
District Communication Guide 
Frequently, parents and other community members request help in knowing the best way to 
communicate with the school. The communication guideline chart below will serve as a helpful resource. 
By contacting the following people in the prescribed order, questions will be answered.  
Our District phone number is 607-869-9636, which will start you with an automated switchboard. See the 
following page on this document for names and some extensions.  
By email, our staff can be reached with their first initial followed by their full last name, then 
@southseneca.org—for example, shorton@southseneca.org to reach our High School Principal Sarah 
Horton. 

  

For questions 
about: 

1st Contact 2nd Contact 3rd Contact 4th Contact 

  

Academics Teacher School Counselor Building Principal Superintendent 

Athletics Coach Athletic Director Building Principal Superintendent 

Behavior Teacher  Dean of Students Building Principal Superintendent 

Behavior-Bus Dean of Students Building Principal Superintendent   

BOE Policies District Clerk Superintendent Board President   

Budget or 
School Taxes 

Business 
Administrator 

Superintendent Board of Education   

Building Use Building Secretary Building Principal Superintendent   

Cafeteria Building Cook 
Manager 

Business 
Administrator 

Superintendent  

Classroom 
Procedures 

Teacher Building Principal Superintendent 

  

  

Co-Curricular Advisor Building Principal Superintendent   

Enrollment Guidance Office Building Principal Superintendent  

Facilities Facilities Director Business 
Administrator 

Superintendent 

  

  

Health Office Building Nurse Office Building Principal Superintendent   

Scheduling Guidance Office  Building Principal Superintendent  

Special 
Education 

Teacher CPSE/CSE 
Chairperson 

Building Principal Superintendent 

Transportation Transportation 
Director 

Business 
Administrator 

Superintendent   
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