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BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

SECOND SUPERVISORY DISTRICT 

COUNTIES OF MONROE AND ORLEANS 

 

There will be a Regular Meeting of the Board of Cooperative Educational Services on Wednesday, 

April 18, 2018 at 7:00 p.m. in the Board Room of the Richard E. Ten Haken Educational Services Center, 3599 

Big Ridge Road, Spencerport, New York 14559. 

 

Anticipated Executive Session immediately following the regular board meeting to discuss the employment 

history of a particular person(s). 

 

BOARD MEMBERS 

Dennis Laba, President 

R. Charles Phillips, Vice President 

John Abbott 

Kathleen Dillon 

John Heise 

George Howard 

Gerald Maar 

Michael May 

Constance Rockow 

AGENDA 

1. Call the Meeting to Order 

 

2. Pledge of Allegiance 

 

3. Agenda Item(s) Modifications 

 

4. Public Hearing: Code of Conduct 

 

5. Approval of Minutes: March 21, 2018 Regular Meeting Minutes 

 

6. Public Interaction 

 

7. Financial Reports (Mary Beth Luther, Treasurer) 

1. Resolution to Accept Treasurer’s Report 

2. Resolution to Accept WinCap Report 

3. Internal Claims Exception Log 

4. Contractor Report 

5. Extra Class Quarterly Report 

 

8. Old Business 

1. Capital Project Update (Campus Construction) 

 

9. Board Presentation: Next Generation Learning Standards/Implementation (Dr. Marijo Pearson/Stephanie Smyka) 

 

10. Audit Committee Update 

1. March 21, 2018 Audit Committee Meeting Minutes 

 

11. New Business 

1. Resolution to Approve Donation of Air Flow Rate Processor 

2. Resolution to Accept Updated Annual Risk Assessment for the Year Ending June 30, 2018 

3. Resolution to Approve the Monroe 2-Orleans BOCES Code of Conduct 

4. Resolution to Approve the Monroe 2-Orleans BOCES Classified Staff and Teacher Calendars for 2018-

2019 School Year 

5. Resolution to Approve 2018-2019 Board Meeting Dates 

6. Monroe 2-Orleans BOCES 2016-2017 Report Card Review (Tim Dobbertin) 

7. Resolution to Approve 2018 Extended School Year Classroom Lease Template 
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8. Resolution to Approve 2018 Regional Summer School Classroom Lease Template for Churchville-Chili 

and Greece Central School Districts 

9. Resolution to Approve 2018 Regional Summer School Credit Recovery Program Lease Template 

 

12. Personnel and Staffing 

1. Resolution to approve the Personnel and Staffing Agenda 

 

13. Bids/Lease Purchases 

1. Resolution to Accept Cooperative Fine Paper Bid 

2. Resolution to Accept Cooperative Office Supplies Bid 

3. Resolution to Accept Cooperative Classroom Supplies Bid 

4. Resolution to Accept Cooperative Calculators Bid 

5. Resolution to Accept Monroe 2-Orleans BOCES participation in Cooperative bid with The BOCES of 

Nassau County for Various Commodities and/or Services – Furniture: Classroom & Office 

 

14. Executive Officer’s Reports 

1. Albany D.S. Report 

2. Local Update 

 

15. Committee Reports 

 Labor Relations Committee (J. Abbott/J. Heise) 

 Legislation Committee (J. Heise/J. Abbott) 

 Information Exchange Committee (D. Laba/R. Charles Phillips) 

 

16. Upcoming Meetings/Calendar Events 

April 18 Noon MCSBA Information Exchange Committee (Double Tree) 

April 23 Superintendent’s Conference Day – Classified Staff 

April 24 Component Districts Annual Voting on BOCES 2 Administrative Budget and Board Member 

Elections 

April 25 Noon MCSBA Labor Relations Committee 

April 25 5:45pm MCSBA Executive Committee (Fedele's Brook House) 

 

May 2 Noon MCSBA Legislative Committee (Double Tree Inn) 

May 2 5:45pm MCSBA Board Presidents Meeting 

May 3 2pm Board Officer Agenda Review 

May 4 6:15pm Spring Dinner Dance 

May 5 2:30pm BELL Graduation 

May 8 8:30am New Visions District Counselor Appreciation Event 

May 9 4-5:30pm MCSBA Information Exchange: Every Student Succeeds Act (ESSA) 

Presentation by Antonacci/Ryan/White (Double Tree) 

May 9 7pm Regular Board Meeting (ESC, Board Room) 

May 10 4pm GVASCD Awards Reception 

May 14 5:30pm Make All the Difference Scholarship Recipients’ Reception 

May 15 Component District Budget Votes 

May 17 6pm National Technical Honor Society 

May 23 8:15-9:45am and 12:45-2:15pm CTE Services and Trades Showcase (WEMOCO 

Conference Room) 

May 23 3pm Construction Celebration for 2018 House (Student Constructed House Site) 

May 23 5:30pm MCSBA Annual Meeting (Shadow Lake Golf Club) 

May 24 3:30pm DS Forum 

May 28 BOCES 2 Closed  
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June 5 7pm CWD High School Equivalency Graduation 

June 7 6:30pm CTE Recognition Ceremony 

June 8 9:30-1:30 SEPTO Fun Fair 

June 9 7:30am MCSBA New Board Member Training 

June 11 9-10am Therapeutic Day Program Graduation 

June 11 1pm Alternative High School Graduation 

June 11 6-7pm Westside Academy’s Senior Celebration 

June 12 11:30am Meet and Greet/Noon Retirees Luncheon Ceremony (ESC, PDC) 

June 12 7pm Moving-On Ceremony 

June 13 Noon Board Officer Agenda Review 

June 19 6pm Special Education End-of-the-Year Meeting 

June 20 7pm Regular Board Meeting (ESC, Board Room) 

 

17. Other Items 

 

18. Anticipated Executive Session to discuss the employment history of a particular person(s). 

 

19. Adjournment 



1. Call the Meeting to Order 

  



 

 

2. Pledge of Allegiance 

  



 

 

3. Agenda Item(s) Modifications 

  



 

 

4. Public Hearing: Code of Conduct 

  



 

 

5. Approval of Minutes: March 21, 2018 Regular Meeting Minutes 
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BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

SECOND SUPERVISORY DISTRICT 

COUNTIES OF MONROE AND ORLEANS 

 

Minutes of the Regular Meeting of the Board of Cooperative Educational Services, Second Supervisory 

District of Monroe and Orleans Counties, held on March 21, 2018 at 7:00 p.m. at the Richard E. 

Ten Haken Educational Services Center, Spencerport, New York 14559. 

 

Members Present: 

Dennis Laba, President 

John Abbott 

Kathleen Dillon 

George Howard 

Gerald Maar 

Michael May 

Constance Rockow 

 

Members Absent: 

 R. Charles Phillips, Vice President John Heise 

 

Staff Present: 

Jo Anne Antonacci 

Karen Brown, Esq. 

Ginger Critchley 

Stephen Dawe 

 

Tim Dobbertin 

Steve Roland 

Dr. Michelle Ryan 

 

Guests: 

Marco Marascio, Campus Construction 

Mike Place, LaBella 

 

1. Call the Meeting to Order 

The meeting was called to order by President Laba at 7:00 p.m. 

 

2. Pledge of Allegiance 

 

3. Agenda/Items(s) Modifications 

There were no modifications. 

 

4. Approval of Minutes 

Resolved: To approve the February 14, 2018, Regular Meeting Minutes as presented. 

 

Moved by J. Abbott, seconded by M. May; passed unanimously. 

 

5. Public Interaction 

There was no public interaction. 

 

6. Financial Reports 

S. Roland reported on the Treasurer’s Report, WINCAP Report, and the Internal Claims 

Exception Log. 

 

Steve Roland reviewed a transfer greater than $100,000 in the Pre-School Budget to recode salary 

sub-service codes. 

 

Resolved: To approve the Treasurer’s and WINCAP Reports as presented. 

 

Motion by J. Abbott, seconded by K. Dillon; passed unanimously.  
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7. Old Business 

1. Marco Marascio gave a capital project update. At 7:26 p.m., Marco Marascio and 

Mike Place left the meeting. 

 

8. Board Presentation:  ESSA (Every Student Succeeds Act) Impact 

District Superintendent Jo Anne Antonacci and Dr. Michelle Ryan gave a presentation on ESSA. 

The board asked questions and thanked them for their presentation. 

 

9. New Business 

There were no New Business items. 

 

10. Personnel and Staffing 

1. Resolution to Approve Personnel and Staffing Agenda 

Resolved: To approve the Personnel and Staffing Agenda as presented. 

 

Motion by K. Dillon, seconded by J. Abbott; passed unanimously. 

 

11. Bids/Lease Purchases 

Resolved: To accept the bid recommendations and awarding of the following bids and lease 

purchases as presented: 

 

1. Resolution to Accept Cooperative Art Supplies Bid 

WB Mason $391.62 

School Specialty $294.06 

National Art & School Supplies $101.80 

Cascade School Supplies $61.20 

Blick Art Materials, LLC $49.68 

Kurtz Bros. $31.90 

Pyramid School Products $4.89 

 

Motion by J. Abbott, seconded by G. Maar; passed unanimously. 

 

12. Executive Officer’s Reports 

Dennis Laba, Tim Dobbertin, Kim Lobdell and David Shalke joined Jo Anne in Albany for Advocacy 

Day. 

 

School walk-outs were discussed along with safety and security. 

 

Washington-Saratoga-Warren-Hamilton-Essex (WSWHE) BOCES made a site visit to BOCES 2. 

 

Center of Workforce Development received a grant that will assist in training of displaced workers. 

 

Holley Superintendent Robert D’Angelo has announced his retirement effective June 30, 2018. 

John Carlevatti is currently serving as Interim Superintendent. District Superintendent Jo Anne 

Antonacci is serving as Search Consultant. 

 

District Superintendent Antonacci complimented the BOCES Board on their operations based on 

the recent New York State School Boards Association article on Model Code of Ethics for School 

Boards and their members. 

 

Steve Roland distributed and reviewed data on conferences and professional development for 

board members and all staff.  
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13. Committee Reports 

Labor Relations Committee (J. Abbott/J. Heise) – There were no updates. 

 

Legislation Committee (J. Heise/J. Abbott) – There were no updates. 

 

Information Exchange Committee (D. Laba/R. Charles Phillips) – There were no updates. 

 

14. Upcoming Meetings/Events 

The various meetings for the upcoming month were listed on the agenda. 

 

15. Other Items 

G. Maar commented on the contributions made by Congresswoman Slaughter; G. Howard 

commented on Wheatland-Chili safety and security; and, K. Dillon commented on support she 

will be providing to the Monroe County School Boards Association. 

 

At 8:24 p.m., a motion was made by G. Maar, seconded by G. Howard, passed unanimously to have a 

brief break prior to entering into Executive Session to discuss collective negotiations pursuant to article 

14 of the Civil Service Law and proposed, pending or current litigation. 

 

Respectfully submitted, 

 

 

Virginia M. Critchley 

Clerk of the Board 

 

16. The Board entered into Executive Session at 8:37 p.m. 

 

Members Present: 

Dennis Laba, President 

John Abbott 

Kathleen Dillon 

George Howard 

Gerald Maar 

Michael May 

Constance Rockow 

 

Members Absent: 

R. Charles Phillips, Vice President John Heise 

 

Staff Present: 

Jo Anne Antonacci 

Karen Brown 

 

Tim Dobbertin 

Steve Roland 

 

At 9:07 p.m. a motion was made by C. Rockow, seconded by K. Dillon to come out of executive session; 

passed unanimously. 

 

17. Adjournment 

At 9:07 p.m., a motion was made by M. May to adjourn the meeting, seconded by G. Maar; 

passed unanimously. 

 

Respectfully submitted, 

 

 

Jo Anne L. Antonacci 

Clerk Pro-Tem 



 

 

6. Public Interaction 

  



 

 

7. Financial Reports (Mary Beth Luther, Treasurer) 

1. Resolution to Accept Treasurer’s Report 

2. Resolution to Accept WinCap Report 

3. Internal Claims Exception Log 

4. Contractor Report 

5. Extra Class Quarterly Report 

  

















 

 

8. Old Business 

1. Capital Project Update (Campus Construction) 

  



 

 

9. Board Presentation:  Next Generation Learning Standards/Implementation 

(Dr. Marijo Pearson/Stephanie Smyka) 

  



 

 

10. Audit Committee Update 

1. March 21, 2018 Audit Committee Meeting Minutes 

  



 

 

11. New Business 

1. Resolution to Approve Donation of Air Flow Rate Processor 

  



 

11. New Business 

2. Resolution to Accept Updated Annual Risk Assessment for the 

Year Ending June 30, 2018 
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Monroe 2 – Orleans BOCES

UPDATED RISK ASSESSMENT
FOR THE YEAR ENDING JUNE 30, 2018



March 21, 2018

Members of the Board and Audit Committee
Monroe 2 - Orleans BOCES
3599 Big Ridge Road
Spencerport, New York 14559

Members of the Board and Audit Committee:

The internal audit function’s primary responsibility is to assist the Board in ensuring that Monroe 2 -
Orleans BOCES (BOCES) control risks are identified and that appropriate internal controls are in 
place to address those risks. As defined by The Committee of Sponsoring Organizations of the 
Treadway Commission (COSO), internal controls consist of five key elements:

1. The Control Environment
2. Risk Assessment
3. Control Activities
4. Information and Communication
5. Monitoring

An entity’s internal control over financial reporting is a process effected by those charged with 
governance, management, and other personnel, designed to provide reasonable assurance 
regarding the preparation of reliable financial statements in accordance with accounting principles 
generally accepting in the United States of America. An entity’s internal control over financial 
reporting includes those policies and procedures that (1) pertain to the maintenance of records that, 
in reasonable detail, accurately and fairly reflect the transactions and dispositions of the assets of 
the entity; (2) provide reasonable assurance that transactions are recorded as necessary to permit 
preparation of financial statements in accordance with accounting principles generally accepted in 
the United States of America, and that receipts and expenditures of the entity are being made only in 
accordance with authorizations of management and those charged with governance; and (3) provide 
reasonable assurance regarding prevention, or timely detection and correction of unauthorized 
acquisition, use, or disposition of the entity’s assets that could have a material effect on the financial 
statements. 

Management is responsible for establishing and maintaining effective internal control over financial 
reporting. Because of its inherent limitations, internal control over financial reporting may not 
prevent, or detect and correct misstatements. Also, projections of any evaluation of effectiveness to 
future periods are subject to the risk that controls may become inadequate because of changes in 
conditions, or that the degree of compliance with the policies or procedures may deteriorate.

The internal audit function required for New York State Public Schools and BOCES must include, at a 
minimum:

 Development of a risk assessment of BOCES operations including, but not limited to, a 
review of BOCES’ financial policies, procedures and practices, and the testing and evaluation 
of internal controls;

 An annual review and update of such risk assessment;
 Periodic testing and evaluation of one or more areas of BOCES’ operations annually; and
 Preparation of reports, at least annually or more frequently as the Board may direct, which 

analyze significant risk assessment findings, recommend changes for strengthening controls 
and reducing identified risks, and specify timeframes for implementation of those 
recommendations.
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Our updated risk assessment and risk matrix are based primarily on interviews with various 
personnel with responsibility for financial accounting and reporting, the implementation and 
monitoring of those procedures, and information obtained during prior year testing procedures. We 
interviewed the following employees in order to update our risk assessment:

NAME TITLE RESPONSIBILITIES
Tammy Almeter Human Resources Clerk Health, dental, and medical benefits, 

time and attendance sheet entry
Vicki Amoroso Claims Auditor Prepares claims log, mails checks, 

approves claims for the Board
Jo Anne Antonacci District Superintendent Oversees BOCES operations
Karen Brahm Records Liaison Pre-school billing
Rose Brennan Purchasing Agent Purchase order approval, bidding, 

records capital assets
Karen Brown Director of Human Resources Oversees human resources and 

payroll departments
Elaine DelVecchio Payroll Specialist Processes payroll
Sue Forquell Human Resources Clerk Health, dental, and medical benefits; 

retiree health insurance
Mary Kay Fulkerson Human Resources Clerk New hire paperwork, reviews time and 

attendance entries
Debbie Hartung Assistant Purchasing Agent Purchase order approval, bidding
Mary Ann Knapp Account Clerk Cash receipts at WE-MO-CO, 

extraclass central treasurer
Mark Laubacher Assistant Business Official Manages budgets for Center for 

Workforce Development, Career and 
Technical Education, and 
Communication and Technology 
Services

Joanne Laurini Purchasing Specialist Processes approved purchase orders, 
oversees credit card sign-out

Mary Beth Luther Treasurer Health consortium billing, general 
ledger, check signer, electronic 
transfers, journal entries

Gary Manuse Assistant Business Official Monitors pre-school, special 
education/alternative education, 
summer school programs, and
student records

Becky Maslowski Personnel Analyst Adds new employees to WinCap, HR 
purchasing

Debbie Parker Account Specialist Billing, bank reconciliations, budget 
transfers, monitors grant 
reimbursements and spending

Karen Poland Director of the Center for 
Workforce Development

Approves timesheets, purchase 
orders

Laurie Rauber Accounts Payable Specialist Accounts payable
Steve Roland Director of Finance Oversees business office operations
Michelle Ryan Assistant 

Superintendent/Accountability, 
Assessment and Technology

Information technology

Paula Schneider Special Education Supervisor –
Alternative High School

Receives lunch program cash 
receipts, reviews timesheets
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NAME TITLE RESPONSIBILITIES
Jill Slavny Executive Principal, WE-MO-CO 

Career & Technical Education
Approves purchase orders, reviews 
timesheets and extraclassroom bank 
reconciliations

Patricia Triassi Human Resources
Administrative Assistant

Maintains personnel files; enters 
employee information

Martha Willis Principal – Westside Academy Approves purchase orders, reviews 
timesheets

Susan Yunker Payroll Clerk Oversees timesheet entry; reviews 
attendance records and timesheets; 
prints payroll checks

Lisa Zobel Cash Clerk/Accounts Payable 
Specialist 

Enters cash receipts, prepares 
deposits; accounts payable

We have completed procedural narratives of the following transaction systems or processes.  Items 
in blue denote changes from the prior year risk assessment, whether due to changes in BOCES’
processes or as a result of additional information obtained.  The key highlights for each area are as 
follows:

PURCHASING

 Purchase orders (POs) are pre-numbered electronically within WinCap
 POs must be approved by a department head or supervisor prior to final approval by the 

purchasing agent or assistant purchasing agent
 Open PO list is sent to departments by Director of Finance prior to year end to determine 

which POs are still outstanding
 Only purchasing department employees can input new vendors
 Purchasing agent reviews vendor history for bid possibilities and requires quotes for all 

purchases between $3,000 and $19,999
 The purchasing policy requires bidding for purchases of $20,000 and $35,000 for public 

works in accordance with General Municipal Law §103

ACCOUNTS PAYABLE

 Segregated from purchasing (separate departments)
 One accounts payable clerk also has cash receipt responsibilities
 Blank check stock is locked in a cabinet with access restricted to accounts payable and 

payroll departments
 Signature disk is kept in a locked file cabinet by the Treasurer and must be signed out when 

used
 Invoices are compared to purchase orders and receiving reports by accounts payable clerks; 

voucher packages are forwarded to claims auditor for review and approval
 Checks are mailed by the claims auditor
 Treasurer and Director of Finance are authorized check signers
 Manual checks (checkbook) used for Dental Fund; checks are prepared by a human 

resources clerk and signed by the Treasurer or Director of Finance
 Both manual and printed checks are used for the workers’ compensation fund; claimant 

checks are printed through the claims administration software with the Treasurer’s signature 
automatically printed on the checks; manual checks are used for administrative purchases
and are signed by the Treasurer or Director of Finance
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 Credit cards
o A number of credit cards are used: Visa purchasing cards through M&T as well as 

accounts at various stores (six types total), a requisition must be prepared prior to 
purchase

o Management maintains a list of cards which includes the person to whom each card is 
assigned and the credit limit, if applicable 

o M&T purchasing cards are assigned to and kept by specific individuals; gas cards are 
assigned to specific vehicles with each employee having a unique PIN for the card; all 
other cards are locked in purchasing department, must be signed out when used, and 
are monitored to determine appropriate number of available cards

o The number of times credit cards are signed out is periodically reviewed to assist 
management in determining whether the number of available cards is appropriate based 
on the frequency of use

o M&T purchasing cards have an internal policy limit of $100 for purchases with exception 
of those which are travel-related; the IT Department has an internal policy limit of $350 
for technology purchases; if purchase is in excess, employee must have approval from 
purchasing agent

o For store credit accounts, blanket purchase orders are prepared
o Purchasing agent reviews credit card statements and ensures purchases do not 

circumvent the bidding process
o Purchasing manual outlines procedures for credit card use
o M&T purchasing card payments are due shortly after received so some receipts have not 

yet been forwarded to the accounts payable clerk when the bill is paid
o Total credit available on M&T purchasing cards is $107,000 with no cash advance 

option; individual credit limits range from $1,000 to $20,000 and are set for each 
employee with a purchasing card; only the purchasing agent and the District 
Superintendent have credit limits of $20,000

CLAIMS AUDITOR

 Started with BOCES in July 2012 and has a total of ten years of claims auditing experience
 Reviews purchase orders, invoices and checks prior to mailing; initials the copy of the check 

and invoice noting review
 Looks for sales tax paid and reasonableness of purchases; spot checks invoices for 

mathematical accuracy and proper budget coding
 Reviews the requests for conference reimbursements before the checks are printed to 

minimize the number of checks that might have to be voided due to errors; later reviews the 
printed check to the request

 Mileage reimbursements are entered into a software program; entries are reviewed and 
approved by department heads and claims auditor

 Maintains a log of claims noting questioned items and resolution as well as breaks in check 
sequence; the report is given to the Board each month

 Spot checks cell phone bills only as already reviewed by the purchasing department
 Mails checks directly
 Monitors whether expenditures should be bid and follows up with the appropriate 

department about the possibility of bidding items
 Attended a training session in Spring 2015
 Meets with the Board annually and sends reports to the Board monthly
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PAYROLL AND BENEFITS

 Input of new employees, benefits, pay rates and timesheets are segregated amongst 
different employees although not segregated between human resources and payroll 
departments; access to enter or change information is restricted to employees in human 
resources and payroll departments

 Payroll responsibilities are distinct and separate from general ledger and banking 
responsibilities

 Employment Recommendation Form is completed and approved by departments, approved 
by the Director of Human Resources and the Board, and forwarded to payroll and human 
resources for any pay rate or personnel changes

 Personnel analyst and HR administrative assistant can add new employees and make
changes to existing employee information in WinCap; payroll specialist and HR clerk can also 
make changes to employee information as well as process payroll

 Director of Human Resources reviews salary change report each pay period
 Timesheets for hourly employees are signed by department heads and reviewed by the

payroll clerk; HR clerk enters hours into WinCap; input is reviewed by another HR clerk
 Attendance records for contractual employees are input at the department level or by an HR 

clerk; personnel clerk reviews
 Payroll clerk prints checks; signature disk is requested from the Treasurer when needed; 

checks are mailed by an HR clerk
 No manual checks are prepared; any changes to a paycheck are made in the next pay or the 

paycheck is voided and a new check is issued through WinCap
 Accounts payable clerk prints checks for employee deductions
 Paychecks are reconciled to the payroll register
 District Superintendent reviews and certifies payroll
 Payroll's records of time taken/remaining days off is reconciled with department records at 

year end
 Annual salary authorizations are sent to employees and copies are kept in personnel files
 Proper cross-training of payroll employees occurs
 HR clerk reviews the health insurance bills to ensure only eligible individuals are included 

and checks the Social Security Death Index website monthly
 Amounts owed for premiums are required to be paid by the 15th of the month of coverage 

received and health insurance bills sent to retirees include due dates 
 BOCES has assigned cell phones to employees/departments; employees reimburse BOCES 

for personal use with a $10 per month deduction from payroll or employees sign a form 
stating they will not use the cell phone for personal calls

 Payroll payoff is completed every three years; most recent audit was conducted in Spring 
2016 as part of the internal audit with no concerns relative to fictitious employees

CASH RECEIPTS

 Cash is received from services provided such as cosmetology and car repairs as well as adult 
education classes, food service sales, retiree health insurance payments, payments from 
component districts and miscellaneous receipts

 Retiree health insurance payments are received by an HR clerk and forwarded to an account 
clerk to record in WinCap; payments can also be made via direct debit

 A list of cash receipts is prepared by the cash clerk who then enters the receipts into WinCap, 
restrictively endorses all checks, then forwards the checks to an account specialist for
deposit
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 Cash clerk uses a remote electronic scanner to deposit checks into the M&T Bank and JP 
Morgan Chase accounts; after thirty days the checks are shredded 

 Cash deposits to banks are usually made twice a week by the account specialist after 
information is updated in WinCap by the cash clerk

 Account specialist is responsible for billing of BOCES services to component districts
 Center for Workforce Development (Adult Education)

o Cash is received directly at the Rochester Tech Park and WE-MO-CO locations 
o Deposits are made by a member of the Center for Workforce Development staff; cash is 

kept in a locked combination safe which can be accessed by an accounts receivable 
clerk, the program director, and the administrative assistant

o Cash receipt information is forwarded to account clerk in business office to record in 
WinCap

o Payments received are reconciled to registration forms
 WE-MO-CO (Career & Technical Education)

o Cash is received at location for services provided 
o No cash is collected by instructors; account clerk receives all cash
o Payment must be made at time of service; no one is billed for services
o Pre-printed service slips are used which students can date and indicate the service 

performed to better reconcile deposits to cash receipts; cosmetology program receipts 
are pre-numbered

o Account clerk matches payments to work orders/service slips; work orders are date 
stamped when paid

o Cash is locked in a cabinet in the account clerk’s office until it is forwarded to the
business office where it is recounted by another account clerk

 Cafeteria receipts - WE-MO-CO
o Students run the cash registers under supervision of teachers and a cash reconciliation 

form is signed by the student and teacher
o Teachers close out and reconcile cash drawers to register reports
o Money is forwarded to the account clerk who recounts and reconciles to register reports
o Deposit is forwarded to business office where it is recounted by an account clerk
o Sale of goods is sporadic therefore cash registers are not used on a daily basis

 Cafeteria receipts - Westside Academy 
o Cafeteria services provided by Gates Chili School District with no involvement by BOCES

 Cafeteria receipts - Alternative High School
o Food prepared at Gates Chili School District and delivered to the school
o Special education supervisor or her assistant take payment for lunches and reconcile to 

student list provided by Gates Chili School District
o No cash register is used
o Money is kept in a safe in the special education supervisor’s office until deposited
o Deposit is forwarded to the business office once a week where it is recounted by an 

account clerk
 Vending machine in administrative offices 

o Run by Sunshine Fund, which is an organization independent of BOCES
o Money from vending machine is not included on BOCES’ books
o Sunshine Fund has its own checking account which is not under BOCES’ Federal Tax ID 

number
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 Vending machines at Westside Academy and Alternative High School are maintained by an 
outside company

 Vending machines at WE-MO-CO building are run by the Skills USA Club; cash is collected and 
a deposit is prepared by the account clerk who also takes the deposit to the bank

 BOCES runs a print shop which provides services to the departments and school districts; 
departments are billed, with payments made through transfers; the cost of services is added 
to the school districts’ contracts

TREASURY

 Bank statements are downloaded by the Treasurer who performs a quick review then 
forwards to the person responsible for reconciliation

 Director of Finance reviews and approves all bank reconciliations
 Two people prepare bank reconciliations:

o Account specialist who has no cash receipt responsibilities but does make bank deposits 
and electronic transfers

o Secretary to Director of Finance who has been trained as a back up to the accounts 
payable department if needed

 Old outstanding checks are reviewed and letters sent at least twice a year
 Transfers of funds include payroll transactions, debt payments and transfers between 

BOCES’ bank accounts
 Transfers between different banks are initiated by the Treasurer through accounts payable 

and approved by the Director of Finance
 Transfers between BOCES’ accounts within the same bank and electronic payments to 

vendors are made online by either the Treasurer, account specialist, Assistant Business 
Official, or Director of Finance, of which there is a two-step process to initiate and approve
the transfer

 All journal entries are reviewed and approved by the Director of Finance
 Budget transfers

o Budget transfer policy authorizes District Superintendent or designee to approve 
transfers and the Director of Finance reports any transfers over $100,000 to the Board 
monthly 

o Department Supervisors sign the “Budget Transfer and Appropriation” form which is 
processed by the account specialist and reviewed and approved by the Director of 
Finance; Director of Finance, two Assistant Business Officials, and account specialist 
monitor budget lines to prevent over-expenditure

CAPITAL ASSETS

 Maintained using Real Asset Management
 General asset capitalization policy of $5,000; technology department capitalization policy of 

$1,500; items over $500 ($100 for technology) are added to the capital asset records for 
insurance purposes

 Purchasing agent is the only employee who can add or remove assets from capital asset 
listing

 Identification tags are affixed to all assets
 Auctions are held to dispose of items and lists of items to be disposed are received by the 

purchasing department from other departments; employees complete a form to request 
removal of the obsolete item and all disposals are approved by the Director of Finance and 
purchasing agent

 Inventory of items at BOCES locations is performed every 5 years by CBIZ; inventory of items 
at component districts conducted on a rotating basis by CBIZ

 CBIZ reports are reviewed by the Director of Finance and purchasing agent
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EXTRACLASSROOM (STUDENT CLUBS)

 WE-MO-CO - Student Leadership/Skills USA Club
o Central treasurer in place
o Students make all decisions on purchasing, fundraising
o Accounting records are kept by faculty advisor; students also keep a set of records
o Students sign off on purchase orders and vouchers
o Faculty advisor prepares checks and executive principal approves; executive principal 

and central treasurer are authorized to sign checks and two signatures are required
o Bank statements are received and reviewed by the Treasurer who forwards the bank 

statements to the central treasurer to prepare the bank reconciliations; students and 
executive principal review bank reconciliations

o Items purchased for fundraising are reconciled to money received
o Cash received is given to central treasurer to deposit
o Quarterly report prepared by the Treasurer and reviewed by the Board

 Student Council at the Alternative High School has no financial responsibility

INFORMATION SYSTEMS

 BOCES uses WinCap accounting software
 Full back up of server is performed weekly with incremental daily backups; backups are kept 

offsite
 BOCES has contracted with Monroe #1 BOCES to maintain a daily back up of WinCap
 BOCES does issue laptops, iPhones, and iPads
 On a rotating basis, a physical count of certain technology equipment is performed annually 
 Administrative network does allow for limited downloads while educational network does not
 Employees are given program access based on supervisor/department head approval; 

access to WinCap must be approved by the Director of Finance
 Technology manager regularly reviews a report from WinCap that identifies access changes 

made and matches them to written requests that were approved and submitted
 IT scans computers quarterly to ensure that downloaded items are consistent with BOCES 

policy; any inconsistencies are reported to the Supervising Manager

GRANT COMPLIANCE

 BOCES receives federal and state grants each year through the U.S. Departments of 
Education and Agriculture and the NYS Education Department

 Grants are reviewed on a monthly basis by the account specialist; various grants are 
monitored and reconciled by the BOCES department that receives the funding

PRE-SCHOOL PROGRAM

 Services include morning and afternoon pre-school sessions, clinic services and programs for 
children with autism or other special needs

 Teachers log students’ names, services, and hours provided into a software system for billing 
purposes

 Limited review of hours entered by teachers; employees are salaried so services and hours 
provided in this software do not affect compensation

 Teachers’ hours and services provided are recorded in Excel by special education 
department

 Student information is recorded in Excel and in Frontline ESA Direct software system by the 
special education department

 Bills are generated by the special education department 
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 Amounts billed are provided to the business office and recorded in total in WinCap
 Business office receives payments and records receipts in WinCap
 Treasurer and special education department records liaison reconcile amount billed to 

amount received to create an aging of amounts due from Monroe County (the County)
 Adjustments made by the County are reconciled with the program information maintained by 

the special education department
 Assistant business official reviews total billing each month as part of budget to actual 

analysis

INSURANCE

 Insurance company reviews policy and meets with administration annually to ensure that 
coverage is adequate

 Employees handling cash are bonded

Attached is an assessment of the control areas and their perceived risks based on the procedural 
narratives we conducted and the results of our cumulative testing.  After review and agreement by 
the Audit Committee, we will schedule our testing of the processes within the selected areas.  At the 
conclusion of our testing, we will schedule a meeting with the Audit Committee to discuss our 
findings and ways to enhance internal controls.  In addition, any areas in which the Board or Audit 
Committee believes we should perform additional procedures can be communicated to us at any 
time.

This report is intended solely for the information and use of the Audit Committee, Board, and 
management.  It is not intended to be and should not be used by anyone other than these specified 
parties.

Sincerely,

Lumsden & McCormick, LLP

Sara M. Dayton, CPA
Partner



This report is intended solely for the information and use of the Audit Committee, Board of Education, and management.  It is not intended to be 10
and should not be used by anyone other than these specified parties.

Monroe 2 - Orleans BOCES
Risk Matrix

For the year ending June 30, 2018

The following recommendations are rated as 1, 2, or 3 depending on the magnitude of the deficiency, potential effect on BOCES if not corrected, cost/benefit 
analysis, and mitigating control.  Levels 1, 2, and 3 are defined below:

 1 - recommendations that BOCES has the ability to change and would likely provide a greater benefit to BOCES than the cost of implementation
 2 - recommendations that BOCES should investigate, however, the cost of implementation may be greater than BOCES’ benefit and the level of risk 

may not be great enough to warrant significant changes to the structure of BOCES

 3 - recommendations that are considered to be best practices and reminders to BOCES to continue with certain procedures

TRANSACTION CYCLE RISK ASSESSMENT TESTING OBSERVATIONS/ RECOMMENDATIONS
2017 2018 PERFORMED REASON FOR IMPROVEMENT

BOARD POLICY REVIEW
Reorganization meeting Low Low Annually
Code of ethics/conflict of interest Low Low relative to
Computer usage Low Low areas being
Purchasing Low Low tested
Petty cash Low Low
Cell phones Low Low
Travel and conferences Low Low
Fraud policy/whistleblower policy Low Low

INSURANCE 
Proper coverage in place Low Low

BUDGET MONITORING/TRANSFERS
Proper approval of budget transfers Low Low

ACCOUNTS PAYABLE/PURCHASING
Segregation of duties Low Low
Bidding when aggregate purchases 

exceed $20,000
Low Low

Credit card/store credit usage High High 2017 Existence of credit cards and 
store credit is inherently a risk

WE-MO-CO Low Low 2013
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TRANSACTION CYCLE RISK ASSESSMENT TESTING OBSERVATIONS/ RECOMMENDATIONS
2017 2018 PERFORMED REASON FOR IMPROVEMENT

CLAIMS AUDITOR
Compliance with Laws of 2005 Low Low Claims auditor meets with the 

Board annually and attended 
training in 2015

Claims auditor transaction log Low Low Breaks in check sequence are 
investigated and documented

Understanding of bidding rules, 
proper account coding, available 
budget space

Low Low

PAYROLL
Segregation of duties Low Low 2015, 2016 Verification that the information 

has been input correctly would 
mitigate the possibility of 
errors or fraud

A second employee, such as 
the payroll specialist, 
should verify the 
information input from the 
Employee 
Recommendation Form 
into WinCap

3

Payment of accumulated 
sick/vacation days

Low Low 2016 Risk that the value of unused 
vacation and sick time could 
be incorrectly calculated

Employee access to payroll system High High 2014 Access to payroll and HR 
modules should be restricted 
to align with duties and 
mitigate any opportunities for 
fraud

Continue to review access 
controls periodically for 
unauthorized changes

3

Health insurance Low Low
Salary notifications Low Low 2015 If a signed copy is not returned 

by the employee, an unsigned 
copy is kept in the employee’s 
file



This report is intended solely for the information and use of the Audit Committee, Board of Education, and management.  It is not intended to be 12
and should not be used by anyone other than these specified parties.

TRANSACTION CYCLE RISK ASSESSMENT TESTING OBSERVATIONS/ RECOMMENDATIONS
2017 2018 PERFORMED REASON FOR IMPROVEMENT

CASH RECEIPTS
Timeliness of deposits/cash 

received at remote locations
High High 2014, 2015 Delays in depositing cash 

receipts increase the 
possibility of theft

Continue to stress the 
importance of making 
deposits within three days
at the Center for Workforce 
Development, especially 
around holidays and when 
the employees responsible 
for the deposit are on 
vacation

3

If an employee is paying to 
register for a class at the 
Center for Workforce 
Development, a different 
employee should complete 
the cash receipt and 
accept the payment; 
management intends to 
implement this 
recommendation should 
the situation arise

3

If a check is going to be held 
at the Center for Workforce 
Development for longer 
than what is considered to 
be timely, document the 
reason why it is held

3

WE-MO-CO services Low Low 2014
Suggested
for 2018

Thorough completion of work 
orders and standard pricing 
ensures the proper calculation 
of costs of services

Work orders should include 
sufficient detail of parts 
used to verify costs 
calculated

1

Correct calculation of service 
charges ensures proper billing 
for work performed

Proper service charges 
should be calculated on all 
work orders

1

Pre-numbered receipts reduce 
risk of misappropriation

Cafeteria receipts (WE-MO-CO) Low Low
Print shop billing Low Suggested

for 2018
Possibility that bills are not 

prepared timely
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TRANSACTION CYCLE RISK ASSESSMENT TESTING OBSERVATIONS/ RECOMMENDATIONS
2017 2018 PERFORMED REASON FOR IMPROVEMENT

TREASURY
Bank reconciliations Low Low Timely preparation and review of 

bank reconciliations ensures 
proper recording and reduces 
risk of theft

Electronic transfers/internet 
banking

Low Low Wire transfers and transfers 
between accounts at the 
same bank require one person 
to initiate the transaction and 
one to approve; transfers 
between different banks are 
made through accounts 
payable

Proper approval of budget transfers Low Low Review of budget transfers 
helps ensure accurate 
financial reporting

CAPITAL ASSETS
Maintenance of comprehensive 

records
Low Low 2017 BOCES has implemented a new 

electronic tracking software 
for capital assets

Consider periodic inventory 
checks comparing RAMI's 
report to items located 
throughout BOCES

2

Proper communication of annual 
additions and disposals

Low Low Continue to reiterate to 
buildings/departments that 
a list of disposed items 
should be given to the 
purchasing department 
annually 

3

Advise staff to notify the 
business office of any 
change in the location of 
an asset; consider 
requiring staff to sign off 
on items located in their 
rooms at the beginning and 
end of each school year

2

Calculation of depreciation Low Low
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TRANSACTION CYCLE RISK ASSESSMENT TESTING OBSERVATIONS/ RECOMMENDATIONS
2017 2018 PERFORMED REASON FOR IMPROVEMENT

EXTRACLASSROOM (STUDENT CLUBS)
Procedures performed in 

accordance with Finance 
Pamphlet

Low Low Required by New York State 
Education Department

Completeness of cash receipts High High Financial statement opinion
qualified for cash receipts

INFORMATION SYSTEMS
Controls over security and access High High Access to payroll and HR 

modules should be restricted 
to align with duties and 
mitigate any opportunities for 
data manipulation

INFORMATION SYSTEMS (CON’T)
Backup of data Low Low
Use of laptops/iPads Low Low IT runs a scan of computers 

quarterly and if unauthorized 
software is identified, the staff 
will notify the Supervising 
Manager

GRANT COMPLIANCE
Proper recording of information for 

reimbursement
Low Low 2014

PRE-SCHOOL PROGRAM
Review of services, hours provided Low Low
Duplication of data entry Low Low

Proper billing for services Low Low



 

11. New Business 

3. Resolution to Approve the Monroe 2-Orleans BOCES Code of 

Conduct 

  













































































 

11. New Business 

4. Resolution to Approve the Monroe 2-Orleans BOCES Classified 

Staff and Teacher Calendars for 2018-2019 School Year 

  



2018-2019 SCHOOL CALENDAR 

Monroe 2-Orleans BOCES 

Classified Calendar 

 
  

JULY 2018   

 Wednesday July 4 Fourth of July 

   

SEPTEMBER    

 Monday September 3 Labor Day 

 Tuesday September 4 Opening Day Ceremony 

 Wednesday September 5 School Opens:  full day session 

   

OCTOBER   

 Monday October 8 Columbus Day  

   

NOVEMBER   

 Monday November 12 Veteran’s Day Observed 

 Wednesday-Friday November 21-23 Thanksgiving Recess  

   

DECEMBER   

 Tuesday December 25 Holiday Recess 

   

JANUARY 2019   

 Tuesday  January 1 New Year’s Day  

 Monday January 21 Martin Luther King, Jr. Day  

   

FEBRUARY   

 Monday February 18 President’s Day 

   

MARCH   

    

APRIL   

 Monday April 8 Superintendent’s Conference Day 

 Friday April 19 Good Friday 

   

MAY   

 Monday May 27 Memorial Day  

   

JUNE   

 Tuesday June 25 Last day for students, teacher 

aides/SBAs 

 Wednesday June 26 Last day for teachers 

   

 
 

Note:  There is also one floating holiday for classified staff to use at their discretion. 

 

 

 

 

Board Approved:  ________________________ 



2018-2019 SCHOOL CALENDAR 

Monroe 2-Orleans BOCES 

Faculty/Students 

 
 Number of School Days in Attendance 
 

    

Faculty 

Tchr 

Aides/SBAs 

 

Students 

SEPTEMBER 2018      

 Monday-Thursday August 27-30 New Staff Orientation 4   

 Monday September 3 Labor Day (No school)    

 Tuesday September 4 **Faculty Orientation 1 1  

 Wednesday September 5 **School Opens:  full day session 18 18 18 

      

OCTOBER      

 Friday October 5 **Superintendent’s Conference Day 

 (No school for students) 

22 22 21 

 Monday October 8 Columbus Day (No school)    

      

NOVEMBER      

 Monday November 12 Veteran’s Day Observed (No school) 18 18 18 

 Wednesday-Friday November 21-23 Thanksgiving Recess (No school)    

      

DECEMBER      

 Monday-Monday December 24-31 Holiday Recess (No school) 15 15 15 

      

      

JANUARY 2019      

 Tuesday January 1 New Year’s Day (No school) 21 21 21 

 Wednesday January 2 School Reopens    

 Monday January 21 Martin Luther King, Jr. Day (No school)    

 Tuesday-Friday January 22-25 Regents Exams (School in session)    

      

FEBRUARY      

 Monday-Friday February 18-22 President’s Week, Mid-Winter Recess 

 (No school) 

15 15 15 

      

MARCH      

Friday March 22 March Break (No school) 20 20 20 

      

APRIL      

 Monday April 8 **Superintendent’s Conference Day 

 (No school for students) 

17 17 16 

 Monday-Friday April 15-19 Spring Recess (No school)    

      

MAY      

 Friday-Monday May 24-27 Memorial Day Recess (No school) 21 21 21 

      

JUNE      

 Monday June 3 Regents Exams (School in session) 18 17 17 

 Tuesday-Tuesday June 18-25 Regents Exams (School in session)  and 

last day for students, teacher aides/SBAs 

   

 Wednesday June 26 ** Regents Exam Rating Day and last 

day for teachers 

   

      

      

     Total 186 (190) 185 182 

**Subject to local determination 

Board Approved:  ____________________ 



 

11. New Business 

5. Resolution to Approve 2018-2019 Board Meeting Dates 

  



 

G. Critchley Board Approved:   

MONROE 2-ORLEANS BOCES 

2018-19 BOARD MEETING DATES 

 

 

The Monroe 2-Orleans Board of Cooperative Educational Services typically holds its regular meetings 

August through June on the third Wednesday of the month at 7:00 p.m. in the Board Room of the 

Richard E. Ten Haken Educational Services Center, 3599 Big Ridge Road, Spencerport, New York 

14559. 

 

PLEASE NOTE: The July, November, February, and April meetings will NOT fall on the third 

Wednesday. 

 

Wednesday, July 11, 2018 Noon Reorganizational-Regular Meeting; Audit Committee Meeting will 

immediately follow 

 

Wednesday, August 15, 2018 

 

Wednesday, September 19, 2018 

 

Wednesday, October 17, 2018 

 

Wednesday, November 14, 2018 (due to Thanksgiving Recess) 

 

Wednesday, December 19, 2018 

 

Wednesday, January 16, 2019 

 

Wednesday, February 13, 2019 

 

Wednesday, March 20, 2019 

 

Wednesday, April 3, 2019 6:00 p.m. BOCES 2 Annual Meeting (Location: Big Ridge Road Campus) 

 

Wednesday, April 10, 2019 

 

Tuesday, April 23, 2019 Component Districts Annual Voting on BOCES 2 Administrative 

Budget and Board Member Elections 

 

Wednesday, May 15, 2019 (May meeting must occur on or before May 15 each year) 

 

Wednesday, June 19, 2019 



 

11. New Business 

6. Monroe 2-Orleans BOCES 2016-2017 Report Card Review 

(Tim Dobbertin) 

  



 

11. New Business 

7. Resolution to Approve 2018 Extended School Year Classroom 

Lease Template 

  



2018 EXTENDED SCHOOL YEAR  

CLASSROOM LEASE 

TEMPLATE 

 

 

 THIS AGREEMENT OF LEASE made this _____ day of_____________, 2018 by and 

between the (District), a municipal corporation with offices at (address), hereinafter referred to as the 

“District,” and the BOARD OF COOPERATIVE EDUCATIONAL SERVICES, MONROE-

ORLEANS COUNTIES, hereinafter referred to as “Tenant”; 

 WITNESSETH: 

 The District owns certain buildings located in said District and the Tenant is desirous of 

leasing a portion of those facilities for use by the Tenant for educational purposes and whereas such 

a lease has been approved by the (District) Central School District Board of Education. 

 NOW, THEREFORE, in consideration of the rents, covenants, and agreements hereinafter set 

forth, the District does lease to the Tenant, and the Tenant does lease from the District space consisting 

of (# sq. ft.) (see Attachment A) with the appurtenances and privileges herein described upon the 

following terms and conditions: 

1. The term of lease is from (dates). 

2. The District and Tenant agree the provisions of this lease, except for the square footage 

rate and sum of rent, will be in full force and effect.  The agreed on square footage rate and sum of 

rent will be executed as an amendment to this agreement.  

(THIS PARAGRAPH IS OPTIONAL DEPENDING ON THE CIRCUMSTANCES OR USE 

PARAGRAPH #3). 

3. The Tenant shall pay as and for rent of said premises at the (school) building, the sum of 

the annual 12-month rental rate based on a formula using (District’s) total (school year) O&M costs 

which is yet to be determined, multiplied by the square footage, prorated to (#) days.  The rent is 



payable in one installment by August 31, (year) upon invoice from District and payable to the District 

School Treasurer. 

4. The Tenant will be entitled to deduct from said rent, amounts of expenses Tenant incurred 

to make repairs that were the responsibility of the Landlord and the Landlord failed to rectify within 

five (5) calendar days. 

5. Tenant must give District prompt notice of fire, accident, damage, dangerous or defective 

condition.  A dangerous or defective condition includes damage or injury resulting from snow and/or 

ice buildup, and/or melting ice/snow on sidewalks, and parking lots utilized by Tenant.  If any portion 

of the space cannot be used because of fire or other casualty, Tenant is not required to pay rent for 

the time the premises are unusable on the unusable portion of the space.  District is responsible to 

incur costs not covered by Tenant’s insurance to repair any damaged portion of the building interior 

or exterior unless such damage is the result of the Tenant’s gross negligence. 

6. It is agreed that the Tenant may terminate this lease at any time in the event that enrollment 

increases or declines, non-funding by component districts, similar occurrences cause continuation of 

the program to be impractical, or requests for services change.  

7. It is further understood if requests for services change, either an increase or decrease, then 

the square footage leased may be altered provided ten (10) work days written notification is provided 

to the District.  However, in the event of a need for an increase in square footage it is understood that 

such increase is subject to the availability of space and with the mutual agreement of both parties 

concerning this additional space. 

8. The Tenant agrees to provide general liability insurance, not less than $3,000,000 for the 

general aggregate and not less than $1,000,000 for each occurrence, for any damage or injury resulting 



from the negligence of the Tenant, its employees or student body.  Said policy will name the District 

as an additional insured.    

9. The District shall maintain insurance covering its own liability, not less than $3,000,000 

for the general aggregate and not less than $1,000,000 for each occurrence, for any damage or injury, 

regarding the lease and shall provide all other types of insurance including but not limited to fire 

insurance.  Said policy will name the Tenant as an additional insured.  District maintains and can 

produce proof of New York State Workers’ Compensation insurance for its employees if requested 

by Tenant. 

10.  The Tenant shall not assign this agreement or underlet or underlease the premises, or any 

part thereof, without the District’s consent in writing unless said subletting is related to its purpose as 

specified above; or occupy, or permit or suffer the same to be occupied for any business other than 

that specified above.   

11.  The Tenant agrees that the District, the District’s agents and other representatives shall 

have the right to enter into and upon said space at all reasonable hours, or any part thereof, with a 

Tenant representative present, for the purpose of examining and using the same, performing 

maintenance and custodial functions, making such repairs or alterations thereon that may be necessary 

for the safety and preservation thereof or making modifications per District, legal or contractual 

obligations. 

12.  The Tenant shall take good care of the space at its own cost and expense; make any and 

all interior cosmetic repairs, except structural, to the space resulting from its occupancy and/or use, 

normal wear and tear excepted.  The District agrees to give ten (10) days’ notice to Tenant with regard 

to any contemplated structural changes or modifications of the space.  The Tenant agrees to provide 



for repair of broken glass in windows in Tenant’s portion of the space, provided such breakage is 

caused by Tenant’s gross negligence. 

13.  Any space and or alterations/changes which are contemplated by the Tenant, except those 

which enhance the program or benefit the District, must first be approved by the District. The District 

is responsible for making all structural, HVAC, exterior, plumbing, not limited to pipes and fixtures, 

and the like changes and/or repairs.  During construction, renovation or the performance of 

maintenance functions, Tenant will be relocated to a convenient location with the same amount of 

space with thirty (30) days’ notice.  The District will provide security for all Tenant’s materials, 

supplies, and equipment during the relocation.   

14.  The District further agrees to provide the following: 

(a) Provide Tenant with outside keys and interior keys as applicable.  In the event of 

loss of keys, the Tenant agrees to inform the District immediately.  The Tenant 

agrees to pay the cost of replacement of individual keys.  If in the judgment of the 

District and competent police authority the building ought to be re-keyed due to 

the Tenant’s negligence or inadvertence, the Tenant agrees to pay the cost of re-

keying for the affected areas of the facility.  (The cost of re-keying is not to exceed 

$500.00.) 

(b) Snow and ice removal of the parking lots and all exterior areas of the building not 

limited to roof and sidewalks. 

 (c) Trash removal and small or bulk items removed associated with the premises. 

 (d) Provide all non-structural common area maintenance costs. 

 (e) Maintain fire alarm and sprinkler system and costs associated with such. 

 (f) Pay for all heat, water, sewer, electric and all other utilities except telephone. 



(g) Provide adequate parking facilities for Tenant personnel adjacent to the building 

where space is being leased. 

 (h) Custodial and janitorial services; landscaping. 

(i) Maintain present fire extinguishers, smoke detectors, and carbon monoxide 

detectors. 

 (j) Comply with and provide legally required safety and fire drills. 

 (k) Allow Tenant to peaceably and quietly enjoy the premises. 

 (l) District will pay all county state, local property and other taxes. 

 (m) Free Internet access and/or Wi-Fi access and cable if applicable. 

 (n) Maintain maintenance and mowing of grounds and flower beds.  

 (o) Potable and drinkable water in compliance with all legal standards in all plumbing 

and on all fixtures and faucets.  

15. The Tenant shall be free to use the space pursuant to Tenant’s calendar and guidelines as 

to time and days. 

16. If after default in payment of rent or violation of any other provisions of this lease, the 

Tenant moves out or is dispossessed and fails to remove any trade fixtures or other personal property 

prior to such default, removal, expiration of lease, or prior to the issuance of the final order of 

execution of the warrant, then and in that event, the said fixtures and property shall be deemed 

abandoned by the said Tenant and shall become the property of the District except for any fiber optic 

type cables if installed by Tenant.  However, the Tenant reserves the right to remove any fixtures 

and/or materials at the termination of the lease or any extensions thereof. 

17. The Tenant agrees not to erect any signs without District’s approval. 

18. The Tenant’s use of facilities shall be limited to those areas as specified above. 



19. The District further covenants that the said Tenant on paying the said yearly rent, and 

performing the covenants aforesaid shall and may peacefully and quietly have, hold and enjoy the 

said premises for the term aforesaid, provided however, that this covenant shall not be conditioned 

upon the retention of title to the premises by the District. 

20. Any changes or amendments to this lease shall be in writing and executed by both parties. 

21. In the event any provisions of this agreement shall be held invalid, and unenforceable, the 

remaining provisions shall be valid and binding upon the parties.  One or more waivers by either party 

of any provision, term, or condition or covenant shall be construed by the other party as a waiver of 

subsequent breach of the same by the other party. 

22. The District covenants that the leased premises are in compliance with all federal and state 

regulations and requirements relating to buildings and school buildings including but not limited to 

occupational safety and health and environment protection, the New York School Asbestos Safety 

Act, and the Federal Asbestos Hazard Emergency Response Act.  The District agrees to maintain the 

leased premises during the lease term in compliance with any and all such statutes and all regulations 

at its sole cost and expense.  The District shall furnish to the Tenant any and all reports filed with or 

received from federal and state governmental agencies, when filed or received, with respect to such 

matters described in this paragraph. 

23. Notwithstanding the limits of any policy of insurance provided by the District pursuant to 

this Agreement, the District agrees to indemnify and hold harmless the Tenant and at the request of 

the Tenant, defend the Tenant against any and all claims, judgments, costs, awards, liability, loss, 

damage, suit or expense of any kind which the Tenant may incur, suffer or be required to pay by 

reason of or in consequence, directly or indirectly, of the fault, failure, omission or negligence of the 

District, its agents, officers, members, directors, or employees, including any misrepresentations 



contained in the Agreement or the breach of any warranty made herein or the failure of the District to 

carry out its duties under this Agreement or otherwise arising out of or in connection with, directly or 

indirectly, this Agreement.  The Tenant shall not be required to indemnify the District for any damage 

or loss arising out of any negligent acts or willful misconduct of the District, its officers or agents.  If 

a conflict arises between the indemnification contained in this Agreement and the insurance certificate 

provided by the District pursuant to this Agreement, the indemnification under this paragraph 

controls. 

24. This lease will be construed in accordance with New York State Law. 

25. This represents the entire lease between the parties. Any previous lease between the 

parties, oral or in writing, is superseded by this lease. 

26. Tenant can terminate the lease with five (5) work day’s written notice notwithstanding the 

exceptions in paragraph #6 above. 

27. District will comply with Federal Law with regard to Part Z chemicals and maintain Safety 

Data Sheets (SDS) on file. 

28. The District shall observe and apply the appropriate standard of confidentiality to records 

and information or be subject to liability including breach of confidentiality penalties.  No records 

shall be disclosed, re-disclosed, or used for personal gain/benefit.  All student and/or staff records, or 

information gathered in the course of on the leased premises, will be maintained as confidential by 

District employees and/or subcontractors in accordance with FERPA & HIPAA.   

29. The District will establish and maintain appropriate standards of health, safety, and other 

work conditions to ensure that students/staff are adequately protected against hazards or activities that 

may affect their health or safety. 



30. Any notice required or permitted by this Agreement shall be made by personal delivery 

(effective when delivered) or by certified mail, return receipt requested (effective two (2) business 

days after proper posting) to the addresses first set forth above.  Notices and Service of Process sent 

to the District shall be to the attention of _______________________.  Notices and Service of Process 

sent to Tenant shall be to the attention of its District Clerk. 

31. District hereby acknowledges that Tenant is under no obligation to utilize District 

premises under this Agreement on an exclusive basis. 

32. The Monroe 2-Orleans Board of Cooperative Educational Services does (Both parties 

agree) not discriminate on the basis of age, sex, race, color, national origin, disability, creed, marital 

status, veteran status, sexual orientation, prior criminal offense, domestic violence victim status, or 

genetic status in its programs or activities and provides equal access to the Boy Scouts and other 

designated youth groups. The following person has been designated to handle complaints/inquiries 

regarding the BOCES non-discrimination’s policies: Director of Human Resources, 3599 Big Ridge 

Road, Spencerport, New York 14559, 585-352-2420, and is also the Title VII and Title IX Officer. 

For further information on notice of non-discrimination, visit 

http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm for the address and phone number of the 

office that serves your area, or call 1-800-421-3481. Please note that those wishing to file a complaint 

may also do so through the Department of Education’s Office for Civil Rights at 

http://www2.ed.gov/about/offices/list/ocr/qa-complaints.html. See also New York State Executive 

Law 296-a. 

33. Any original materials created by Tenant under this lease are Tenant-owned material and 

the Tenant retains the copyright ownership of those materials. None of those materials, nor any part 

http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
http://www2.ed.gov/about/offices/list/ocr/qa-complaints.html


thereof, may be copied, reproduced, and/or distributed, modified, displayed, or published in any form 

whatsoever without Tenant’s explicit written permission. 

AND, IT IS MUTUALLY UNDERSTOOD AND AGREED, that the covenants and 

agreements contained in the within lease shall be binding upon the parties hereto and upon their 

respective successors, heirs, executors, and administrators.   

IN WITNESS WHEREOF, the parties hereto have caused this lease to be executed by their 

duly authorized officers and their respective seals to be hereunto affixed the day and year first above 

written. 

    BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

    

  BY_____________________________________ ____________ 

    JO ANNE L. ANTONACCI     DATE 

    DISTRICT SUPERINTENDENT 

 

 

    (District) CENTRAL SCHOOL 

 

BY_____________________________________ ____________ 

   DATE 

 SUPERINTENDENT 
        



 

11. New Business 

8. Resolution to Approve 2018 Regional Summer School 

Classroom Lease Template for Churchville-Chili and Greece 

Central School Districts 

  



2018 REGIONAL SUMMER SCHOOL  

CLASSROOM LEASE 

TEMPLATE 

 

 

 THIS AGREEMENT OF LEASE made this _____ day of_____________, 2018 by and 

between the (District), a municipal corporation with offices at (address), hereinafter referred to as the 

“District,” and the BOARD OF COOPERATIVE EDUCATIONAL SERVICES, MONROE-

ORLEANS COUNTIES, hereinafter referred to as “Tenant”; 

 WITNESSETH: 

 The District owns certain buildings located in said District and the Tenant is desirous of 

leasing a portion of those facilities for use by the Tenant for educational purposes and whereas such 

a lease has been approved by the (District) Central School District Board of Education. 

 NOW, THEREFORE, in consideration of the rents, covenants, and agreements hereinafter set 

forth, the District does lease to the Tenant, and the Tenant does lease from the District space with the 

appurtenances and privileges herein described upon the following terms and conditions: 

1. The term of lease is from (dates). 

2. The District and Tenant agree the provisions of this lease, except for the square footage, 

square footage rate and sum of rent, will be in full force and effect.  The agreed on square footage, 

square footage rate and sum of rent will be executed as an amendment to this agreement. 

(THIS PARAGRAPH IS OPTIONAL DEPENDING ON THE CIRCUMSTANCES OR USE 

PARAGRAPH #3). 

3. The Tenant shall pay as and for rent of said premises at the (school) building the sum of 

the annual 12-month rental rate based on a formula using (District’s) total (school year) O&M costs 

which is yet to be determined.  The rent is payable in one installment by August 31, (year) upon 

invoice from District and payable to the District School Treasurer. 



4. The Tenant will be entitled to deduct from said rent, amounts of expenses Tenant incurred 

to make repairs that were the responsibility of the Landlord and the Landlord failed to rectify within 

five (5) calendar days. 

5. Tenant must give District prompt notice of fire, accident, damage, dangerous or defective 

condition.  A dangerous or defective condition includes damage or injury resulting from snow and/or 

ice buildup, and/or melting ice/snow on sidewalks, and parking lots utilized by Tenant.  If any portion 

of the space cannot be used because of fire or other casualty, Tenant is not required to pay rent for 

the time the premises are unusable on the unusable portion of the space.  District is responsible to 

incur costs not covered by Tenant’s insurance to repair any damaged portion of the building interior 

or exterior unless such damage is the result of the Tenant’s gross negligence. 

6. It is agreed that the Tenant may terminate this lease at any time in the event that enrollment 

increases or declines, non-funding by component districts, similar occurrences cause continuation of 

the program to be impractical, or requests for services change.  

7. It is further understood if requests for services change, either an increase or decrease, then 

the square footage leased may be altered provided ten (10) work days written notification is provided 

to the District.  However, in the event of a need for an increase in square footage it is understood that 

such increase is subject to the availability of space and with the mutual agreement of both parties 

concerning this additional space. 

8. The Tenant agrees to provide general liability insurance, not less than $3,000,000 for the 

general aggregate and not less than $1,000,000 for each occurrence, for any damage or injury resulting 

from the negligence of the Tenant, its employees or student body.  Said policy will name the District 

as an additional insured.    



9. The District shall maintain insurance covering its own liability, not less than $3,000,000 

for the general aggregate and not less than $1,000,000 for each occurrence, for any damage or injury, 

regarding the lease and shall provide all other types of insurance including but not limited to fire 

insurance.  Said policy will name the Tenant as an additional insured.  District maintains and can 

produce proof of New York State Workers’ Compensation insurance for its employees if requested 

by Tenant. 

10. The Tenant shall not assign this agreement or underlet or underlease the premises, or any 

part thereof, without the District’s consent in writing unless said subletting is related to its purpose as 

specified above; or occupy, or permit or suffer the same to be occupied for any business other than 

that specified above.   

11. The Tenant agrees that the District, the District’s agents and other representatives shall 

have the right to enter into and upon said space at all reasonable hours, or any part thereof, with a 

Tenant representative present, for the purpose of examining and using the same, performing 

maintenance and custodial functions, making such repairs or alterations thereon that may be necessary 

for the safety and preservation thereof or making modifications per District, legal or contractual 

obligations. 

12. The Tenant shall take good care of the space at its own cost and expense, make any and 

all interior cosmetic repairs, except structural, to the space resulting from its occupancy and/or use, 

normal wear and tear excepted.  The District agrees to give ten (10) days’ notice to Tenant with regard 

to any contemplated structural changes or modifications of the space.  The Tenant agrees to provide 

for repair of broken glass in windows in Tenant’s portion of the space, provided such breakage is 

caused by Tenant’s gross negligence. 



13. Any space and or alterations/changes which are contemplated by the Tenant, except those 

which enhance the program or benefit the District, must first be approved by the District. The District 

is responsible for making all structural, HVAC, exterior, plumbing, not limited to pipes and fixtures, 

and the like changes and/or repairs.  During construction, renovation or the performance of 

maintenance functions, Tenant will be relocated to a convenient location with the same amount of 

space with thirty (30) days’ notice.  The District will provide security for all Tenant’s materials, 

supplies, and equipment during the relocation.   

14. The District further agrees to provide the following: 

(a) Provide Tenant with outside keys and interior keys as applicable.  In the event of 

loss of keys, the Tenant agrees to inform the District immediately.  The Tenant 

agrees to pay the cost of replacement of individual keys.  If in the judgment of the 

District and competent police authority the building ought to be re-keyed due to 

the Tenant’s negligence or inadvertence, the Tenant agrees to pay the cost of re-

keying for the affected areas of the facility.  (The cost of re-keying is not to exceed 

$500.00.) 

(b) Snow and ice removal of the parking lots and all exterior areas of the building not 

limited to roof and sidewalks. 

 (c) Trash removal and small or bulk items removed associated with the premises. 

 (d) Provide all non-structural common area maintenance costs. 

 (e) Maintain fire alarm and sprinkler system and costs associated with such. 

 (f) Pay for all heat, water, sewer, electric and all other utilities except telephone. 

(g) Provide adequate parking facilities for Tenant personnel adjacent to the building 

where space is being leased. 



 (h) Custodial and janitorial services; landscaping. 

 (i) Maintain present fire extinguishers, smoke detectors, and carbon monoxide 

detectors. 

 (j) Comply with and provide legally required safety and fire drills. 

 (k) Allow Tenant to peaceably and quietly enjoy the premises. 

 (l) District will pay all county state, local property and other taxes. 

 (m) Free Internet access and/or Wi-Fi access and cable if applicable. 

 (n) Maintain maintenance and mowing of grounds and flower beds. 

 (o) Potable and drinkable water in compliance with all legal standards in all plumbing 

and on all fixtures and faucets. 

15. The Tenant shall be free to use the space pursuant to Tenant’s calendar and guidelines as 

to time and days. 

16. If after default in payment of rent or violation of any other provisions of this lease, the 

Tenant moves out or is dispossessed and fails to remove any trade fixtures or other personal property 

prior to such default, removal, expiration of lease, or prior to the issuance of the final order of 

execution of the warrant, then and in that event, the said fixtures and property shall be deemed 

abandoned by the said Tenant and shall become the property of the District except for any fiber optic 

type cables if installed by Tenant.  However, the Tenant reserves the right to remove any fixtures 

and/or materials at the termination of the lease or any extensions thereof. 

17. The Tenant agrees not to erect any signs without District’s approval. 

18. The Tenant’s use of facilities shall be limited to those areas as specified above. 

19. The District further covenants that the said Tenant on paying the said yearly rent, and 

performing the covenants aforesaid shall and may peacefully and quietly have, hold and enjoy the 



said premises for the term aforesaid, provided however, that this covenant shall not be conditioned 

upon the retention of title to the premises by the District. 

20. Any changes or amendments to this lease shall be in writing and executed by both parties. 

21. In the event any provisions of this agreement shall be held invalid, and unenforceable, 

the remaining provisions shall be valid and binding upon the parties.  One or more waivers by either 

party of any provision, term, or condition or covenant shall be construed by the other party as a waiver 

of subsequent breach of the same by the other party. 

22. The District covenants that the leased premises are in compliance with all federal and 

state regulations and requirements relating to buildings and school buildings including but not limited 

to occupational safety and health and environment protection, the New York School Asbestos Safety 

Act, and the Federal Asbestos Hazard Emergency Response Act.  The District agrees to maintain the 

leased premises during the lease term in compliance with any and all such statutes and all regulations 

at its sole cost and expense.  The District shall furnish to the Tenant any and all reports filed with or 

received from federal and state governmental agencies, when filed or received, with respect to such 

matters described in this paragraph. 

23. Notwithstanding the limits of any policy of insurance provided by the District pursuant 

to this Agreement, the District agrees to indemnify and hold harmless the Tenant and at the request 

of the Tenant, defend the Tenant against any and all claims, judgments, costs, awards, liability, loss, 

damage, suit or expense of any kind which the Tenant may incur, suffer or be required to pay by 

reason of or in consequence, directly or indirectly, of the fault, failure, omission or negligence of the 

District, its agents, officers, members, directors, or employees, including any misrepresentations 

contained in the Agreement or the breach of any warranty made herein or the failure of the District to 

carry out its duties under this Agreement or otherwise arising out of or in connection with, directly or 



indirectly, this Agreement.  The Tenant shall not be required to indemnify the District for any damage 

or loss arising out of any negligent acts or willful misconduct of the District, its officers or agents.  If 

a conflict arises between the indemnification contained in this Agreement and the insurance certificate 

provided by the District pursuant to this Agreement, the indemnification under this paragraph 

controls. 

24. This lease will be construed in accordance with New York State Law. 

25. This represents the entire lease between the parties. Any previous lease between the 

parties, oral or in writing, is superseded by this lease. 

26. Tenant can terminate the lease with five (5) work day’s written notice notwithstanding 

the exceptions in paragraph #6 above. 

27. District will comply with Federal Law with regard to Part Z chemicals and maintain 

Safety Data Sheets (SDS) on file. 

28. The District shall observe and apply the appropriate standard of confidentiality to records 

and information or be subject to liability including breach of confidentiality penalties.  No records 

shall be disclosed, re-disclosed, or used for personal gain/benefit.  All student and/or staff records, or 

information gathered in the course of on the leased premises, will be maintained as confidential by 

District employees and/or subcontractors in accordance with FERPA & HIPAA.   

29. The District will establish and maintain appropriate standards of health, safety, and other 

work conditions to ensure that students/staff are adequately protected against hazards or activities that 

may affect their health or safety. 

30. Any notice required or permitted by this Agreement shall be made by personal delivery 

(effective when delivered) or by certified mail, return receipt requested (effective two (2) business 

days after proper posting) to the addresses first set forth above.  Notices and Service of Process sent 



to the District shall be to the attention of ________________________.  Notices and Service of 

Process sent to Tenant shall be to the attention of its District Clerk. 

31. District hereby acknowledges that Tenant is under no obligation to utilize District 

premises under this Agreement on an exclusive basis. 

32. The Monroe 2-Orleans Board of Cooperative Educational Services does (Both parties 

agree) not discriminate on the basis of age, sex, race, color, national origin, disability, creed, marital 

status, veteran status, sexual orientation, prior criminal offense, domestic violence victim status, or 

genetic status in its programs or activities and provides equal access to the Boy Scouts and other 

designated youth groups. The following person has been designated to handle complaints/inquiries 

regarding the BOCES non-discrimination’s policies: Director of Human Resources, 3599 Big Ridge 

Road, Spencerport, New York 14559, 585-352-2420, and is also the Title VII and Title IX Officer. 

For further information on notice of non-discrimination, visit 

http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm for the address and phone number of the 

office that serves your area, or call 1-800-421-3481. Please note that those wishing to file a complaint 

may also do so through the Department of Education’s Office for Civil Rights at 

http://www2.ed.gov/about/offices/list/ocr/qa-complaints.html. See also New York State Executive 

Law 296-a. 

33. Any original materials created by Tenant under this lease are Tenant-owned materials 

and the Tenant retains the copyright ownership of those materials. None of those materials, nor any 

part thereof, may be copied, reproduced, and/or distributed, modified, displayed, or published in any 

form whatsoever without Tenant’s explicit written permission. 

http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
http://www2.ed.gov/about/offices/list/ocr/qa-complaints.html


AND, IT IS MUTUALLY UNDERSTOOD AND AGREED, that the covenants and 

agreements contained in the within lease shall be binding upon the parties hereto and upon their 

respective successors, heirs, executors, and administrators.   

IN WITNESS WHEREOF, the parties hereto have caused this lease to be executed by their 

duly authorized officers and their respective seals to be hereunto affixed the day and year first above 

written. 

 

    BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

    

  BY_____________________________________ ____________ 

    JO ANNE L. ANTONACCI     DATE 

    DISTRICT SUPERINTENDENT 

 

    (District) CENTRAL SCHOOL 

 

BY_____________________________________ ____________ 

   DATE 

 SUPERINTENDENT 
        



 

11. New Business 

9. Resolution to Approve 2018 Regional Summer School Credit 

Recovery Program Lease Template 

  



2018 REGIONAL SUMMER SCHOOL  

CREDIT RECOVERY PROGRAM LEASE 

TEMPLATE 

 

 

 THIS AGREEMENT OF LEASE made this _____ day of_____________, 2018 by and 

between the (District), a municipal corporation with offices at (address), hereinafter referred to as the 

“District,” and the BOARD OF COOPERATIVE EDUCATIONAL SERVICES, MONROE-

ORLEANS COUNTIES, hereinafter referred to as “Tenant”; 

 WITNESSETH: 

 The District owns certain buildings located in said District and the Tenant is desirous of 

leasing a portion of those facilities for use by the Tenant for educational purposes and whereas such 

a lease has been approved by the (Board). 

 NOW, THEREFORE, in consideration of the rents, covenants, and agreements hereinafter set 

forth, the District does lease to the Tenant, and the Tenant does lease from the District space with the 

appurtenances and privileges herein described upon the following terms and conditions: 

1. The term of lease is from (dates). 

2. The District and Tenant agree the provisions of this lease will be in full force and effect.   

3. There is no charge to the Tenant for the use of classrooms and associated space for the 

BOCES 2 Regional Summer School Credit Recovery Program. 

4. Tenant must give District prompt notice of fire, accident, damage or dangerous or defective 

condition.  A dangerous or defective condition includes damage or injury resulting from snow and/or 

ice buildup, and/or melting on sidewalks, and parking lots utilized by Tenant.  District is responsible 

to incur costs not covered by Tenant’s insurance to repair any damaged portion of the building interior 

or exterior unless such damage is the result of the Tenant’s gross negligence. 



5. It is agreed that the Tenant may terminate this lease at any time in the event that enrollment 

increases or declines, non-funding by component districts, similar occurrences cause continuation of 

the program to be impractical, or requests for services change.  

6. It is further understood if requests for services change, either an increase or decrease, then 

the square footage leased may be altered provided ten (10) work days written notification is provided 

to the District.  However, in the event of a need for an increase in square footage it is understood that 

such increase is subject to the availability of space and with the mutual agreement of both parties 

concerning this additional space. 

7. The Tenant agrees to provide general liability insurance, not less than $3,000,000 for the 

general aggregate and not less than $1,000,000 for each occurrence, for any damage or injury resulting 

from the negligence of the Tenant, its employees or student body.  Said policy will name the District 

as an additional insured.    

8. The District shall maintain insurance covering its own liability, not less than $3,000,000 

for the general aggregate and not less than $1,000,000 for each occurrence, for any damage or injury, 

regarding the lease and shall provide all other types of insurance including but not limited to fire 

insurance.  Said policy will name the Tenant as an additional insured.  District maintains and can 

produce proof of New York State Workers’ Compensation insurance for its employees if requested. 

9. The Tenant shall not assign this agreement or underlet or underlease the premises, or any 

part thereof, without the District’s consent in writing unless said subletting is related to its purpose  

as specified above; or occupy, or permit or suffer the same to be occupied for any business 

other than that specified above.   

10. The Tenant agrees that the District, the District’s agents and other representatives shall 

have the right to enter into and upon said space at all reasonable hours, or any part thereof, with a 



Tenant representative present, for the purpose of examining and using the same, performing 

maintenance and custodial functions or making such repairs or alterations thereon that may be 

necessary for the safety and preservation thereof. 

11. The Tenant shall take good care of the space at its own cost and expense; make any and 

all interior cosmetic repairs, except structural, to the space resulting from its occupancy and/or use, 

normal wear and tear excepted.  The District agrees to give ten (10) days’ notice to Tenant with regard 

to any contemplated structural changes or modifications of the space.  The Tenant agrees to provide 

for repair of broken glass windows in Tenant’s portion of the space, provided such breakage is caused 

by Tenant’s gross negligence. 

12. Any space and or alterations/changes which are contemplated by the Tenant, except those 

which enhance the program or benefit the District, must first be approved by the District. The District 

is responsible for making all structural, HVAC, exterior, plumbing, and the like changes and/or 

repairs.  During construction, renovation or the performance of maintenance functions, Tenant will 

be relocated to a convenient location with same amount of space with thirty (30) days’ notice.  The 

District will provide security for all Tenant’s materials, supplies, and equipment during the relocation.   

13. The District further agrees to provide the following: 

(a) Provide Tenant with outside keys and interior keys as applicable.  In the event of 

loss of keys, the Tenant agrees to inform the District immediately.  The Tenant 

agrees to pay the cost of replacement of individual keys.  If in the judgment of the 

District and competent police authority the building ought to be re-keyed due to 

the Tenant’s negligence or inadvertence, the Tenant agrees to pay the cost of re-

keying for the affected areas of the facility.  (The cost of re-keying is not to exceed 

$500.00.) 



(b) Snow and ice removal of the parking lots and all exterior areas of the building not 

limited to roof and sidewalks. 

 (c) Trash removal and small or bulk items removed associated with the premises. 

 (d) Provide all non-structural common area maintenance costs. 

 (e) Maintain fire alarm and sprinkler system and costs associated with such. 

 (f) Pay for all heat, water, sewer, electric and all other utilities except telephone. 

(g) Provide adequate parking facilities for Tenant personnel adjacent to the building 

where space is being leased. 

 (h) Custodial and janitorial services; landscaping. 

(i) Maintain present fire extinguishers, smoke detectors, and carbon monoxide 

detectors. 

 (j) Comply with and provide legally required safety and fire drills. 

 (k) Allow Tenant to peaceably and quietly enjoy the premises. 

 (l) District will pay all county state, local property and other taxes. 

 (m) Free Internet access and/or Wi-Fi access and cable if applicable. 

 (n) Maintain maintenance and mowing of grounds, and flower beds. 

14. The Tenant shall be free to use the space pursuant to Tenant’s calendar and guidelines as 

to time and days. 

15. If after default in payment of rent or violation of any other provisions of this lease, the 

Tenant moves out or is dispossessed and fails to remove any trade fixtures or other personal property 

prior to such default, removal, expiration of lease, or prior to the issuance of the final order of 

execution of the warrant, then and in that event, the said fixtures and property shall be deemed 

abandoned by the said Tenant and shall become the property of the District except for any fiber optic 



type cables if installed by Tenant.  However, the Tenant reserves the right to remove any fixtures 

and/or materials at the termination of the lease or any extensions thereof. 

16. The Tenant agrees not to erect any signs without District’s approval. 

17. The Tenant’s use of facilities shall be limited to those areas as specified above. 

18. The District further covenants that the said Tenant on paying the said yearly rent, and 

performing the covenants aforesaid shall and may peacefully and quietly have, hold and enjoy the 

said premises for the term aforesaid, provided however, that this covenant shall not be conditioned 

upon the retention of title to the premises by the District. 

19. Any changes or amendments to this lease shall be in writing and executed by both parties. 

20. In the event any provisions of this agreement shall be held invalid, and unenforceable, 

the remaining provisions shall be valid and binding upon the parties.  One or more waivers by either 

party of any provision, term, or condition or covenant shall be construed by the other party as a waiver 

of subsequent breach of the same by the other party. 

21. The District covenants that the lease premises are in compliance with all federal and state 

regulations and requirements relating to buildings and school buildings including but not limited to 

occupational safety and health and environment protection, the New York School Asbestos Safety 

Act, and the Federal Asbestos Hazard Emergency Response Act.  The District agrees to maintain the 

leased premises during the lease term in compliance with all such statutes and regulations at its sole 

cost and expense.  The District shall furnish to the Tenant any and all reports filed with or received 

from federal and state governmental agencies, when filed or received, with respect to such matters 

described in this paragraph. 

22. Notwithstanding the limits of any policy of insurance provided by the District pursuant 

to this Agreement, the District agrees to indemnify and hold harmless the Tenant and at the request 



of the Tenant, defend the Tenant against any and all claims, judgments, costs, awards, liability, loss, 

damage, suit or expense of any kind which the Tenant may incur, suffer or be required to pay by 

reason of or in consequence, directly or indirectly, of the fault, failure, omission or negligence of the 

District, its agents, officers, members, directors, or employees, including any misrepresentations 

contained in the Agreement or the breach of any warranty made herein or the failure of the District to 

carry out its duties under this Agreement or otherwise arising out of or in connection with, directly or 

indirectly, this Agreement.  The Tenant shall not be required to indemnify the District for any damage 

or loss arising out of any negligent acts or willful misconduct of the District, its officers or agents.  If 

a conflict arises between the indemnification contained in this Agreement and the insurance certificate 

provided by the District pursuant to this Agreement, the indemnification under this paragraph 

controls. 

23. This lease will be construed in accordance with New York State Law. 

24. This is the final lease and supersedes any and all oral or previously written agreement. 

25. Tenant can terminate the lease with five (5) days written notice notwithstanding the 

exceptions in paragraph #5 above. 

26. District will comply with Federal Law with regard to Part Z chemicals and maintain 

Safety Data Sheets (SDS) on file for any Tenant staff and student exposed to Part Z Chemicals. 

27. The District shall observe and apply the appropriate standard of confidentiality to records 

and information or be subject to liability including breach of confidentiality penalties.  No records 

shall be disclosed, re-disclosed, or used for personal gain/benefit.  All student and/or staff records, or 

information gathered in the course of on the leased premises, will be maintained as confidential by 

District employees and/or subcontractors in accordance with FERPA & HIPAA.   



28. The District will establish and maintain appropriate standards of health, safety, and other 

work conditions to ensure that students/staff are adequately protected against hazards or activities that 

may affect their health or safety. 

29. Any notice required or permitted by this Agreement shall be made by personal delivery 

(effective when delivered) or by certified mail, return receipt requested (effective two (2) business 

days after proper posting) to the addresses first set forth above.  Notices and Service of Process sent 

to the District shall be to the attention of ----------------------------.  Notices and Service of Process sent 

to Tenant shall be to the attention of its District Clerk. 

30. District hereby acknowledges that Tenant is under no obligation to utilize District 

premises services under this Agreement on an exclusive basis. 

31. Both parties agree that neither party will discriminate based on race, color, creed, religion, 

national origin, age, disability, marital status, sexual orientation, gender, military/veteran status, 

genetic status, victim of domestic violence.  The parties shall comply with all applicable state and 

federal statutes and regulations governing equal employment opportunity, non-discrimination, and 

immigration or any other protected class protected under New York State Executive Law and or Title 

VII under Federal Law. 

AND, IT IS MUTUALLY UNDERSTOOD AND AGREED, that the covenants and 

agreements contained in the within lease shall be binding upon the parties hereto and upon their 

respective successors, heirs, executors, and administrators.   

IN WITNESS WHEREOF, the parties hereto have caused this lease to be executed by their 

duly authorized officers and their respective seals to be hereunto affixed the day and year first above 

written. 

 



    BOARD OF COOPERATIVE EDUCATIONAL SERVICES 

    

  BY_____________________________________ ____________ 

    JO ANNE L. ANTONACCI     DATE 

    DISTRICT SUPERINTENDENT 

 

    (District) CENTRAL SCHOOL 

 

BY_____________________________________ ____________ 

   DATE 

 SUPERINTENDENT 
        



 

 

12. Personnel and Staffing 

1. Resolution to approve the Personnel and Staffing Agenda 

  



 

 

13. Bids/Lease Purchases 

1. Resolution to Accept Cooperative Fine Paper Bid 

2. Resolution to Accept Cooperative Office Supplies Bid 

3. Resolution to Accept Cooperative Classroom Supplies Bid 

4. Resolution to Accept Cooperative Calculators Bid 

5. Resolution to Accept Monroe 2-Orleans BOCES participation in 

Cooperative bid with The BOCES of Nassau County for Various 

Commodities and/or Services – Furniture: Classroom & Office 

  



 

 

14. Executive Officer’s Reports 

1. Albany D.S. Report 

2. Local Update 

  



 

 

15. Committee Reports 

 Labor Relations Committee (J. Abbott/J. Heise) 

 Legislation Committee (J. Heise/J. Abbott) 

 Information Exchange Committee (D. Laba/R. Charles Phillips) 

  



 

 

16. Upcoming Meetings/Calendar Events 
April 18 Noon MCSBA Information Exchange (Double Tree) 

April 23 Superintendent’s Conference Day – Classified Staff 

April 24 Component Districts Annual Voting on BOCES 2 Administrative Budget and 

Board Member Elections 

April 25 Noon MCSBA Labor Relations Committee 

April 25 5:45pm MCSBA Executive Committee (Fedele's Brook House) 

 

May 2 Noon MCSBA Legislative Committee (Double Tree Inn) 

May 2 5:45pm MCSBA Board Presidents Meeting 

May 3 2pm Board Officer Agenda Review 

May 4 6:15pm Spring Dinner Dance 

May 5 2:30pm BELL Graduation 

May 8 8:30am New Visions District Counselor Appreciation 

May 9 4-5:30pm MCSBA Information Exchange: Every Student Succeeds Act 

(ESSA) Presentation by Antonacci/Ryan/White (Double Tree) 

May 9 7pm Regular Board Meeting (ESC, Board Room) 

May 10 4pm GVASCD Awards Reception 

May 14 5:30pm Make All the Difference Scholarship Recipients’ Reception 

May 15 Component District Budget Votes 

May 17 6pm National Technical Honor Society 

May 23 8:15-9:45am and 12:45-2:15pm CTE Services and Trades Showcase 

(WEMOCO Conference Room) 

May 23 3pm Construction Celebration for 2018 House (Student Constructed House 

Site) 

May 23 5:30pm MCSBA Annual Meeting (Shadow Lake Golf Club) 

May 24 3:30pm DS Forum 

May 28 BOCES 2 Closed 

 

June 5 7pm CWD High School Equivalency Graduation 

June 7 6:30pm CTE Recognition Ceremony 

June 8 9:30-1:30 SEPTO Fun Fair 

June 9 7:30am MCSBA New Board Member Training 

June 11 9-10am Therapeutic Day Program Graduation 

June 11 1pm Alternative High School Graduation 

June 11 6-7pm Westside Academy’s Senior Celebration 

June 12 11:30am Meet and Greet/Noon Retirees Luncheon Ceremony (ESC, PDC) 

June 12 7pm Moving-On Ceremony 

June 13 Noon Board Officer Agenda Review 

June 19 6pm Special Education End-of-the-Year Meeting 

June 20 7pm Regular Board Meeting (ESC, Board Room) 

  



 

 

17. Other Items 

  



 

 

18. Anticipated Executive Session to discuss the employment history of 

a particular person(s). 

  



 

 

19. Adjournment 
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