time off for voting
only at the beginning or end of his or her working shift, as the employer may
designate, unless otherwise mutually agreed.

 
If the employee requires working time off to vote the employee shall notify his or
her employer not more than ten nor less than two working days before the day of
the election that he or she requires time off to vote in accordance with the
provisions of this section.

 
Not less than ten working days before every election, every employer shall post
conspicuously in the place of work where it can be seen as employees come or
go to their place of work, a notice setting forth the provisions of this section. Such
notice shall be kept posted until the close of the polls on election day.

N Y S  E L E C T I O N  L A W  3 - 1 1 0
A S  A M E N D E D  B Y  C H A P T E R  5 6  O F  T H E  L A W S  O F  2 0 2 0 )

N E W  Y O R K  S T A T E  ( N Y S )

ELECTION LAW 3-110 CONT’D
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If an employee does not have four (4) consecutive hours to vote, either from the
opening of the Polls to the beginning of their work shift, or between the end of
their working shift and the closing of the polls, they may take up to two (2) hours
without loss of pay to allow them time to vote, if they are a registered voter;
They may take time off at the beginning or the end of their working shift, as the
Office for Administrative Services may designate, unless otherwise mutually
agreed;
It is the employee’s responsibility to notify the Office for Administrative Services
not less than two (2) days, but not more than ten (10) days, before the day of the
election that you wish to take time off for the purpose of voting;
Revised 4/14/2020.

N Y S  E L E C T I O N  L A W  3 - 1 1 0  I N  S U M M A T I O N

N E W  Y O R K  S T A T E  ( N Y S )

ELECTION LAW 3-110
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M A N D A T O R Y  C O M P L I A N C E  T R A I N I N G
State and federal regulations require that all school District employees complete
mandatory compliance training annually. The compliance training associated with
these topics is intended to provide employees with information to promote a safe
and healthy work environment. The topics are as follows:

Bloodborne Pathogens (Completed by end of September);
Ethics and Boundaries for School Employees (Completed by end of September)
Hazard Communications (Completed by end of September);
Mental Illness and Disorders Awareness Education (Completed by September 15)
Sexual Harassment- NY- State Mandated (Completed by end of September);
Prevention and Emergency Response in K-12 Schools – Altaris (Completed by
September 15);
Student Data Privacy (NY State Ed Law Section 2-d) (Completed by end of
September).

The compliance training associated with these topics is intended to provide
employees with information to promote a safe and healthy work environment. 

While all employees must complete compliance training annually on hazardous
communications, Bloodborne pathogens, and Sexual Harassment, the District may
also require that certain employee groups complete training related to other topics
that are relevant to their work responsibilities.

M A N D A T O R Y  C O N P L I A N C E

TRAINING
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F R E Q U E N T L Y  A S K E D  Q U E S T I O N S :
How will faculty and staff members complete the compliance training?

The Peekskill City School District has contracted with Global Compliance Network (GCN) to
provide compliance training on the topics identified above. GCN provides online training
tutorials that employees can complete using any computer that has an internet connection,
internal or external speakers, and the latest version of Adobe Macromedia FlashPlayer™.
Employees will log on to the GCN web site and complete the required training tutorials
according to the deadlines established by the Office of Administrative Services.

What are the steps for logging on to the GCN website to complete the compliance
training?

If you are logging in to GCN for the first time, you will need to follow these steps to create a
unique user ID:

1.Go to http://site.gcntranining.com (you may be prompted to download the latest version
of Adobe Macromedia FlashPlayer™ if your computer does not have the most current
version already installed).

2.Click "LOGIN"
3.Click "New User - I do not have a Personal ID" 4. Enter the organization code for PCSD:

10675p -you will need to enter this organization code each time you login)
4.Type in the required information and click "Submit"
5.Your Personal ID will be displayed such as your last name and the first initial of your first

name (e.g., jsmith) and click "Submit"
6.Review your personal information, which is already entered into the program, and click

"Submit"
7.Use the drop-down menu to select the tutorial to be completed and follow the directions

on the screen.

The next time you log on to the GCN website, you will only need to enter the organization
code for PCSD (10675p) and your unique user ID.

NOTE: All new employees have 30 days from their date of hire to complete
the mandatory compliance training.

M A N D A T O R Y  C O N P L I A N C E

TRAINING CONT’D
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T R A I N I N G  &

DEVELOPMENT
At Peekskill City School District, we are deeply committed to providing equal
access to training, development, and advancement opportunities for all
employees. We believe in investing in our employees' professional growth and
career progression, regardless of their background or identity. Our training
programs are meticulously designed to foster skill development, career growth,
and leadership opportunities for everyone, contributing to a diverse and inclusive
workforce.

We recognize that each employee brings unique talents, perspectives, and
experiences to our organization, and we strive to create an environment where all
individuals feel valued and supported in their professional development journey. 

Our comprehensive training and development initiatives encompass a wide
range of topics, including technical skills, leadership development, diversity and
inclusion, and personal growth. By investing in our employees' continuous
learning and development, we empower them to reach their full potential and
drive success both for themselves and for the District.

At Peekskill City School District, we understand that our collective success is built
on the growth and achievements of our people. We are dedicated to creating a
culture of continuous improvement and learning, where every employee has the
resources and support they need to thrive. Together, we are building a stronger,
more innovative, and more inclusive organization.

O P P O R T U N I T Y  F O R  G R O W T H
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A M E R I C A N S  W I T H

DISABILITIES ACT

At Peekskill City School District, we are committed to complying with the
Americans with Disabilities Act (ADA) and ensuring that all employees and
applicants receive equal opportunities. We are dedicated to providing reasonable
accommodations to individuals with disabilities to enable them to perform their
job duties effectively and participate fully in our workplace. This commitment
includes making necessary modifications to the work environment and ensuring
accessibility to all facilities, programs, and services.

We encourage employees and applicants who need accommodations to inform
the Office for Administrative Services so that we can address their needs promptly
and appropriately. All requests will be handled with confidentiality and respect,
and we will engage in an interactive process to determine suitable
accommodations.

By upholding the principles of the ADA, we strive to create an inclusive,
respectful, and supportive work environment where every individual can thrive
and contribute to the success of Peekskill City School District.

A M E R I C A N S  W I T H  D I S A B I L I T I E S  A C T
( A D A )
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W O R K  P L A C E
P O L I C I E S
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C O D E  O F

CONDUCT
At Peekskill City School District, our Code of Conduct is designed to ensure a
respectful, ethical, and professional work environment. We expect all employees
to adhere to the highest standards of integrity and professionalism in their
interactions with colleagues, clients, and partners. This includes treating everyone
with respect, maintaining honesty in all communications, and avoiding any
actions that could harm the Distrct’s reputation or violate laws and regulations.

Employees are expected to uphold confidentiality, protect District assets, and
comply with all District policies and procedures. Additionally, we encourage open
and constructive communication, where concerns or issues are addressed
through the appropriate channels. Any form of discrimination, harassment, or
unethical behavior will not be tolerated, and employees are encouraged to report
any violations confidentially and promptly.

By following our Code of Conduct, we ensure that Peekskill City School District
remains a positive and productive workplace, where everyone is empowered to
contribute to our success while maintaining a commitment to ethical and
professional standards.

The District Code of Conduct policy is available, in both English
and Spanish, at the website links provided below:

https://Bit.ly/PCSDCodeEng (English) &
https://Bit.ly/PCSDCodeSpan (Spanish)

D I S T R I C T  C O D E  O F  C O N D U C T
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D I V E R S I T Y  &  I N C L U S I O N

WORKPLACE POLICIES
At Peekskill City School District, we believe that diversity and inclusion are key to
our success. We are committed to creating a workplace where all employees feel
valued, respected, and empowered to contribute their unique perspectives and
talents. Our initiatives, including employee resource groups, diversity training,
mentorship programs, and community outreach, promote a culture of belonging
and respect.

We continuously assess and improve our diversity and inclusion efforts by
gathering employee feedback, conducting surveys, and consulting with external
experts. By staying responsive to our workforce's needs, we ensure that diversity
and inclusion are integral to our daily operations.

Through ongoing education and proactive actions, we are dedicated to building a
workplace where everyone can thrive and succeed, regardless of their
background or identity.

D I V E R S I T Y  &  I N C L U S I O N  P R A C T I C E S
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D I V E R S I T Y  &  I N C L U S I O N

WORKPLACE POLICIES CONT’D

The Board of Education is committed to creating and maintaining a positive and
inclusive learning environment where all students, especially those currently and
historically marginalized, feel safe, included, welcomed, and accepted, and
experience a sense of belonging and academic success.

Generally Accepted Beliefs and Agreements:

All children deserve to have equal access to opportunity regardless of the color of
their skin, their gender, their sexual orientation, the language they speak or their
background. This freedom is fundamental to our K-12 education program and is
extended to everyone without exception. However, the District also recognizes that
students have been historically marginalized due to inequities associated with
aspects of their identities and their contexts, including, but not limited to, race,
color, weight, national origin, ethnic group, religion, religious practice, disability, sex;
sexual orientation, or gender (including gender identity and expression). Racism,
discrimination, and marginalization of any people or groups of people, whether
intentional or not, have no place in our schools, our District or our community. Such
actions damage not only those individuals and groups at which they are directed,
but also our community as a whole. We are committed to addressing these
inequities and helping each and every student to equitably access learning
opportunities in school to enable them all to thrive and to build a better society.

Goals:
The goal of the school District is to provide equitable, inclusive and diverse
opportunities for all students to reach their highest potential. To achieve
educational equity and inclusive education, the District will acknowledge the
presence of culturally diverse students and the need for students to find relevant
connections among themselves and the subject matter and the tasks Teachers ask
them to perform. 

B O E  P O L I C Y  0 1 0 5 :  E Q U I T Y ,
I N C L U S I V I T Y ,  A N D  D I V E R S I T Y  I N
E D U C A T I O N
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D I V E R S I T Y  &  I N C L U S I O N

WORKPLACE POLICIES CONT’D
The District will develop the individual and organizational knowledge, attitudes,
skills, and practices to create culturally responsive learning and working
environments that expect and support high academic achievement for students
and employees from all racial groups. Differences will not just be seen as strengths,
but they will be nourished, celebrated, and welcomed because they are what make
students and families unique.

In order to truly realize this goal, it is imperative that the Board, its officers, and
employees, be fully conversant in the historical injustices and inequalities that have
shaped our society and to recognize and eliminate the institutional barriers,
including racism and biases, that contribute to the pervasive, disparate educational
outcomes within our schools. Equity and inclusive education aims to understand,
identify, address, and eliminate the biases, barriers, and disparities that limit a
student’s chance to graduate high school prepared for college, for a career, and for
life. 

The Superintendent or designee(s) will ensure that curriculum and instructional
materials reflect the Board’s commitment to educational equity. Curriculum and
instructional materials for all grades shall reflect diversity and include a range of
perspectives and experiences, particularly those of historically underrepresented
groups. All curriculum materials shall be examined for bias. Class instructional
activities and extracurricular programs shall be designed to provide opportunities
for cross-cultural and cross-racial interactions that foster respect for diversity.
Equity and inclusive education is an ongoing process that requires shared
commitment and leadership if a District is to meet the ever-evolving society, unique
learning needs of all students, and diverse backgrounds of our communities and
schools. The Board understands that equity and inclusive education is achieved
when each adult collaborates and affirms each student by creating a respectful
learning environment inclusive of actual or perceived personal characteristics.

Educational equity is based on the principles of fairness and ensuring that every
student has access to the resources and educational rigor they need at the right
moment in their education, despite any individual’s actual or perceived personal
characteristics, not to be used interchangeably with principles of equality, treating
all students the same.
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D I V E R S I T Y  &  I N C L U S I O N

WORKPLACE POLICIES CONT’D
Inclusive education is based on the principles of acceptance and inclusion of all
students. Students see themselves reflected in their curriculum, their physical
surroundings and the broader environment, in which diversity is honored and all
individuals are respected.

Diversity in education means students, staff, families and community are our
greatest strength and diversity is viewed as an asset. Diversity means the condition
of being different or having differences, including, but not limited to, sex, race,
ethnicity, sexual orientation, gender, age, socioeconomic class, religion, and ability,
and other human differences. Embracing these diversities and moving beyond
tolerance and celebration to inclusivity and respect will help the District reach our
goal of creating a community that ensures that each and every voice is heard and
valued.

Accountability, Transparency and Review:
The Board, its officers and employees, accepts responsibility and will hold
themselves and each other accountable for every student having full access to
quality education, qualified Teachers, challenging curriculum, full opportunity to
learn, and sufficient, individually-tailored support for learning so they can achieve at
excellent levels in academic and other student outcomes. The District also accepts
its responsibility for moving forward on this journey and to committing time, energy
and resources to develop a more equitable, inclusive, and diverse welcoming
environment for all students, parents and staff. To this end, the Superintendent will
establish a District-wide Administrator for Diversity, Equity and Inclusion and
committee, in each school. Committees will include representation from staff,
administration, students and parents. The District-wide task force and the school-
level committee will assist the administration in developing and implementing
specific prevention initiatives, including the adoption and revision of policies and
implementation of practices designed to promote diversity, prevent discrimination,
assure equitable access to high quality educational staff, facilities and materials,
and to maximize student achievement for all students. The accompanying exhibit
provides more detail on the specific programs and strategies implemented by the
District.
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D I V E R S I T Y  &  I N C L U S I O N

WORKPLACE POLICIES CONT’D
The Superintendent of Schools, or designee, will adopt goals and corresponding
metrics related to this policy. The District will identify the multiple indicators
necessary to monitor student outcomes, engagement, and school climate, and
specific data that will be used to ensure accountability for student, school, and
District-wide performance; to reduce variability in outcomes; and to ensure that
academic outcomes will not be predictable by actual or perceived personal
characteristics and can be assessed and reported transparently to the public.
Reporting may include, but is not limited to, standardized test scores; referrals,
suspension and expulsion reports; the percentage of students placed in Bilingual
or English as a New Language (ENL), Advanced Placement and remedial classes; as
well as employee, parent and student perceptions about school.

With committee input, the Superintendent of Schools is directed to develop and
implement a plan for ensuring that equitable educational opportunities are being
provided to all students. In addition, the Board directs that training programs be
established for students, and annually for employees, to raise awareness of the
issues surrounding cultural responsiveness, equity and inclusion and to implement
preventative measures to help counteract biases and practices that perpetuate
achievement disparities and lead to disproportionate levels of student success.
Age-appropriate instructional materials will be incorporated into the curriculum to
educate students so that they can learn from a diverse range of experiences and
points of view. Curricular materials and staffing decisions will support these efforts.

The Board of Education and the Superintendent District will monitor and review
the District’s metrics and equity activities to determine the extent to which District
schools are complying with this policy, the progress made toward attaining the
goals of this policy, whether this policy is having a positive effect on improving
academic opportunities for all students and increasing family engagement and
reducing achievement gaps. The Superintendent will regularly report progress on
the equity, inclusivity, and diversity plan and outcomes. Based on those results, this
policy, and the specific objectives set to meet its goals, may be revised as needed.
Equity Policy Communication
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D I V E R S I T Y  &  I N C L U S I O N

WORKPLACE POLICIES CONT’D
To be successful in this endeavor, it is imperative that all members of the school
community are aware of this policy, its purpose, procedures and the District’s
commitment to equity and inclusion by fostering a positive learning environment
that embraces all diverse, unique and individual differences.

The Superintendent, or designee(s), is directed to ensure that this policy is
communicated to students, staff, and the community. This policy will be posted on
the District’s website, and will also be published in student registration materials,
student, parent and employee handbooks, and other appropriate school
publications.

Policy Enforcement :
The Board directs the Superintendent or designee(s) to enforce this policy and
create regulations and practices to implement this policy. The Board will annually
review the District’s implementation of this policy and take appropriate action to
ensure compliance with and enforcement of this policy.

This policy is available at the website link provided below:

0105 - Equity, Inclusivity, and Diversity in Education:
 
      https://www.Bit.ly/PCSDPolicy0105
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Please ensure that you are honoring the start and end times for your specific
building as well as set by your Collective Bargaining Unit or Independent
Agreement. Please also ensure you are familiar with your weekly and monthly
meeting requirements.

C O N T R A C T U A L  H O U R S

As a matter of safety, please ensure that you swipe in and out each day you are
scheduled and report to work. 

S W I P I N G  I N  &  O U T

Maintaining accurate attendance is crucial to our school system. Please be sure to
enter all absences into AESOP(Absence Management) and MyLearningPlan
(Professional Growth) accordingly and consult your Collective Bargaining Unit or
Independent Agreement.

A T T E N D A N C E  &  P U N C T U A L I T Y

A T T E N D A N C E

POLICIES
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ATTENDANCE

POLICIES CONT’D
Overtime refers to any hours worked beyond the standard hours per workweek.
To manage overtime effectively and ensure fairness, all overtime must receive
prior approval from a supervisor or manager. This is to ensure that additional work
aligns with business needs and budget constraints.

Eligible employees will receive overtime pay at the rate indicated in their
Collective Bargaining Unit or Independent Agreement accordingly, in compliance
with applicable labor laws. This pay rate is applied to hours worked over the
standard number of hours per week as indicated by their employment
agreement.

Employees are responsible for accurately recording their overtime hours. It is
crucial to report any discrepancies or issues with timekeeping in AESOP and/or
MyLearningPlan to the Office for Administrative Services as soon as they arise.

To request overtime, employees should complete an Certification of Hours Form
or notify their supervisor in advance, providing details about the reason and
expected duration of the extra hours. Supervisors will review these requests based
on operational needs and budget considerations.

We are dedicated to adhering to all relevant labor laws and ensuring that
overtime compensation is handled fairly and transparently.

OVERT IME

The current Certification of Hours Form(s) is available at the website
link provided below: 

https://www.Bit.ly/PCSDCOHForm
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Please ensure that you are professionally attired each day you report to work.

A T T I R E

D R E S S  C O D E

POLICY
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A N T I - H A R A S S M E N T

POLICY
At Peekskill City School District, we are committed to maintaining a work
environment that is free from harassment of any kind. Our Anti-Harassment
Policy is designed to ensure that all employees feel safe, respected, and valued.
Harassment, including but not limited to verbal, physical, or visual conduct that
creates an intimidating, hostile, or offensive work environment, will not be
tolerated. This includes any behavior based on race, color, religion, sex, sexual
orientation, gender identity, national origin, age, disability, or any other
characteristic protected by law.

We encourage employees to report any incidents of harassment immediately
through the appropriate channels. All complaints will be handled promptly,
confidentially, and with the utmost seriousness. Investigations will be conducted
thoroughly, and appropriate actions will be taken to address and rectify any
issues.

Our goal is to foster a supportive and inclusive workplace where all employees
can perform their duties without fear of harassment. By upholding this policy, we
ensure that Peekskill City School District remains a positive and respectful
environment for everyone.

C O M M I T T M E N T  T O  T H E  E M P L O Y E E
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S E X U A L  H A R A S S M E N T

POLICIES

Sexual Harassment is against Federal and State law. The Board of Education is
committed to maintaining an educational and working environment free from
such harassment, and therefore prohibits sexual harassment of students and
employees in the District. 

The District has established detailed policies and regulations for both students,
and employees which address definitions, protections, prohibited behavior
(including retaliation), prevention activities, training/education, complaint
reporting, investigations, and consequences. 

Please see Board of Education Policies:
0110.1 - Sexual Harassment of Students
0110.2 - Sexual Harassment of Employees

These policies are available at the website links provided below:

0110.1 - Sexual Harassment of Students:
      
      https://www.Bit.ly/PCSDPolicy01101

      and

0110.2 - Sexual Harassment of Employees

      https://www.Bit.ly/PCSDPolicy01102

B O E  P O L I C Y  0 1 1 0 :  S E X U A L
H A R A S S M E N T
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C O N F L I C T  O F

INTEREST POLICY

At Peekskill City School District, we are committed to upholding the highest
standards of integrity, honesty, and transparency in all our professional dealings.
These Conflict of Interest Policies are designed to ensure that all employees act in
the best interests of the District and avoid situations where personal interests
may conflict with those of the District.

DEFINITION
A conflict of interest occurs when an employee's personal interests interfere with
their ability to act in the best interests of the District. Examples include financial
interests in competitors or accepting gifts that could influence decisions.

DISCLOSURE
Employees must promptly disclose any potential conflicts of interest to the Office
for Administrative Services. Failure to disclose may result in disciplinary action,
including termination.

RESOLUTION
Upon disclosure, the District will assess the conflict and take appropriate action,
which may include mitigation measures or termination of the conflictual
relationship.

CONSEQUENCES
Non-compliance with this policy may result in disciplinary action, up to and
including termination of employment.

C O M M I T T M E N T  T O  I N T E G R I T Y  &
H O N E S T Y
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C O N F L I C T  O F

INTEREST POLICIES CON’TD

The Board of Education is committed to avoiding any situation in which the existence of
simultaneous, conflicting interests in any officer or employee may call into question the
integrity of the management or operation of the school District. Therefore:

No person employed by the District shall hire, supervise, evaluate, promote, review or
discipline any other employee who is a member of the same family. In the event that
marriage, promotion, or reorganization results in a situation not in compliance with
this policy, reassignment or transfer will be effected, in accordance with the applicable
provisions of any Collective Bargaining Unit or Independent Agreement, to correct the
situation.
No person employed by the District shall negotiate or execute any contract on behalf
of the District for the purchase, sale or lease of real or personal property, services of
any nature, nor for insurance without first having determined the common price for
such property, services or insurance, or requesting bids from all potential providers of
such property, services or insurance.
No person employed by the District shall allow any matter, concern or interest,
personal, financial or otherwise, to influence or interfere with the performance of his or
her duties. Should such a matter, concern or interest arise, the employee shall bring
the matter to the attention of his or her supervisor or the Board to seek ways to
reduce or eliminate the influence or interference.

The Board affirms its commitment to adhere scrupulously to all applicable provisions of
law regarding material conflicts of interest. Knowing or willful violation of this policy by
any employee may result in disciplinary action up to and including dismissal. Any officer,
employee or member of the public noting or suspecting a violation of this policy is
encouraged to bring the matter, either in confidence or in public, to the Board or the
Superintendent of Schools.

This policy is available at the website link provided below:

9120 - Conflict of Interest:
                 
      https://www.Bit.ly/PCSDPolicy9120

B O E  P O L I C Y  9 1 2 0 :  
C O N F L I C T  O F  I N T E R E S T
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C O N F L I C T  O F

INTEREST POLICIES CON’TD

The Board of Education recognizes that sound, ethical standards of conduct serve to
increase the effectiveness of school Board members and their staff, as educational
leaders in their community. Actions based on an ethical code of conduct promote
public confidence and the attainment of District goals. The Board also recognizes its
obligation to set forth a code of ethics under the provisions of the General Municipal
Law, to adopt a code of ethics setting forth the standards of conduct required of all
District officers and employees.

No employee, officer, or agent may participate in the selection, award, or
administration of a contract supported by a Federal award if he or she has a real or
apparent conflict of interest. Such a conflict of interest would arise when the
employee, officer, or agent, any member of his or her immediate family, his or her
partner, or an organization which employs or is about to employ any of the parties
indicated herein, has a financial or other interest in or a tangible personal benefit from
a firm considered for a contract. The officers, employees, and agents of the non-
Federal entity may neither solicit nor accept gratuities, favors, or anything of
monetary value from contractors or parties to subcontracts. However, non-Federal
entities may set standards for situations in which the financial interest is not
substantial, or the gift is an unsolicited item of nominal value. The standards of
conduct must provide for disciplinary actions to be applied for violations of such
standards by officers, employees, or agents of the non-Federal entity.

Therefore, every officer and employee, or agent of the District, whether paid or
unpaid, including members of the Board of Education, shall adhere to the following
code of conduct:

1.   Gifts: An officer or employee shall not directly or indirectly solicit any gift or
accept or receive any gift having a value of $75 or more, whether in the form of
money, services, loan, travel, entertainment, hospitality, thing or promise, or any
other form, under circumstances in which it could reasonably be inferred that the
gift was intended to influence him or her in the performance of his or her official
duties or was intended as a reward for any official action on his or her part.

B O E  P O L I C Y  2 1 6 0 :  S C H O O L  D I S T R I C T
O F F I C E R  &  E M P L O Y E E  C O D E  O F  E T H I C S
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C O N F L I C T  O F

INTEREST POLICIES CON’TD

However, the Board welcomes and encourages the writing of letters or notes
expressing gratitude or appreciation to staff members. Gifts from children that are
principally sentimental in nature and of insignificant financial value may be accepted
in the spirit in which they are given.

2. Confidential Information: An officer or employee shall not disclose confidential
information acquired by him or her in the course of his or her official duties or use
such information to further his or her personal interest. In addition, he/she shall not
disclose information regarding any matters discussed in an executive session of the
Board whether such information is deemed confidential or not.

3. Representation Before the Board: An officer or employee shall not receive or enter
into any agreement, express or implied, for compensation for services to be rendered
in relation to any matter before the school district.

4. Representation Before the Board for a Contingent Fee: An officer or employee
shall not receive or enter into any agreement, express or implied, for compensation
for services to be rendered in relation to any matter before the school district,
whereby the compensation is to be dependent or contingent upon any action by the
school district with respect to such matter, provided that this paragraph shall not
prohibit the fixing at any time of fees based upon the reasonable value of the services
rendered.

5. Disclosure of Interest in Matters Before the Board: A member of the Board of
Education and any officer or employee of the district, whether paid or unpaid, who
participates in the discussion or gives official opinion to the Board on any matter
before the Board shall publicly disclose on the official record the nature and extent of
any direct or indirect financial or other private interest he or she has in such matter.
The term "interest" means a pecuniary or material benefit accruing to an officer or
employee.

B O E  P O L I C Y  2 1 6 0 :  S C H O O L  D I S T R I C T  O F F I C E R
&  E M P L O Y E E  C O D E  O F  E T H I C S  C O N T ’ D
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C O N F L I C T  O F

INTEREST POLICIES CON’TD

 6. Investments in Conflict with Official Duties: An officer or employee shall not
invest or hold any investment directly in any financial, business, commercial or other
private transaction that creates a conflict with his or her official duties.

7. Private Employment: An officer or employee shall not engage in, solicit, negotiate
for or promise to accept private employment when that employment or service
creates a conflict with or impairs the proper discharge of his or her official duties.

8. Future Employment: An officer or employee shall not, after the termination of
service or employment with the Board, appear before the Board or any panel or
committee of the Board, in relation to any case, proceeding, or application in which
he or she personally participated during the period of his or her service or
employment or that was under his or her active consideration. This shall not bar or
prevent the timely filing by a present or former officer or employee of any claim,
account, demand or suit against the District on his or her own behalf or on behalf of
any member of his or her family arising out of any personal injury or property damage
or for any lawful benefit authorized or permitted by law.

B O E  P O L I C Y  2 1 6 0 :  S C H O O L  D I S T R I C T  O F F I C E R
&  E M P L O Y E E  C O D E  O F  E T H I C S  C O N T ’ D
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C O N F L I C T  O F

INTEREST POLICIES CON’TD

 Distribution of Code of Ethics:
The Superintendent of Schools shall cause a copy of this Code of Ethics to be
distributed to every officer and employee of the school District. Each officer and
employee elected or appointed thereafter shall be furnished a copy before entering
upon the duties of his or her office or employment. In addition, the Superintendent
shall ensure that a copy of Article 18 of the General Municipal Law shall be kept posted
in each public building under the District's jurisdiction in a place conspicuous to the
District's officers and employees.

Penalties:
In addition to any penalty contained in any other provision of law, any person who
shall knowingly and intentionally violate any of the provisions of the Board's code of
ethics and its accompanying regulation may be fined, suspended or removed from
office or employment, as the case may be, in the manner provided by law.

This policy is available at the website link provided below:

2160 - School District Officer and Employee Code of Ethics:
                
      https://www.Bit.ly/PCSDPolicy2160

B O E  P O L I C Y  2 1 6 0 :  S C H O O L  D I S T R I C T  O F F I C E R
&  E M P L O Y E E  C O D E  O F  E T H I C S  C O N T ’ D

http://redirector.microscribepub.com/?cat=code&loc=ny&id=gmu&spec=a18
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C O M M I T T M E N T  T O  A  S A F E  &
P R O D U C T I V E  W O R K  E N V I R O N M E N T
At Peekskill City School District, we are committed to maintaining a safe,
productive, and healthy work environment. Our Alcohol and Drug-Free
Workplace Policy underscores our dedication to ensuring that all employees
perform their duties without the influence of alcohol or illegal drugs. We prohibit
the use, possession, distribution, or sale of alcohol and controlled substances on
District premises, during work hours, or while conducting District business.

Employees are expected to arrive at work and remain in a condition that allows
them to perform their job responsibilities safely and effectively. This includes
being free from the effects of alcohol and drugs. Any employee found to be in
violation of this policy may be subject to disciplinary action, which could include
termination.

We also offer support for employees seeking help with substance abuse issues
through our Employee Assistance Program (EAP). 

Our goal is to promote a healthy and safe workplace, where everyone can focus
on their roles and contribute to the success of Peekskill City School District.

A L C O H O L  &  D R U G  F R E E

WORKPLACE POLICY
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The Board of Education prohibits the illegal, improper or unauthorized
manufacture, distribution, dispensing, possession or use of any controlled
substances in the workplace. "Workplace" shall mean any site on school grounds,
at school-sponsored activities, or any place in which an employee is working
within the scope of his/her employment or duties. "Controlled substances" shall
include all drugs which are banned or controlled under federal or state law,
including those for which a physician's prescription is required, as well as any
other chemical substance which is deliberately ingested to produce psychological
or physiological effects, other than accepted foods or beverages.

The Superintendent of Schools or his/her designee shall implement related
regulations which outline the requirements of the federal Drug-Free Workplace
Act of 1988.

This policy is available at the website link provided below:

9320 - Drug-Free Workplace:
 
      https://www.Bit.ly/PCSDPolicy9320

B O E  P O L I C Y  9 3 2 0 :  D R U G - F R E E
W O R K P L A C E

A L C O H O L  &  D R U G  F R E E

WORKPLACE POLICY CONT’D
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S M O K E  F R E E  P O L I C Y
At Peekskill City School District, we are committed to maintaining a healthy and
safe work environment for all employees, clients, and visitors. Our Smoke-Free
Workplace Policy ensures that all areas of our facilities are free from smoking and
tobacco use. This policy is designed to promote the well-being of everyone by
eliminating exposure to secondhand smoke and reducing fire hazards.

Smoking is prohibited inside all District buildings, including offices, restrooms,
break rooms, and any other enclosed spaces. Designated smoking areas, if
applicable, are clearly marked and located away from entrances, windows, and
ventilation systems. We also provide support and resources for employees who
wish to quit smoking.

We ask all employees and visitors to respect this policy and adhere to the
designated smoking areas to maintain a clean and healthy environment. By
enforcing this policy, we support a healthier workplace and contribute to the
overall well-being of our Peekskill City School District community.

S M O K E  F R E E

WORKPLACE POLICY
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B O E  P O L I C Y  1 5 3 0 :  S M O K I N G  &
O T H E R  T O B A C C O  U S E  O N  S C H O O L
P R E M I S E S
Due to the health hazards associated with smoking, and in accordance with
federal and state law, the Board of Education prohibits smoking and all other
tobacco use in all school District buildings, on school grounds, and in any vehicle
used to transport children or personnel. Smoking or tobacco use is also prohibited
within 100 feet of all school entrances, exits and outdoor areas, except where that
is a residence or residential property. The Board also prohibits the use of e-
cigarettes in these locations.

The District's smoking policy shall be prominently posted in each building, at
designated outdoor locations on school premises (e.g. athletic fields) and in all
District vehicles. The Board designates the Superintendent of Schools or his/her
designee as agent responsible for informing individuals smoking or using tobacco
unlawfully that they are in violation of Article 13-E of the Public Health Law and/or
Section 409 of the Education Law and/or the federal Pro-Children Acts of 1994
and 2001. Persons using e-cigarettes in violation of this policy will be asked to stop
or leave school property.

This policy is available at the website link provided below:

1530 - Smoking and Other Tobacco Use on School Premises:
 
      https://www.Bit.ly/PCSDPolicy1530

S M O K E  F R E E

WORKPLACE POLICY CONT’D

http://redirector.microscribepub.com/?loc=ny&cat=code&id=PBH&spec=A13
http://redirector.microscribepub.com/?loc=ny&cat=code&id=EDN&spec=409


The Board of Education is committed to optimizing student learning and
teaching. The Board considers student access to a computer network, including
the Internet, to be a powerful and valuable educational and research tool, and
encourages the use of computers and computer-related technology in District
classrooms solely for the purpose of advancing and promoting learning and
teaching.

The computer network can provide a forum for learning various software
applications and through online databases, bulletin boards and electronic mail,
can significantly enhance educational experiences and provide statewide,
national and global communication opportunities for staff and students.

All users of the District's computer network and the Internet must understand
that use is a privilege, not a right, and that use entails responsibility.

The Superintendent of Schools shall establish regulations governing the use and
security of the District's computer network. All users of the District's computer
network and equipment shall comply with this policy and those regulations.
Failure to comply may result in disciplinary action as well as suspension and/or
revocation of computer access privileges.

The Superintendent shall be responsible for designating a computer network
coordinator to oversee the use of District computer resources. The computer
coordinator will prepare in-service programs for the training and development of
District staff in computer skills, and for the incorporation of computer use in
appropriate subject areas.

The Superintendent, working in conjunction with the designated purchasing
agent for the District, the computer network coordinator and the instructional
materials planning committee, will be responsible for the purchase and
distribution of computer software and hardware throughout District schools. 

B O E  P O L I C Y  4 5 2 6 :  C O M P U T E R
N E T W O R K  F O R  E D U C A T I O N
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D I S T R I S T  N E T W O R K  

& EMAIL ACCESS
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D I S T R I C T  N E T W O R K  

& EMAIL ACCESS CONT’D
They shall prepare and submit for the Board's approval a comprehensive multi-year
technology plan which shall be revised as necessary to reflect changing technology
and/or District needs.

This policy is available at the website link provided below:

4526 - Computer Network for Education:
 
      https://www.Bit.ly/PCSDPolicy4526

The security of confidential student information and other sensitive data on the Peekskill
City School District computer network is a fundamental responsibility of everyone at
PCSD and inherently involves the cooperation of the user community. Passwords are an
important component of information and network security.

All passwords should be treated as confidential PCSD information;
Do not share your passwords with anyone, including supervisors, administrative
assistants, consultants, and technology service providers;
Never ask someone else to give you his or her password;
Do not reveal a password on questionnaires or security forms;
Do not write passwords down or store them anywhere in your office/classroom;
Do not store passwords in a file on any computer system without using strong
encryption;
Be mindful of who is around you or looking over your shoulder when typing your
password.

The PCSD technology department and technicians will never send you an email message
asking for your password. If you ever receive such a request, consider it a forgery (i.e. a
phishing scam). Disregard, block, and delete any such messages you may receive.

To block a sender click on the three vertically stacked dots in the upper-right corner of
the email to open a drop-down menu. From this menu, select Block [Sender’s Name],
which should appear near the middle of the list.

P A S S W O R D  &  S E C U R I T Y  G U I D E L I N E S
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Click Block in the confirmation message that appears. Now that sender is blocked.

D I S T R I C T  N E T W O R K  

& EMAIL ACCESS CONT’D
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If you suspect your account or password has been compromised, report the incident
to the technology department and change your password immediately. You can
change your NETWORK login password yourself at any time by using the Ctrl-Alt-Del
key sequence. Please be aware that doing this will also change all of your synced
passwords (i.e. Gmail, Google Apps)

 You are responsible for the security of your password(s), and you are accountable for
any misuse if they are guessed, disclosed, or compromised.

D I S T R I C T  N E T W O R K  

& EMAIL ACCESS CONT’D

H O W  T O  L O G I N  &  S U B M I T  A  S E R V I C E
I N C I D E N T  T O  T H E  L H R I C  S E R V I C E  D E S K
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D I S T R I C T  N E T W O R K  

& EMAIL ACCESS CONT’D
H O W  T O  L O G I N  &  S U B M I T  A  S E R V I C E
I N C I D E N T  T O  T H E  L H R I C  S E R V I C E  D E S K



P E E K S K I L L  C I T Y  S C H O O L  D I S T R I C T  |  P A G E  6 0

D I S T R I C T  N E T W O R K  

& EMAIL ACCESS CONT’D
G M A I L  B A S I C S
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S O C I A L

MEDIA USE
Peekskill City School District recognizes the role social media plays in modern
communication. Employees have the right to engage in personal social media use on
their own time and with their own resources. However, as employees of a public school
District, staff are expected to uphold the integrity and trust placed in them by the
community, particularly in matters involving students, confidential information, and
professional conduct. Additionally, the District has no intention to restrict protected
free speech or lawful whistleblowing activities.

Employees should adhere to the following guidelines:

1.Professional Conduct: Employees are expected to maintain professional
boundaries with students and represent the District appropriately when discussing
work-related matters online.

2.Confidentiality: Employees must not share confidential student or personnel
information on social media platforms, even in closed groups or under pseudonyms.

3.Workplace Harassment: Any online conduct that could be interpreted as
discriminatory, harassing, or otherwise in violation of District policies will be subject
to review and possible disciplinary action.

4.Public Statements: Employees are free to comment on matters of public concern
as private citizens. However, such speech must not interfere with the performance
of job duties, disrupt the work environment, or impair workplace relationships.

5.Representation: Employees must not represent themselves as speaking on behalf
of the District unless authorized to do so. Personal accounts should clearly indicate
the views expressed are personal and not those of the District.

6.Monitoring and Enforcement: The District does not routinely monitor personal
social media but may review publicly available information when there are concerns
about conduct that may violate this policy or other applicable laws and standards.

P R O F E S S I O N A L  U S E  O F  S O C I A L  M E D I A
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W O R K  P L A C E
S A F E T Y
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O U R  C O M M I T T M E N T  T O  S A F E T Y
At Peekskill City School District, we are committed to ensuring the safety and
health of all our employees, clients, and visitors. Our Workplace Safety and Health
Policy reflects our dedication to providing a safe and healthy work environment.
We comply with all relevant health and safety regulations and continuously
implement best practices to prevent accidents and injuries.

Employees play a crucial role in maintaining workplace safety by following
established procedures, using protective equipment, and promptly reporting any
hazards or unsafe conditions to the Office for Administrative Services. Regular
safety training and drills are conducted to ensure that everyone is well-prepared
to respond to potential emergencies.

Our commitment to workplace safety and health aims to foster a culture of
vigilance, responsibility, and care. By prioritizing the well-being of our workforce,
we ensure that Peekskill City School District remains a secure and productive
place where everyone can thrive.

W O R K P L A C E

SAFETY & HEALTH
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S A F E T Y  M E A S U R E S  T O  
F O L L O W  A T  A L L  T I M E S
To help ensure everyone’s safety, below are some measures to follow at all times:

All classroom doors must be kept on default lock at all times;                              
Never use a chock to prop a door open that leads to an outside door;                                  
Never open or leave ground floor windows open when you leave the room;
Make sure to carry and display your District Staff ID Card at all times while
inside the building;
Make sure to wear your ID and blue staff lanyard at all times;
Never give your access card to anyone to use, especially a student;
While using your access card, be aware of your surroundings and be on the
lookout for unauthorized individuals attempting to enter the building;
If you lose your ID, you should report it immediately to the Security
Department and get a temporary ID from the building secretary;
If a door alarm goes off, please take a look to see why;
If you see someone inside the building without a yellow “Visitor” ID and a red
“Visitor” lanyard, refer them back to the security desk;
Never give your key to an unauthorized person;
Only enter or exit through authorized doors.

Thank you for your support and cooperation in ensuring the safety of all.

W O R K P L A C E

SAFETY & HEALTH CONT’D
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D I R E C T O R  O F  S E C U R I T Y
Mr. David Santiago serves as the Peekskill City School
DIstrict Director of Security & Investigations. 

His contact information is as follows:

Phone: (914) 737-4542, Ext. 2104
Email: DSantiago@PeekskillSchools.org

C O M M I T T M E N T  T O

SAFETY

P C S D  D I S T R I C T - W I D E  S A F E T Y  &
E M E R G E N C Y  M A N A G E M E N T  P L A N
The Peekskill City School District-Wide Safety and Emergency Management Plan
for the current school year can be found at the online link below:

The current PCSD District-Wide Safety & Emergency Management
Plan is available at the website link provided below:

https://www.Bit.ly/PCSDSEPlan



P E E K S K I L L  C I T Y  S C H O O L  D I S T R I C T  |  P A G E  6 6

P C S D  S T U D E N T  &  S T A F F  D I S T R I C T
E M E R G E N C Y  I N F O R M A T I O N  G U I D E
The Peekskill City School District is committed to providing a safe environment
for students and staff. In the event of an emergency, it is important for students
and staff to be familiar with the way the District prevents and manages
emergencies. This guide outlines key information and terms that are helpful to
know in the event of an emergency situation.

C O M M I T T M E N T  T O

SAFETY CONT’D
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C O M M I T T M E N T  T O

SAFETY CONT’D
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P R O G R A M  R E V I E W
Once a year, the Peekskill City School District will review the workplace violence
prevention program with authorized employee bargaining unit representatives.
The table below indicates who conducted the review and its date. 

T O  O B T A I N  A  C O P Y  O F  T H I S  P L A N :
Please contact:

Assistant Superintendent for Administrative Services
Phone: (914) 737-3300 Ext. 1549

Peekskill City School District - District Office 

A current copy of this plan is available at the website link provided
below: 

https://www.Bit.ly/PCSDWVPPlan

W O R K P L A C E

PROTECTION PLAN
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E M E R G E N C Y  P R O C E D U R E S
At Peekskill City School District, we are dedicated to ensuring the safety and well-
being of all employees, clients, and visitors through effective emergency
management. Our Emergency Management Policy outlines our commitment to
preparing for, responding to, and recovering from emergencies in a structured
and organized manner. We maintain comprehensive emergency response plans
that address various potential scenarios, including natural disasters, fires, and
other critical incidents.

Employees are trained regularly on emergency procedures, including evacuation
plans, first aid, and emergency contact protocols. We conduct drills to ensure that
everyone is familiar with their roles and responsibilities during an emergency. In
addition, we ensure that all safety equipment is properly maintained and
accessible.

We encourage employees to remain vigilant and report any potential safety
hazards or concerns to the Office for Administrative Services promptly. By
upholding this policy, we aim to create a safe work environment where everyone
is prepared to handle emergencies effectively and minimize risks to our workforce
and operations.

E M E R G E N C Y

MANAGEMENT
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F O R  I N C L E M E N T  W E A T H E R ,  E T C .
At Peekskill City School District, we are dedicated to ensuring the safety of our
employees during unforeseen emergencies or severe weather conditions. Our
Emergency Closings Policy outlines the procedures for closing the workplace or
adjusting operations in response to emergencies, such as extreme weather,
natural disasters, or other critical incidents.

In the event of an emergency closing, employees will be notified promptly
through [communication channels such as email, text alerts, or District network].
We will provide clear instructions regarding the nature of the emergency, the
expected duration of the closure, and any actions employees should take.

Employees are expected to stay informed and check for updates regularly. If an
emergency closing occurs, we will make every effort to ensure minimal disruption
and communicate any necessary arrangements for remote work or rescheduling.

By following this policy, we prioritize the safety and well-being of our team,
ensuring that Peekskill City School District responds effectively to emergencies
and maintains a supportive work environment.

E M E R G E N C Y

CLOSINGS
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V I S I T O R  P O L I C Y
At Peekskill City School District, we are committed to maintaining a secure and
professional environment for our employees and visitors. Our Visitors Policy is
designed to ensure that all visitors are properly managed and that their presence
does not disrupt our operations or compromise security. All visitors must check in
at the front desk or designated reception area upon arrival, where they will be
required to provide identification and sign in.

Visitors will be issued a visitor badge, which must be worn at all times while on
District premises. Employees are responsible for notifying the Office for
Administrative Services and/or the Director of Security, Mr. David Santiago of any
scheduled visits and must accompany their guests during their time on the
premises. Unauthorized visitors or those without proper identification may be
asked to leave.

We request that all visitors adhere to our District policies and respect our
workplace standards. By following this policy, we ensure a safe and orderly
environment, where the presence of visitors is managed efficiently and
professionally.

V I S I T O R S  I N

THE WORKPLACE
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V I S I T I N G  O U R  D I S T R I C T  B U I L D I N G S

V I S I T O R S  I N

THE WORKPLACE CONT’D
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W O R K  S C H E D U L E S
&  T I M E  O F F
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I N S T R U C T I O N A L

SCHOOL CALENDAR
C U R R E N T  S C H O O L  Y E A R  C A L E N D A R
Please see the current school year’s instructional calendar, as approved by the Board
of Education, below.

The current Instructional Calendar is available at the website
link provided below:

https://www.Bit.ly/PCSDInstructionalCalendar
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M E A L  B R E A K S  &

REST PERIODS
A P P L I C A B L E  T O  A L L  S T A F F  &  F A C U L T Y
The purpose of this policy is to ensure that all faculty and staff receive appropriate meal
and rest periods as required by New York State Labor Law and in alignment with the
operational needs of the School District. The District is committed to providing its
employees with meal periods and rest periods that promote well-being and compliance
with applicable laws.

As public employees, faculty and staff may have additional break entitlements through
their Collective Bargaining Unit or Independent Agreement. Where applicable, the
provisions of the bargaining agreement will take precedence if they provide greater
benefits than state law.

Failure to comply with this policy may result in corrective action. Supervisors are
responsible for ensuring that meal and rest periods are scheduled appropriately and in
compliance with this policy.

M E A L  B R E A K S
In accordance with New York State Labor Law §162, all faculty and staff who work a
shift of more than six (6) hours and extends over the noon day meal period (11:00 AM
to 2:00 PM) shall be entitled to an unpaid and duty-free meal period of at least thirty
(30) minutes. 

For shifts that start before 11:00 AM and continue later than 7:00 PM, employees are
entitled to an additional meal period of at least twenty (20) minutes between 5:00
PM and 7:00 PM.

Meal periods may not be waived;
Faculty and staff are relieved of all duties during their meal break;
Meal periods are unpaid unless employees are required to remain on duty.
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M E A L  B R E A K S  &

REST PERIODS CONT’D
R E S T  P E R I O D S
Rest periods, commonly referred to as breaks, are not mandated by New York State
law. However, the District may allow faculty and staff to take brief rest periods, not
exceeding fifteen (15) minutes, where operationally feasible.

Rest periods are considered paid time;
Rest periods may not be used to extend meal periods, arrive late, or leave early;
Rest periods are scheduled at the discretion of supervisors based on the needs of
the District.
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P A I D  T I M E  O F F  ( P T O )

HOLIDAYS
H O L I D A Y  S C H E D U L E
There are twenty-two (22) scheduled paid holidays (in accordance with each
Collective Bargaining Unit or Independent Agreement accordingly) per annum
as indicated below for the current school year.

Please note, on the dates indicated below, there is no school in session.

The current Calendar Holiday Listing is available at the
website link provided below:

https://www.Bit.ly/PCSDHolidayCal
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P A I D  T I M E  O F F  ( P T O )

VACATION DAYS
P A I D  T I M E  O F F  ( P T O )
Please see your Collective Bargaining Unit or Independent Agreement in regard to
information pertaining to the award of paid Vacation days accordingly.
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P A I D  T I M E  O F F  ( P T O )

SICK DAYS
S I C K  T I M E  O F F
Personal illness is defined as an absence from work because of a disability caused by
sickness, or noncompensable accident and the disability is of such a degree that you
are physically unable to work.

Report all absences into AESOP.  
This includes sick days, personal days, bereavement, conference days and any
day where you will not be present for a full or ½ day.  
AESOP can be utilized 24 hours a day, 7 days a week.

You must report your absence to AESOP even if you do not need a substitute.

If it is beyond the allotted time to enter your absence in AESOP, you must contact
your building supervisor and indicate the nature of your absence. Please also report
your absence to the Office for Administrative Services so they can ensure it is
entered into AESOP.

If your illness continues and you will be absent the next day, you must enter it into
AESOP as soon as possible to secure a substitute for the next day.

Sick Leave with full pay guidelines– Please refer to your Collective Bargaining
Unit or Independent Agreement for the number of sick days you are entitled to.
Sick Leave Bank guidelines– Please consult your Collective Bargaining Unit or
Independent Agreement for more information and procedure. 
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P A I D  T I M E  O F F  ( P T O )

PERSONAL DAYS
P E R S O N A L  &  C O G E N T  T I M E  O F F

Four (4) or Five (5) days per year with pay (per your Collective Bargaining Unit or
Independent Agreement at the discretion of the building principal, Assistant
Superintendent, or Superintendent of Schools)
24 or more hours notice if possible given to your direct supervisor (Principal,
Assistant Superintendent, or Superintendent of Schools)
Leave includes, among other things:

Observance of religious holidays;
Illness or injury to members of the immediate family which require the
physical presence of the employee;
Death in the family (as defined in your specific Collective Bargaining Unit or
Independent Agreement);
Receiving of a college or graduate degree or attending the graduation of an
immediate family member;
Attending to financial or legal transactions that cannot be accomplished at
any other time.

The Assistant Superintendent for Administrative Services must approve forms for
personal and cogent reasons prior to the absence, if possible.
Absences prior to or after holidays shall not be granted except for personal illness
or death in the immediate family, unless prior approval is received from the
building Administrator and the Assistant Superintendent for Administrative
Services.
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P A I D  T I M E  O F F  ( P T O )

WORKSHOP/CONFERENCE
C O N V E N T I O N / C O N F E R E N C E  D A Y S
Employees interested in attending a conference should estimate their expenses, secure
the approval of their Principal or Supervisor and file a Conference Request Form on
MyLearningPlan (Professional Growth). The form should be sent to the Assistant
Superintendent for Curriculum’s Office at least two (2) weeks in advance of the
conference. Expenses will be paid by the District within the limits of budgeted amounts
for such expenses and will be reimbursed as per allowance by State law and approved on
the submitted form

C O N T I N U I N G  T E A C H E R  &  L E A D E R
E D U C A T I O N  ( C T L E )  R E Q U I R E M E N T
Educators who hold one or more of the following certificates are subject to the continuing
Teacher and leader education (CTLE) requirement:

Professional certificate in the classroom teaching service;
Professional certificate in the educational leadership service (i.e., School Building Leader,
School District Leader, and School District Business Leader);
Teaching Assistant Level III certificate.

Examples of educators who do not need to complete the CTLE requirement include, but are
not limited to, educators who:

Hold only Permanent certificate(s);
Hold a Statement of Continued Eligibility (SOCE) and Permanent certificate, and does not
also hold a Professional or TA Level III certificate; 
Have "Registered - Inactive" status (e.g., not practicing in an applicable school).

The registration and CTLE requirements do not apply to educators who hold a certificate in
the pupil personnel service (e.g., School Attendance Teacher, School Counselor, School
Psychologist, School Social Worker) or hold a Teaching Assistant Level I or Level II certificate.

There is one CTLE requirement per educator (e.g., 100 clock hours), regardless of the number
of certificates held that are subject to CTLE. Educators who are subject to CTLE and practice
in an applicable school throughout their five-year registration period must complete 100
clock hours of acceptable CTLE.
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Five days leave for the death of immediate family members will be applied with full
salary and not charged against any leave. Please consult your bargaining unit’s
contract or individual agreement for specific details.

B E R E A V E M E N T

Grandmother, grandfather, grandchild, grandparents-in-law, wife, husband
father, mother, son, daughter, stepchild, brother, sister, mother-in-law, father-in-law,
daughter-in-law, son-in law

P E E K S K I L L  A D M I N I S T R A T O R S
A S S O C I A T I O N  ( P A A )

P A I D  T I M E  O F F  ( P T O )

BEREAVEMENT

Necessary absences occasioned by the death of an employee’s wife, husband, father,
mother, brother, sister, son, daughter, grandchild, mother-in-law, father-in-law, daughter-
in-law, son-in-law, stepmother, stepfather and stepchildren, aunt, uncle, grandmother,
grandfather, brother-in-law, sister-in-law.

P E E K S K I L L  A S S O C I A T I O N  O F
E D U C A T I O N A L  S E C R E T A R I E S  ( P A E S )

Necessary absences occasioned by the death of an employee’s wife, husband, father,
mother, brother, sister, son, daughter, grandchild, mother-in-law, father-in-law, daughter-
in-law, son-in-law, stepmother, stepfather and stepchildren, aunt, uncle, grandmother,
grandfather, brother-in-law, sister-in-law.

P E E K S K I L L  C U S T O D I A L  &  M A I N T E N A N C E
E M P L O Y E E S  U N I T  ( C S E A )
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Grandmother, grandfather, grandchild, grandparents-in-law, wife, husband
father, mother, son, daughter, stepchild, brother, sister, mother-in-law, father-in-law,
daughter-in-law, son-in law.

P E E K S K I L L  F A C U L T Y  A S S O C I A T I O N
( P F A )

P A I D  T I M E  O F F  ( P T O )

BEREAVEMENT CONT’D

Husband, wife, son, daughter, mother, father, brother, sister, brother-in-law, sister-in-law,
mother-in-law, father-in-law, stepmother, stepfather, stepchildren, and grandfather,
grandmother and grandchild, and any other relative residing in the immediate household
of the employee or for whom the employee is responsible. 

P E E K S K I L L  T E A C H E R  A I D E S ’
O R G A N I Z A T I O N  ( P T A O )

Necessary absences occasioned by the death of an employee’s wife, husband, father,
mother, brother, sister, son, daughter, grandchild, mother-in-law, father-in-law, daughter-
in-law, son-in-law, stepmother, stepfather and stepchildren, aunt, uncle, grandmother,
grandfather, brother-in-law, sister-in-law.

P E E K S K I L L  S C H O O L S ’  S E C U R I T Y  
A I D E S ’  A S S O C I A T I O N  ( P S S A A )

Necessary absences occasioned by the death of an employee’s wife, husband, father,
mother, brother, sister, son, daughter, grandchild, mother-in-law, father-in-law, daughter-
in-law, son-in-law, stepmother, stepfather and stepchildren, aunt, uncle, grandmother,
grandfather, brother-in-law, sister-in-law.

U N A F F I L I A T E D  I N D E P E N D E N T  E M P L O Y E E S
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Please see your Collective Bargaining Unit or Independent Agreement for further
clarification and information regarding leaves.

L E A V E  O F  A B S E N C E S

When requesting use of sick leave for the birth of a child it is usual to use accrued
sick leave from the time your doctor indicates you should stop working until the
time when you are physically able to return to work. 

A letter from your doctor is requested indicating when you should stop work and
when you should be able to return to work barring any unforeseen circumstances.

Your childcare leave (both paid and unpaid) will be counted towards your Family
Medical Leave Act of 1992 (FMLA) entitlement.

To ensure your child is covered on your health insurance where applicable, please
notify the District’s Benefits Representative (in the Business Office) with the baby’s
name and date of birth within 30 days of the birth.

R E Q U E S T I N G  S I C K  L E A V E  F O R
B I R T H  O F  A  C H I L D

L E A V E  O F

ABSENCES
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Pedagogic employees who have been granted leaves of absence shall notify the
Administrative Services Office in writing of their intention to resume work at the
beginning of the ensuing semester.

For Child-Related Leave: 
March 15th for a September 1st return to work
October 15th for a February 1st return to work 

All other employees please check your Collective Bargaining Unit or Independent
Agreement for guidelines.

R E T U R N  A F T E R  L E A V E  O F  A B S E N C E

Employees are provided up to twelve weeks of unpaid, job protected, leave per year
when the leave is prompted by certain family or medical reasons for any serious
health condition. The employee must have worked for the District for at least 12
months before the leave request and have worked at least 1,250 hours in the
previous 12 months.

Employees seeking to use FMLA leave must contact Human Resources for
more information and the necessary forms.

F A M I L Y  M E D I C A L  L E A V E  A C T

L E A V E  O F

ABSENCES CONT’D
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L E A V E  O F

ABSENCES CONT’D
M I L I T A R Y  L E A V E
At Peekskill City School District, we are committed to supporting employees who
serve in the Military. Our Military Leave Policy ensures compliance with applicable
laws, such as the Uniformed Services Employment and Reemployment Rights Act
(USERRA), and provides employees with the necessary time off for Military service,
training, or related duties. This policy applies to all employees who are called to
active duty, training, or other Military obligations.

Employees requesting Military Leave should notify their supervisor or the Office
for Administrative Services as soon as possible, providing documentation of their
military orders and the expected duration of their leave. We encourage
employees to provide advance notice whenever feasible to assist with operational
planning.

During Military Leave, employees will retain their rights to benefits and seniority as
required by law. Upon returning from Military Leave, employees will be reinstated
to their previous position or a similar role, with the same pay and benefits, as long
as they meet the reemployment criteria. By supporting our employees’ Military
service, we honor their dedication and ensure a smooth transition between their
Military and Civilian roles.
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L E A V E  O F

ABSENCES CONT’D
J U R Y  D U T Y  L E A V E
At Peekskill City School District, we recognize the civic duty of serving on a jury
and support our employees in fulfilling this important responsibility through our
Jury Duty Leave Policy. Employees who are called to serve on a jury or attend
court for legal matters are entitled to time off to fulfill their civic obligations
without financial loss.

Employees are required to notify their supervisor or the Office for Administrative
Services as soon as they receive a jury duty summons, providing a copy of the
summons and the expected duration of their service. During jury duty leave,
employees will receive [details about pay, if applicable, e.g., their regular pay, or a
difference between jury duty pay and their regular salary, if any].

Employees are expected to return to work promptly upon completion of their jury
duty and to provide documentation confirming their attendance. Our policy
ensures that employees can participate in jury service while maintaining job
security and benefits. By supporting jury duty leave, we uphold the importance of
civic responsibility and ensure that employees can balance their professional and
civic commitments effectively.
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E M P L O Y E E
B E N E F I T S
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EMPLOYEE

BENEFITS OVERVIEW

The current Benefits Listing is available at the website link
provided below:

https://www.Bit.ly/PCSDBenefits
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E M P L O Y E E  B E N E F I T S  C O N T A C T S
L I S T

E M P L O Y E E

BENEFITS CONTACTS

The current Benerfits Contact Listing is available at the
website link provided below:

https://www.Bit.ly/PCSDBenefitContacts
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The District pays a portion of the individual or family health insurance premium for
full-time employees who are eligible for health insurance per their Collective
Bargaining Unit or Independent Agreement. The Health Insurance Office will
provide you with a packet that includes pamphlets outlining the benefits of each
health insurance plan, as well as enrollment forms. The Health Insurance Office will
also provide you with further information regarding: the onset of coverage, as well as
co-pays and deductibles for the plan. 

Please contact the District Benefits Representative (in the Business Office, extension
1557) with questions regarding medical insurance coverage.

T E A C H E R S ,  C L E R I C A L ,  C U S T O D I A L ,
S E C U R I T Y ,  U N A F F I L I A T E D  E M P L O Y E E S ,
A D M I N I S T R A T O R S

M E D I C A L  I N S U R A N C E
The Peekskill City School District is currently a member of the self-insured health
consortium through the Putnam/Northern Westchester BOCES. The plan is
administered through AETNA but not AETNA health insurance. The benefits office
can provide more information upon request.

M E D I C A L  H E A L T H

INSURANCE
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T E A C H I N G  A S S I S T A N T S  &  T E A C H E R
A I D E S
The District pays a portion of the individual premium for all full-time Teaching
Assistants and Teacher Aides. The Health Insurance Office will provide you with costs
and a packet that includes pamphlets outlining the benefits of each health
insurance plan, as well as enrollment forms. The Health Insurance Office will also
provide you with further information regarding: the onset of coverage, as well as co-
pays and deductibles for the plan. Please contact the District’s Benefits
Representative (in the Business Office), at extension 1557 with questions regarding
medical insurance coverage.

M E D I C A L  H E A L T H

INSURANCE CONT’D

All current Health Insurance Enrollment or Change Request Forms
are available at the website link provided below:

https://www.Bit.ly/PCSDHealthForms
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H E A L T H  I N S U R A N C E  R A T E S

M E D I C A L  H E A L T H

INSURANCE CONT’D

Please contact the District Benefits Representative (in the
Business Office) at extension 1557, or via email at:
Benefits@PeekskillSchools.org for current and up-to-date
Benefits rate information.
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Please contact the Office for Administrative Services (Human
Resources) to obtain an EAP pamphlet for more information, beyond
that which is provided on the following page of this handbook.

E M P L O Y E E  A S S I S T A N C E  P R O G R A M
( E A P )  P R O V I D E D  B Y  E . S . I .
The Employee Assistance Program (EAP) provides confidential and experienced
assistance to help you and your family resolve personal problems that affect your
health, family or job. In addition to assessment and referral services, the EAP
provides information, education, and consultation both independently and in
concert with other professional resources.

E M P L O Y E E  A S S I S T A N C E

PROGRAM (EAP)
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E A P  I N F O R M A T I O N  F L Y E R :

E M P L O Y E E  A S S I S T A N C E

PROGRAM (EAP) CONT’D
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The current PEBF Dental & Vision Form is available at the website
link provided below:

https://www.Bit.ly/PCSDPEBFForm

P E E K S K I L L  E M P L O Y E E  B E N E F I T  F U N D
( P . E . B . F . )
The Employee Benefit Fund is sponsored by the District and administered by the
Peekskill Employee Benefit Fund (PEBF), provides benefits such as dental care
insurance, accidental death and dismemberment insurance, vision insurance, life
insurance and other health related benefits. Additional information will be
distributed by the Peekskill Employee Benefit Fund.

O T H E R  F R I N G E

EMPLOYEE BENEFITS

A F L A C
The Peekskill City School District offers a variety of flexible spending accounts for
unreimbursed medical expenses, dependent day care and Cancer Insurance. A
representative from AFLAC will be in each building later in the year to answer your
questions and enroll you in the plan. Look for the flyers in your building announcing
when the representative will be in your building.
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P L U M  B E N E F I T S  ( R E T A I L  D I S C O U N T S )

O T H E R  F R I N G E

EMPLOYEE BENEFITS CONT’D
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T U I T I O N

REIMBURSEMENT
I S  A V A I L A B L E  I N  A C C O R D A N C E  W I T H
Y O U R  C O L L E C T I V E  B A R G A I N I N G  U N I T
At Peekskill City School District, we are committed to supporting the professional
growth and development of our employees through our Tuition Reimbursement
program. This benefit is designed to assist employees in pursuing higher
education and acquiring new skills that enhance their professional capabilities
and contribute to their career advancement.

Employees’ who are eligible under their current and active Collective Bargaining
Unit or Independent Agreement can apply for tuition reimbursement for courses
and degree programs related to their current role or future career goals within
the District. Reimbursement is available for tuition costs, and in some cases, fees
and textbooks, up to a specified annual limit. Employees must obtain prior
approval for their coursework and provide evidence of satisfactory completion
and grades to qualify for reimbursement.

We encourage employees to discuss their educational goals with their Collective
Bargaining Unit Representatives, and Direct Supervisors to ensure alignment with
program requirements and to maximize their benefit. 

By offering tuition reimbursement, we aim to foster a culture of continuous
learning and professional growth, supporting our employees in achieving their
educational and career aspirations.
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F L E X I B L E  S P E N D I N G

ACCOUNTS (FSA)
I S  A V A I L A B L E  I N  A C C O R D A N C E  W I T H
Y O U R  C O L L E C T I V E  B A R G A I N I N G  U N I T
At Peekskill City School District, we offer Flexible Spending Accounts (FSAs) to
help our employees manage out-of-pocket expenses for eligible health and
dependent care costs. FSAs provide a tax-advantaged way for employees to set
aside a portion of their salary on a pre-tax basis, which can be used for qualified
expenses, such as medical, dental, vision care, and childcare costs.

Employees can enroll in the FSA program during the open enrollment period or
when they experience a qualifying life event. The amount contributed to the FSA
is deducted from the employee’s paycheck before taxes, which reduces their
taxable income and allows them to save on expenses.

We provide detailed information on eligible expenses, contribution limits, and
how to submit claims for reimbursement. Employees are encouraged to review
their FSA benefits and plan their contributions based on anticipated expenses for
the year. Unused funds may be subject to forfeiture at the end of the plan year,
according to IRS regulations. By offering FSAs, we aim to help our employees
manage their health and dependent care costs more effectively.
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W O R K E R S ’

COMPENSATION
I N J U R I E S  &  A C C I D E N T S  O N  T H E  J O B
If you are injured while on duty, you must report the injury immediately to your
building Administrator, main office staff, or School Nurse. They will provide you
with the paperwork.

Complete the “C-3 Form” and Peekskill City School District “Adult Accident Form”
that will be provided to you in the red folder.  

Once completed, the forms may be scanned or faxed to the District’s Worker’s
Compensation representative, Priscilla Krawcyk in the Office of Administrative
Services at (914) 743-5516.

Additionally, the original, signed, hard copy should also be sent to the Office for
Administrative Services. From there, Priscilla will provide you with an update.
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E M P L O Y E E
E X P E R I E N C E



Y O U R  B U S I N E S S  |  P A G E  0 0P E E K S K I L L  C I T Y  S C H O O L  D I S T R I C T  |  P A G E  1 0 2

S A L A R Y  P A Y M E N T  

PROCEDURES

Salaries and wages (by check or direct deposit*) are paid every other week. Teacher
Aide salaries are annualized so you will receive the same wages in each check,
regardless of holidays and vacations. Teacher Aides receive 21 pays per school year
beginning with the second pay date in September.

T E A C H E R  A I D E S

T E A C H E R S ,  T E A C H I N G  A S S I S T A N T S
&  N U R S E S
Salaries and wages (by check or direct deposit*) are paid every other week. Ten-
month pedagogical employees have the option of 22 or 26 payments. If you select 22
pays, you receive 22 equal paychecks.If you select 26 payments, you will receive one
large check at the end of June which equals 5 paychecks and taxed accordingly. All
Teachers will automatically be enrolled in 26 pays unless the attached form is
completed and submitted to payroll 1 week prior to your first pay date upon arrival.
For subsequent years and if you wish to make a change, you must make this choice
between June 1st and August 15th of any calendar year and may not change that
choice until the following fiscal year.

Salaries and wages (by check or direct deposit*) are paid every other week. If you are
a 10-month employee, you will receive 22 pays per school year. If you are a 12-month
employee, you will receive 26 pay per school year. 

Voluntary deductions from paychecks will be made for the Credit Union,  
WageWorks, AFLAC, Health Insurance Benefits, Vote/Cope of NYSUT, NYSUT Benefits
Programs, NY 529 College Savings Program and TSAs.

C L E R I C A L ,  C U S T O D I A L  &  O T H E R S
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S A L A R Y  P A Y M E N T

PROCEDURES CONT’D

Please see the enclosed list of tax sheltered annuity companies in which you can
participate. To determine your IRS limit, consult your TSA representative when
setting up your tax shelter.

T A X  S H E L T E D E D  
A N N U I T I E S  T S A S / 4 0 3 B S

H U D S O N  R I V E R  T E A C H E R S
F E D E R A L  C R E D I T  U N I O N
3563 Mohegan Avenue
Mohegan Lake, NY 10547
914-526-4015

To participate with the credit union, you need to go there directly and sign up.

All employees must be paid via Direct Deposit to a participating financial institution
of their choosing. The Direct Deposit Memo and Authorization Form must be
completed by each employee upon hire. Any changes that need to be made in
accordance with Direct Deposit payment and accounts must be processed via the
aforementioned form and submitted to the Sr. Payroll Clerk in the Payroll Office.

D I R E C T  D E P O S I T
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S A L A R Y  &  P A Y R O L L

PAY DEDUCTIONS
P A Y R O L L  D E D U C T I O N S
At Peekskill City School District, we are dedicated to maintaining transparency and
fairness in our payroll practices, including the management of pay deductions.
Deductions from employee paychecks may include mandatory withholdings such as
federal, state, and local taxes, Social Security contributions, and other legally required
deductions. Additionally, deductions for benefits programs, such as health insurance
premiums, retirement contributions, and voluntary programs (e.g., flexible spending
accounts or tuition reimbursement), will be made as applicable.

We carefully manage any deductions related to work-related expenses, such as
uniforms or tools, to ensure they comply with legal requirements and do not reduce
wages below the minimum wage. All such deductions will be clearly communicated
to employees in advance.

To uphold fairness and compliance, we adhere to Safe Harbor provisions under the
Fair Labor Standards Act (FLSA). This ensures that deductions from the salaries of
exempt employees do not affect their exemption status. We have established
procedures to address and correct any improper deductions promptly.

Employees are encouraged to review their paychecks regularly and report any
discrepancies or concerns to the Payroll Department in the Business Office as soon
as possible. We are committed to resolving any issues swiftly and ensuring our
payroll practices are fair and compliant with all relevant regulations.

By adhering to this policy, we aim to foster trust and accuracy in our payroll
processes, protecting employees’ rights and ensuring that all deductions are handled
in a lawful and equitable manner.
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P A Y R O L L  S C H E D U L E

2025-2026 SCHOOL YEAR

The current Payroll Calendar is available at the website link
provided below:

https://www.Bit.ly/PCSDPayrollCal
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I M P O R T A N T  P A Y R O L L  

INFO FOR NEWLY HIRES
N E W L Y  H I R E D  E M P L O Y E E S

N E W L Y  H I R E D  T E A C H E R  A I D E S
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S A L A R Y  S C H E D U L E

ADVANCEMENT 

A Declaration of Intent Form for movement to MA +30 must be filled out and
returned to the Administrative Services Office before beginning coursework. In
addition, all in-service courses must be pre-approved with a Declaration of Intent
Form.

It is strongly recommended that you submit a Declaration of Intent Form prior to
beginning any graduate coursework you wish to use for salary movement.

Advancement from one salary to another shall be effective as of September 1st or
February 1st following the completion of the required academic and professional
courses.

In order to apply for movement for coursework on the salary schedule, a Course Work
for Salary Movement Form, with original transcripts attached, must be completed
before a Resolution is sent to the Board for Salary Advancement at least one month
prior to the anticipated date.

S A L A R Y  S C H E D U L E  A D V A N C E M E N T
( T E A C H E R S  O N L Y )
All credits for salary advancement must be at the graduate level.
Undergraduate credits are not acceptable.

All courses must be submitted using Frontline’s MyLearningPlan
(Professional Growth) for approval. Please consult your Collective
Bargaining Unit or Independent Agreement for deadline submission. 

Original student copies are accepted. Computer generated
transcripts; photocopies and grade reports are NOT ACCEPTED.

Please see Declaration of Intent and Course Work for Salary
Movement Forms provided at the website link below:

https://www.Bit.ly/PCSDSalaryMovement
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P E R F O R M A N C E

EVALUATIONS
T E A C H E R S
Successful student achievement demands that the practice of Teachers in the
classroom is grounded in those principles which recognize that:

Teachers must know the content of what they teach;
Teachers have organized the learning environment in a manner which
demands respect for self and others;
Students are actively engaged in the process of constructing learning for
themselves;
Teachers understand and use good pedagogical knowledge; and,
Teachers continually work on their own professional development.

The District’s administrators have the responsibility of ensuring that they:

Provide strong and active instructional leadership;
Foster and support a learning community which recognizes and encourages
outstanding professional performance;
Engage and encourage Teachers to examine the work which they do, and;
Provide the resources to enable all Teachers to become masters of their craft.

E V A L U A T I O N  O F  F A C U L T Y
Teachers shall be evaluated annually. A mid-year evaluation shall be completed
on all probationary staff in addition to the annual evaluation.

Please read the PFA contract carefully for the specific components of
the Annual Professional Performance Review (APPR) Plan.
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P E R F O R M A N C E

EVALUATIONS CONT’D
A L L  O T H E R  S T A F F
Evaluation of all other staff will be done on an annual basis on the appropriate
form for your job title.
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A C C E S S  T O

PERSONNEL FILES
P E R S O N N E L  F I L E S  &  R E C O R D S
Every employee shall have the right, upon request, to review the contents of
his/her personnel records. A representative of the Association may, at the
employee’s written request, accompany the employee in this review. They will not
be entitled to view materials originating outside the District that are clearly
marked confidential. An employee will receive a copy of all written comments
made about him/her which are added to his personnel file.  

For additional guidelines regarding personnel files please see the Peekskill
Faculty Association Contract, pages 10-11 or your respective Collective Bargaining
Unit or Independent Agreement.



S E P A R A T I O N  G U I D E L I N E S
At Peekskill City School District, we manage separations from employment with
professionalism and respect. Employees intending to resign should provide
written notice of at least two weeks, or in accordance with the language in their
Collective Bargaining Unit or Independent Agreements accordingly. Involuntary
separations, including terminations and layoffs, are conducted fairly and in
accordance with legal and District policies.

Upon separation, employees must return all District property. Final pay, including
any unused vacation and benefits, will be processed according to District policies.
Information about continued benefits coverage, such as COBRA, will be provided
if applicable.

An exit interview may be conducted to gather feedback and address any
concerns. We handle all separation-related information confidentially and provide
references professionally.

Our goal is to ensure a smooth transition and maintain respect for all parties
involved.

S E P A R A T I O N  F R O M

EMPLOYMENT
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R E S I G N A T I O N S / R E T I R E M E N T S
All resignations/retirements must be sent to the Administrative Services Office for
formal action by the Board of Education. Please follow the guideline in your
Collective Bargaining Unit or Independent Agreement.

Any Teacher intending to retire at the end of the school year must notify the
Superintendent of his/her intention to do so by January 1 of that school year, in
order for the unused sick leave provision to become effective.



R E S I G N A T I O N S / R E T I R E M E N T S

S E P A R A T I O N  F R O M

EMPLOYMENT CONT’D
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Staff who desire a change in grade and/or subject assignment within a building
shall file a written notification of such desire with the Superintendent of Schools
no later than February 1st. (include the grade and/or subject you desire to be
transferred to, in order of preference.) 

For additional transfer information refer to your PFA contract.



P O S I T I V E  &  P R O D U C T I V E
E N V I R O N M E N T S
At Peekskill City School District, we are committed to maintaining a positive and
productive work environment by effectively addressing and resolving conflicts.
Our Conflict Resolution policy is designed to provide a clear process for managing
workplace disputes in a constructive and respectful manner.

We encourage employees to first attempt to resolve conflicts directly with the
involved parties. If this approach does not resolve the issue or if direct resolution is
not feasible, employees should escalate the matter to their supervisor or the
Office for Administrative Services.

Upon receiving a conflict report, we will conduct a thorough and impartial
investigation. A resolution meeting will be arranged with all parties to discuss the
issue and work towards a mutually acceptable solution. Mediation services may
be provided if needed to facilitate resolution.

Confidentiality is maintained throughout the conflict resolution process to
protect the privacy of everyone involved and to encourage open communication.
We will follow up after the resolution to ensure the effectiveness of the solution
and address any lingering concerns.

By adhering to this policy, we strive to resolve conflicts fairly, support a respectful
workplace, and enhance overall employee satisfaction and collaboration.

C O N F L I C T

RESOLUTION
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E M P L O Y E E  A P P R E C I A T I O N  C A L E N D A R
Please see this school year’s current Employee Appreciation Calendar below:

E M P L O Y E E  R E C O G N I T I O N  

& APPRECIATION

The current Employee Appreciation Calendar is 
available at the website link provided below:

https://www.Bit.ly/PCSDEmpAppCal



THANK YOU
Thank you for taking the time to review our Peekskill City School District Employee

Handbook. We are excited to have you as part of our team and are committed to
supporting your success and well-being.

This handbook is designed to provide you with important information about our District
policies, procedures, and benefits. We encourage you to read through the entire

document to familiarize yourself with our practices and to help you navigate your new
role with confidence.

If you have any questions or need further clarification on any policies or procedures,
please do not hesitate to reach out to the Office for Administrative Services. We are here

to support you and ensure that you have a positive and productive experience with us.

Once again, welcome to Peekskill City School District. 
We look forward to achieving great things together!

1031 Elm Street, Peekskill, NY 10566

www.PeekskillCSD.org

(914) 737-3300


