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Dear Parents and Guardians,

Welcome to Woodland Elementary School (WES)! Woodland is home to approximately 1,000 third,
fourth, and fifth grade students. The nearly 150 staff and faculty members help create a nurturing
environment that inspires students to be safe, responsible and respectful. The Woodland staff and I
hope to work together with families in order to help students meet with success.

The Woodland Handbook is a valuable resource for you to use as you get acclimated to the school. It is
our intent to create a guide that will answer any questions you may have about our school community.
In this document, you will find procedures, policies and protocols created in an effort to help the school
run smoothly and to keep everyone safe.

The WES web site will serve as another resource for you. On our website, you will find a copy of this
handbook as well as school news, announcements, links to district policies, curriculum resources, and
information about how to volunteer at our school. You may access the website at:
www.milfordpublicschools.com/woodland

If the handbook or website fails to answer your questions, please feel free to contact me at any time for
clarification or to raise a concern. I am looking forward to working with all of you this year.

Respectfully,

| A
Tim Kearnan
Principal


http://www.milfordpublicschools.com
http://www.milfordpublicschools.com/woodland

PHILOSOPHY OF EDUCATION

Woodland Elementary School of Milford provides a comprehensive educational program for the children of the
community in preparing them for participation in a democratic society. In a variety of ways, our school offers the
children the opportunity to develop self-confidence, self-esteem, respect for others and the ability to make value
judgments about their own and others’ actions.

Woodland’s curriculum is the means for implementing this philosophy. The subject matter and learning
environment challenges the children to the fullest extent of their abilities while accommodating their individual
needs. The basic curriculum provides a flexible approach to education.

Our school program, developmental in nature, is consistent with sound learning principles that recognize individual
patterns of growth, as it provides for intellectual, social, emotional and physical differences. The entire staff
fosters a supportive and nurturing atmosphere where the belief is held that all children can learn.

In keeping with this philosophy of education, Woodland provides programs to establish proficiency in the basic
skills of reading, writing, mathematics, listening and speaking. In addition, programs are provided in science,
social studies, art, music, physical and health education, computer literacy and instructional media.

We believe that education is a lifelong process. We realize that the school is not the only influence contributing to
this process. It lies neither within our ability, nor our desire, to substitute for or supplant the guidance and love of
the child’s family. A commonality of purpose and sense of cohesiveness exists among school personnel, parents
and the community-at-large. Our school, however, assumes primary responsibility for the development of basic
skills, concepts and attitudes necessary for decision-making individuals in a constantly changing society.

We recognize the worth and dignity of all individuals. Each student is different from every other student in
important ways. It is our obligation to help prepare all students for satisfying and meaningful lives, by providing
guidance and learning experiences appropriate to their needs, interests and abilities. The curriculum, organization
and atmosphere at Woodland Elementary School should help each student develop an awareness of their worth as
human beings and a willingness to be responsible for their decisions and actions.

MISSION STATEMENT

“AT WOODLAND SCHOOL...

... we provide an atmosphere where all children are encouraged to learn in a safe, caring
environment. Each child will have the opportunity to become an independent, self-directed learner
and a positive contributor to a diverse, global society. We are committed to promoting social
responsibility and respect for all people.”
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BELL SCHEDULE

8:05 am Car Loop opens for morning drop-off; Bus Loop opens for
morning drop-off; Building opens to students

8:05 - 8:25 am Breakfast served.

8:25 am School day begins. Students entering after this time are
considered TARDY and must report to the office. Students who
report to class without a pass should be sent back to the office.

8:30 am Classes begin

10:50 am — 11:20 am Lunch 1

11:30 am — 12:00 pm Lunch 2

12:15 pm — 12:45 pm Lunch 3

2:33 pm

Dismissal announcements begin

2:40 pm

Dismissal




MILFORD PUBLIC SCHOOLS
ATTENDANCE PROCEDURES AND PROTOCOL

ATTENDANCE

In accordance with the General Laws of the Commonwealth of Massachusetts (Chapter 76, Section 1) students
are required to attend school during the number of days required by the Board of Education. The education of
children is a responsibility shared by both school and parent/guardian(s). It is important for a student to be present
in school each day to ensure continuous learning. Students should be home when they are ill; otherwise all efforts
should be made to have them in school. To the greatest extent possible, all appointments should be made before
or after school and trips and/or vacations should be scheduled when school is not in session. Regular attendance,
which includes timely and consistent arrival, is necessary in order to achieve academic success. Time lost from
class is very difficult to make up, particularly in terms of student interaction and exchange of ideas. Therefore, it is
important to attend school regularly and to be absent or dismissed only for legal, medical, or personal emergency
reasons.

School Attendance:

1. For the purpose of this policy, an absence will be defined as occurring any time a student is not present at
the start of the school day, and does not check in (as late, tardy to school) with the school’s office.

2. Atardy to school will be defined as occurring any time a student arrives late to school and needs to go to
the school office in order to be considered present and attending school for the remainder of the school
day. If the tardy arrival time is greater than 2 hours, the student will be considered absent for 1/2
day.

3. Adismissal from school will be defined as occurring any time a student leaves school prior to the end of the
day. If the dismissal time is greater than 2 hours, the student will be considered absent for 1/2 day.

4. An absence is only considered “excused” when a physician, dentist, or legal note documents a
child was seen, treated, or required to appear on a particular day. Documentation of said visit or
appointment must be submitted as soon as possible to the school administrative offices, and will not be
accepted after 45 days from the absence.

5. Any absence, tardy, or dismissal that is explained or covered by a physician’s note, or other excuses that
are considered appropriate by the school administrator, may not be counted in determining if school
consequences or further intervention is necessary at the discretion of the school administrator or
Supervisor of Attendance.

6. A student dismissed by a School Nurse will be excused the following day upon recommendation of the
school nurse.

The following is a step-by-step procedure that will be used in situations where an attendance problem exists:

Step One: When a student has a total of five (5) days of unexcused absences which could include any
combination of absences, tardies and dismissals within any 45 day period of the school year, a letter will be sent
out to the student’s parents/guardian(s) to review the attendance policy, advising the family that the student is at
risk for requiring an intervention that would necessitate a school meeting. Further interventions could involve the
Department of Children and Families (DCF), or Juvenile Court through a CRA (Child Requiring Assistance)
application.



Step Two: If the student continues to be absent, tardy or dismissed without appropriate excusal documentation
and the total of unexcused absences is ten (10) which Id incl n mbination of

dismissals within any 45 day period, a school meeting will be mandatory. The conference would include
parent/guardian(s) of the student, School Administrator or designee, and Supervisor of Attendance and may
include the child. During the meeting a determination will be made whether a 51A (DCF), or CRA (Juvenile Court)
is necessary at that time. If not, a plan will be developed and implemented to monitor the student’s attendance.

In some situations it would be useful for the student and family to also work with the School Adjustment Counselor,
Supervisor of Attendance or School Social Worker in order to support improved attendance. This would be
voluntary on the part of the student and family.

Step Three: If a student has accumulated a total of eighteen (18) unexcused absences which could include any
combination of absences, tardies and dismissals at any point during the school year, a 51A (DCF) or CRA

(Juvenile Court) will be filed. It would be up to DCF or the Court to determine if further intervention or
consequences would be necessary. The student and family would be expected to work with the School
Administrator or designee to assure compliance with school attendance laws. Eighteen (18) or more absences in
any school year is considered Chronic Absenteeism. As a result of Chronic Absenteeism, retention may be
considered as a remedy for the excessive time missed from class and school.

Student Absence Notification Programs

Chapter 76 Section 1A of the General Laws of Massachusetts states that the School Committee of a city, town, or
regional school has the obligation to establish a student absence notification program to be monitored by the
schools. Students are not allowed to call in their absences.

Parent/guardian(s) of each student must call their child’s school on the morning of the absence to inform the
school staff of the following information:
e Child’s name;
Child’s grade;
Homeroom number;
Reason for the absence;
Provide a parent/guardian(s) telephone number where they can be reached during the day;
Name of person calling in the above information.

If a student is absent and the school is not notified by the time indicated, a call home will be made. If the
school cannot make contact with a parent/guardian(s), the Milford Police may be notified and/or a 51A may be
filed.

V. ions and Absenteeism

Family vacations are unexcused absences and are subject to the above attendance procedures. School work will
not be provided prior to students leaving for a non-school vacation. Students may be expected to make up any
class work and/or homework assignments upon returning to school, as determined by the child's teacher(s).

Truancy
Unnecessary absences, due to a student’s willful decision or a parent’s inability or unwillingness to ensure

attendance, is a violation of law and district policy. Parents who support or enable a chronic pattern of
unnecessary absences may be subject to the Department of Children and Families and/or Juvenile Court action.
Such cases will be referred to the principal, Supervisor of Attendance, and/or the School resource Officer.

Jardies
Students reporting to school after the official school start time must check in at the main office before going to
their assigned classroom. No child will be permitted to enter class unless they have checked in at the office.
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Grades K-2: Parents are expected to escort their child to the office and check in with the administrative

assistant.
Grades 3-5 : Students may enter the building on their own.

MCAS and ACCESS Testing

ACCESS for ELLs typically occurs during January through February. ACCESS for ELLs is an English language proficiency test
that measures students' academic English language skills.

MCAS testing generally occurs during March through April. Grades 3 and 4 take MCAS testing in English Language Arts and in
Mathematics. Grade 5 students take MCAS testing in English Language Arts, Mathematics, and Science.

ARRIVAL/DISMISSAL PROCEDURES

DAILY ARRIVAL PROCEDURES

For the safety of all children, please do not drop off or pick up on North Vine Street.
Set a good example for our children by obeying the “NO Parking at Any Time” signs.

GENERAL PROCEDURE
e Upon arrival, students will be directed to the front of the school by supervisory staff. Students may not enter the
playground without permission in the morning. All students will enter the Main Doors of the building.
e Every effort should be made so that students do not arrive at school prior to 8:05am. There will not be outside
supervision prior to 8:05.
e Students may enter the building at 8:05 A.M. and will be directed by staff to the gymnasium or to breakfast.
e All students must be in their homeroom by 8:25 am each day for attendance, announcements and lunch counts.
e Breakfast will be available to all students every morning.
BUS and VAN ARRIVALS
o Buses will be entering the school grounds through the front Bus Loop Entrance and proceeding to the front of the
building. Students will exit the buses, and enter using the Main Doors if they are having breakfast or the Gym Doors
if they are not having breakfast.
e Students will get off the bus at the direction of the driver and school staff.
® Buses will exit using the same entrance.
e The front Bus Loop is only for buses and vans.

PRIVATE AUTOMOBILE/ACTIVE DROP-OFF

Cars will enter the property via the right side Car Loop Entrance to the right of the building, closest to the field, and
proceed around the Visitor/Volunteer parking lot. RIGHT HAND TURNS ONLY are allowed off North Vine. Please DO
NOT approach from the Congress Street end of North Vine St. and make a left hand turn. Left hand turns into
Woodland are NOT ALLOWED at arrival and dismissal.

As you come around the loop you will be directed by staff to the drop-off zone.

Under no circumstances should your child get out of your vehicle anywhere along the roadway other than the
designated loading/unloading zone. School staff are on hand to reflect the designated drop-off zone. Again, for
the safety of everyone, please do not let students out of your car until you are instructed to do so.
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e The Car Loop is a single lane road way. At no time should any car attempt to pass another car, or pull around
another car. This is for the safety of our students and families.

As you exit the property, follow the loop road back out to North Vine Street.
For the safety of everyone please follow any and all instructions given by the staff on duty.

WALKERS

e Students walking to school should walk to the crossing guard and cross at the crosswalk. Students will then proceed
along the walkway and enter the school no earlier than 8:05 AM. Supervisory staff will monitor students along the
walkway.

e Students coming from the neighborhoods toward Highland St./S-curve, can enter the Woodland property using the
walking path near our new field. Students should stay on the path all the way to the school.

e Students that live in the neighborhoods behind Woodland that are walking to school via Cypress Street can access
the school property through the gate in the back of the building near the playground. Students should then walk
around to the front of the building by way of the Gym-side of the building.

e All students will enter the building through the Main Entrance or Gym Entrance in the front.

LATE ARRIVAL PROCEDURE
e After 8:25, parents should still use the Car Loop and designated drop-off zone for students.
e Students must then report to the Main Office and then report to the cafeteria to order lunch or report to their
classroom immediately if bringing lunches from home.

INJURED AND DISABLED STUDENTS
Special arrangements may be made for injured and disabled students. Please contact the office for information.

DAILY DISMISSAL PROCEDURES

Children will not be dismissed from the Office after 2:00 PM in order to allow for dismissal procedures to begin. Please
take this into account when making after school appointments for your child.

ALTERNATE or EMERGENCY ARRANGEMENTS AT DISMISSAL

e Parents need to send a note in with their child when there will be alternate arrangements for after school. For
instance, their child is being picked up instead of taking the bus, or walking home instead of being picked up.

® Milford Public Schools does not allow children to ride a bus that they are not assigned to ride.

e If you are changing dismissal plans for your child during the school day, please be sure to make these changes prior
to 2:00pm to allow for proper notification of staff and students.

e All changes need to be made in writing, via email or hand-written note. Again, do not email changes after 2:00 pm
as emails might not be received or read prior to dismissal.

e Please confirm any unexpected changes made during the day with our office staff, Ms. Perreira and Ms. Comisky.

® Any phone requests for dismissal changes will need to be confirmed in writing. Ms. Perreira or Ms. Comisky will
request a note, fax, or email confirmation in these instances.

® Changes after 2:00pm will only be allowed in emergency circumstances and will also require an administrator’s
approval.

GENERAL PROCEDURE

e Students will return to their homeroom by 2:30pm. Announcements will begin at 2:32pm.

® Beginning at 2:37 PM, students are dismissed.

e Walkers and Bus students will be called to the Gym or Wellness center to be organized and walked out of the
building. Mother Hubbard will be called to the Gym to be organized there as well. If the weather permits, students
will line up and be organized for buses outside after exiting the building through the gym doors. Students will line up
on the sidewalk and will follow staff instructions to their bus.

o Walkers will exit from both the front and back of the building depending on their route.
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e Car riders will report to the cafeteria to be organized by staff, then walk to the Loading Zone with staff.

BICYCLES /SKATEBOARDS/SCOOTERS
Students may ride bicycles to and from school. Please, no scooters or skateboards!

BUS DISMISSAL

e Students will report directly to the Gym once their bus number has been called. It is imperative to listen to dismissal
announcements to hear bus numbers being called. If the weather permits, students will line up and be organized for
buses outside after exiting the building through the gym doors. Students will line up on the sidewalk and will follow
staff instructions to their bus.

e For the later arriving buses, students will wait in their homeroom to be called down to the Gym.

e Students will be escorted from the Gym to their bus. If the weather permits, students will line up and be organized
for buses outside after exiting the building through the gym doors. Students will line up on the sidewalk and will
follow staff instructions to their bus.

e  Milford Public Schools does not allow children to ride a bus that they are not assigned to ride.

PROCEDURES FOR PRIVATE AUTOMOBILE PICK UP
e Cars will enter the property via the Car Loop Entrance and stay to the right, going around the Visitor/Volunteer

parking lot. RIGHT HAND TURNS ONLY are allowed off North Vine. Please DO NOT approach from the Congress
Street end of North Vine St. and make a left hand turn. Left hand turns onto the Woodland property are NOT
ALLOWED at arrival and dismissal.

e A staff member will come to each car to gather the name(s) of the student you are picking up. This allows us to have
the children ready for you when you pull up to the correct space.

® Asyou come around the Loop you will be directed to the loading zone.

Unless you are in the loading zone, please do not call for your child to come to your vehicle.
Once your child is safely in your vehicle, please remain stopped until the staff member gives you permission to
proceed to exit.

e The Car Loop is a single lane road way. At no time should any car attempt to pass another car, or pull around
another car. This is for the safety of our students and families.

As you exit the property, follow the road back out to North Vine Street.
For the safety of everyone please follow any and all instructions given by the staff on duty.

These procedures will work if everyone is cooperative and patient. The safety of Woodland students is our first priority.
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SCHOOL CLOSING

In the event of inclement weather of such a nature that schools must be closed, information on school
closings and delays can be obtained via the ALERT NOW voice messaging system, the district website;
www.milfordpublicschools.com, or by listening to local radio stations WMRC FM 101.3 and WBZ AM
1030. The decision to close schools for the day will normally be made prior to 6:30 A.M. Please make an
attempt to tune in to one of these stations for information.

Please do not call the office of the Superintendent of Schools or Woodland School.

EARLY DISMISSAL

From time to time, weather conditions will require the closing of schools during the school day.

Parents should be aware of weather conditions and have emergency plans for receiving children from
school at hours earlier than normal. The number of students makes it impossible for the school to

make these arrangements for individual students.

In the event conditions warrant an early closing of schools, information will be relayed to the public using
the ALERTNOW rapid communication service (see below).

Normally, it takes about one hour from the time a decision is made for early closing and the time we can
get buses moving.
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e If you plan to be away from home in times of potential inclement weather, please make arrangements for
your children to go to the home of a friend or neighbor.

e There will be days when we will have early morning storms, and school will still be open. To make their trip
to school a healthy and comfortable one, children are reminded to dress according to the weather report
given in the newspaper, on the radio, or on TV.

EMERGENCY DISMISSAL PROCEDURE

EMERGENCY BUSSING PLAN FOR WALKERS

The following are emergency bus routes, which will be used when it is safe to run bus routes but sidewalks are
not passable. WMRC 1490 AM radio, newspaper, and the Milford Community Use website
(www.milfordma.us/mcs) will be used to notify parents when these routes will be activated. Students should walk
to the nearest stop listed below.

Bus E-1 (starts at 7:30 a.m.) Bus E-2 (starts at 7:30 a.m.)
Cr. Congress and Fountain Cr. Highland and Y

Cr. Congress and Nancy Cr. Highland and Fordham
Cr. Congress and Capital Cr. Purdue and Vassar

Cr. Claudette and Alfred Cr. Purdue and Harvard

Cr. Sunset and Stoneybrook Cr. Dartmouth and Bowdoin
Cr. Stoneybrook and Princess Pine Cr. Bowdoin and University
Cr. Whitewood and Woodridge Cr. University and Highland

Cr. Wayne and Congress
Cr. Congress and Manoogian

PHONE DIRECTORY IN THE EVENT OF AN EMERGENCY

In the event of an emergency, you may call the Main Office at (508) 478-1186. Also, if your child is late arriving
home from school on the bus, and no one is answering at the school when you call, you can also call the following
numbers: (508) 478-1133 — Transportation/Mr. Ligor or (508) 478- 9491- Vendetti Bus Yard. However, Woodland
School should always be called first.

BLACKBOARD CONNECT DISTRICT AND SCHOOL USE
Adopted by Milford School Committee

The Milford Public School District, through the utilization of the BLACKBOARD CONNECT rapid communication
service, strives to achieve the following goals:
e Quickly and accurately inform parents and staff of any emergency situations such as lockdowns or
immediate evacuations due to weather-related early dismissals;
e Quickly and accurately inform parents and staff of school cancellations due to weather or utility
failures;
e Quickly and accurately inform parents of their child’s absence from school on a daily basis;
e Enhance communications within the school community among parents, administrators and staff to
effectively educate our students.

The Milford Public School District recognizes the importance of keeping parents and families informed and, equally,
the need to respect the privacy of the members of our school community. The Milford Public School will attain
these goals and protect these ideals by developing a limited-use policy. If all parties understand the uses for
BLACKBOARD CONNECT it will be a positive and powerful communication tool for the district and provide families
a new level of involvement in the education process as well as peace of mind regarding their child’s wellbeing.
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TRANSPORTATION

The Milford Public School District Transportation Policy in its entirety is available for your viewing at each
elementary school, on the district website at www.milfordpublicschools.com, at the transportation office and the
bus depot.

GENERAL POLICY
The purpose of school transportation is to get students who live a specified distance from their assigned school, to
school and home in as safe, efficient and economic manner as possible.

Unless a student is eligible for transportation provided by the Milford Public Schools, the transportation of such
student becomes the responsibility of the parent/guardian.

It is the parent/guardian’s responsibility to see that the student gets to his/her assigned bus stop. The behavior
and/or actions of the student while at a designated bus stop are subject to the parent/guardian’s supervision and
will not be the responsibility of the School Department.

ELIGIBILITY & GUIDELINES
At the K-5 grade level, transportation will be provided:
e Students in grades 1-4 who reside one mile or more from enrolled school;
e All students in Kindergarten;
e Special Education or medical circumstances documented by an I.E.P./504 Plan;
e The distance from a student’s residence to the school attended shall be measured from the lot line of
the property to the lot line of the school property and shall be measured along the shortest possible
walking distance.

The Milford Public Schools reserve the right to alter or amend the eligibility requirements stated herein if a serious
concern for a student safety or a family medical circumstance arises and there is sufficient space on an existing
bus route to accommodate additional student(s).

Bus routes are established under the direction of the Transportation Coordinator so that an authorized bus stop is
available within a reasonable walking distance of the home of every resident pupil entitled to transportation, that
distance does not exceed one mile.

Milford Public Schools does not allow children to ride a bus that they
are not assigned to ride.

SUPERVISION OF RIDERS

Bus drivers are responsible for the safety of children riding to and from school. However, drivers must also give
their full attention to the road while driving; therefore it is imperative that students diligently follow all bus rules to
ensure the safety of passengers, pedestrians and motorists.

GENERAL
e Students transported in a bus are under the authority of and directly responsible to the driver of the
vehicle;

e Continued disorderly conduct or persistent refusal to submit to the authority of the driver is sufficient
reason for a student to be denied transportation on a bus;

e The driver of any bus is responsible for the orderly conduct of the students transported;

e No vehicle driver can require any student to leave the vehicle before such student has reached his/her
destination;

e A bus cannot be put in motion until all students are seated;
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e No bus can stop to load or discharge students except at regularly designated stops;

e No student can engage in unnecessary conversation with the driver while the vehicle is in motion;

e No persons should be allowed to occupy a position in a bus that interferes with the vision of the driver to
the front, to either side of him, through the mirror to the rear, or with the operation of the vehicle;

e Nothing can be thrown within the vehicle or out the windows.

CONTENT REQUIREMENTS OF THE SCHOOL TRANSPORTATION VEHICLE
e A copy of the vehicle route should be placed in each bus prior to the beginning of the school year;
e Emergency numbers such as police, school, garage, hospital, etc. must be posted in each bus;
e Drivers are expected to keep their buses clean at all times.

BUS RULES FOR DRIVERS
Discipline: Any violation of the rules and regulations for student behavior on school buses must be reported to
the Transportation Coordinator. The action taken should be reported to the driver so the driver knows what action
has been taken.
e Drivers must not remove a student from a bus as a disciplinary measure, except at the student’s
designated bus stop;
e Drivers must not touch a student, except to assist them or to render first aid;
e Bus drivers have no authority to appoint students as bus monitors and they must not do so. If
repeated behavior problems arise, they may take any or all of the following actions:
e Report each incident to the Director of Transportation/school administrator;
e Require individual passengers to sit in the front seats so they can be observed;
e As a last resort, bring the bus back to school;
e Extreme cases of misbehavior on the bus or at bus stops should be reported to the Transportation
Coordinator and/or a school official (Mr. Kearnan, Mr. Wood, Ms. Pivonka & Ms. Church)
e Although discipline on buses is a driver's responsibility, his/her main job is to drive the bus safely and in
accordance with rules and regulations.

EXTREME DISCIPLINE PROCEDURES ARE AS FOLLOWS

stop the bus at the end of the road;

turn off the ignition;

set emergency brake;

separate the problem students (if applicable);

use the school bus two-way radio to contact the terminal manager and school official;
the school official will decide how to get the children home;

as a last resort, call the police to come to the scene;

Students should not be suspended from bus transportation without proper authorization.

A student may be suspended from bus privileges due to severe, dangerous, or inappropriate behavior at the

Good student control is mainly the responsibility of the school bus driver. Points the driver should consider:

e the passengers are not mature adults with adult attitudes;

e the driver can expect a variety of discipline problems that will tax his/her patience;

e a smile or friendly greeting can do much to promote a pleasant atmosphere on the bus;

e the driver, along with the administrator, should discuss the transportation regulations with the students,
especially at the beginning of the school year;

e the driver and administration should organize and hold an evacuation drill once each year with all
students;

e Dbe firm with students when necessary: avoid arguments with students - avoid making threats;
issuing a bus conduct report if such behavior is warranted. (See Bus Protocols)
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ACCIDENTS

In spite of all precautions, the possibility of accidents cannot be entirely eliminated. Drivers should be trained so
that if, and when, accidents do occur, they know how to meet the emergency. The following procedures are
suggested to drivers:

stop the bus at the edge of the road;

turn off the ignition;

keep calm, and never lose your temper;

do not argue or try to place blame for the accident;

set out reflective triangles;

make students as safe and comfortable as possible, moving them to a safe and comfortable location if
necessary;

under no circumstances should a bus driver allow students to proceed home by begging rides or
walking long distances;

if necessary, send two responsible students for the type of help needed;

notify school officials;

notify the police;

obtain the names and addresses of all persons and witnesses involved in the accident;

do not discuss the accident with anyone other than authorized personnel.

ACCIDENTS INVOLVING INJURY — PROCEDURES TO BE OBSERVED:

do not move injured persons unless absolutely necessary and then only when the extent of the injury has
been determined and such movement is deemed safe;

keep onlookers away from the injured;

keep injured persons lying down to prevent fainting and shock;

give first attention to persons who appear to have stopped breathing or who are bleeding excessively;
keep the person warm, make him/her comfortable and promote his/her ease of mind in any possible way;
use the school bus two-way radio to notify appropriate officials;

in the event of an extreme emergency, you may have to send a responsible person to call a physician or
ambulance giving information concerning: location of the accident and the injured person, the nature and
possible extent of injuries, and the supplies available at the scene of the accident, as well as what first aid
is being given;

avoid allowing the person to see his/her own injury.

THE RESPONSIBILITIES OF FAMILIES
The following guidelines will be conveyed to families by the Principal:
Cooperate with the school authorities and bus drivers in promoting efficient service.

A.

B.

The purpose of school transportation is to provide safe, comfortable, and economical transportation for
those pupils living beyond walking distance to the school. The school bus is not a taxi service for
children, parents or unauthorized persons. Parents should not expect the bus to operate over roads
that are not properly maintained or private lanes leading from the residence to the highway or on roads
where adequate turn-around are not provided. Children will not be transported to birthday parties,
CCD classes, scouts or any other activity at any time;

Children should be taken from the school to their homes, but in cases of extreme emergencies, the
principal, after speaking to the Transportation Coordinator, may arrange for the driver to drop children
at another designated place;

Families and drivers must not place children who are not bus students on the bus at any time;

When families wish to take students home from school, arrangements should be made before the bus
leaves the school. Under no circumstance should parent(s) stop the bus along the bus route at an
undesignated stop to remove their child(ren) or take a neighbor’s child;

Once a student boards a school bus, all rules and regulations of the school apply.

Have children at the bus stop on time. Ensure proper conduct of students going to/from bus
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stop and while at the bus stop.

C. Present suggestions in writing to the School Superintendent or the Transportation Coordinator for
the improvement of school transportation.

D. Ensure the cooperation of students with the authorities responsible for transportation. Families
should understand that students riding on school buses must obey all regulations governing students riding
school buses or forfeit their right to ride.

E. An adult should walk with their child(ren) along the safest route to the bus stop, or to school, either prior
to the opening of school or on the first day of school.

F. Contact the Transportation Coordinator if a bus problem exists.

BUS RULES FOR STUDENTS

WAITING FOR THE BUS
Be on time for the bus, but do not arrive at the stop earlier than 10 minutes before the time at which the bus usually arrives.
Due to traffic and weather, etc., families should allow 10 minutes each way.

Observe all safety precautions while waiting for the bus:

e Do not play in the roads;

e If possible, avoid crossing streets;

e Whenever you must cross a street, do so only if you are sure that no moving vehicles are
approaching from either direction;

e Do not push, pull or chase any other students;

e Avoid trespassing on private property and being noisy;

e As your bus approaches, lineup at least six feet away from the bus, do not approach the bus until it has stopped
and the driver has opened the door.

LOADING THE BUS
e Get on your bus quickly and be seated at once;
e Be sure none of your belongings are in the aisles;
e Listen carefully and obey all directions issued by the driver,

BUS PROTOCOLS
Established by a Bus Safety Committee, January 25, 2008, consisting of the Transportation Coordinator, Transportation
Contractor, Administrators, Bus Driver Representatives, School Adjustment Counselors, School Psychologist.

The bus driver’s first responsibility is driving your child(ren) safely to and from school. They must maintain attention to the
road at all times when the bus is in motion.

Please note that a bus driver reserves the right to assign bus seats as necessary.

BUS EXPECTATIONS

-Board the bus one at a time

-Sit in your seat at all times, on your bottom, especially when bus is in motion
-Face forward

-Hands, feet, and belongings to yourself; Aisle kept clear

-Food and drinks kept in backpacks

-Get to your seat immediately

-Remember your belongings and keep them under control

-Level 0 or 1 voice

-Kind words for others

-Follow the directions of your driver
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VIOLATIONS
Disobeying safety regulations (i.e., standing while the bus is in motion, hanging out windows,
throwing objects, yelling, etc.)
Fighting
Inappropriate language
Inappropriate touching
Bullying
Spitting
Threatening others, either verbally or physically
Any other action deemed severe by the administration and/or Transportation Coordinator
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Milford Public Schools Bus Expectations

UNLOADING THE BUS

e Do not leave your seat until the bus has come to a complete stop and the driver has opened the door;

Again, obey any directions issued by the driver;

Leave the bus quickly but in a courteous manner without pushing other students;

If you must cross a street as you leave the school bus, be sure to walk in front of the bus (never in back) at a distance of
at least 12 feet out from the front of the bus. Make eye contact with the driver before crossing. If you get too close to
the front of the bus, the driver will not be able to see you and a serious accident could occur;

Never reach under the school bus to retrieve something. Tell the school bus driver then follow his/her instructions;
Again, observe all safety precautions as you travel from your bus stop to your home;

Violation of the bus rules may result in loss of bus privileges;

All students must behave appropriately as passengers of a school bus. Clearly understood and well-informed rules are
necessary for the successful management of students who ride school buses.

PROCEDURE FOR LATE/TARDY BUS
Buses are usually on time when dropping off students from school; however, there may be times when buses are late due to
a variety of reasons. Please follow this procedure if/when this occurs:
1) Call the school office to inquire about the dismissal for the day;
2) Call the Transportation Coordinator, Mr. Ligor, (508) 478-1133 to ensure that all children have arrived home. Each
day the Bus Company calls him to indicate that all buses have arrived in the bus yard;
3) If neither the school office nor Mr. Ligor is available, please call the Assistant Superintendent of Schools at (508)
478-1103.
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DISCIPLINARY ACTION

In regard to bus behavior violations, the bus driver will allow a student two (2) verbal warnings. A third (3)
warning will incur a change of seat and a fourth (4) violation will result in a written conduct report to the
Transportation Coordinator and the school.

Violations of the transportation procedures will result in the following action:

First Written Violation: Upon receipt of a Bus Conduct Report, the Transportation Coordinator will
issue a warning and inform the respective principal who will inform the
parent(s)/guardian of the child.

Second Written Violation: A second violation may result in a suspension of bus privileges for a minimum
of three (3) school days.
Euture Written Violations: Any future violations may result in suspension of bus privileges for the

remainder of the academic year.

Parents/guardians will be notified of all suspensions in writing by the Transportation Coordinator and/or the
respective building administrator.

erwleges due to severe, dangerous, or mapgroprlate behawor at the dlscretlon of the Transgortatlon Coordlnato
n ildin ministrator.

HEALTH SERVICES

The health concerns of today’s school age children involve a broad range of physical, social, emotional and
behavioral issues, which impact the students’ educational process. It is the goal of healthcare professionals to
identify these issues and to provide comprehensive health services to the student population. We strongly believe
that in doing so, we are promoting better school participation, improved learning and higher educational
achievement for all students.

The purpose of this section of the handbook is to inform parents/guardians about the services provided by the
Department of Nursing and of the Massachusetts regulations that affect school attendance.

MEDICAL REQUIREMENTS FOR NEW STUDENTS

In accordance with Massachusetts regulations, a recent physical exam (within one year of start of school) and
up-to-date immunizations are required for all students upon school entry and at certain intervals thereafter. For
newly registering students only, a Tuberculosis (TB) Risk Assessment Form must be completed by your child's
primary care physician and submitted upon registration. Health providers, as part of this routine health
assessment, will screen students and test them for TB only if a risk factor is present.

ANNUAL HEALTH UPDATE CARDS

It is extremely important that we have accurate and up to date information on your child’s Annual Health Update
card. These cards are given to your child on the first day of each school year, or to a parent of a student who
registers after the school year begins. To protect the safety of your child, it is imperative that we are able to
contact you or another adult that you authorize, in the event of an illness or injury. Please choose an alternate
contact person who is the most likely individual to be available during school hours. If a student is hospitalized or
is going to be out of school for an extended period of time, please contact the school nurse as well as the teacher
and Call Back System.

WHEN TO KEEP YOUR CHILD HOME FROM SCHOOL

Contact your child’s school nurse with any questions regarding school attendance guidelines when ill or injured.
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1. Any student who has a temperature of 100 degrees or greater should not be sent to school. The student must
be fever free (less than 100 degrees) without fever reducing medication for at least 24 hours before
returning to school. If the student is sent home by the nurse due to fever, the student will not be permitted to
return to school the following day.

2. Any student diagnosed with a contagious illness requiring an antibiotic should be on the antibiotic for a period
of 24 hours or more before returning to school. Depending on the condition, the school nurse may require a
note from the health care provider confirming that the child is no longer contagious and may return to school.

3. A student with vomiting or diarrhea should stay at home and return to school only after being symptom- free
for at least 24 hours.

4. Students with rashes of unknown cause should be examined by a health care provider before returning to
school.

Please contact the school nurse if your child develops a medical problem or an existing medical problem changes.

DISMISSAL & DUE TO ILLNESS/INJURIES

The school nurse will determine whether a student who presents with signs/symptoms of illness or injury may
remain in school or must be dismissed. If dismissal is necessary, the school nurse will contact the
parents/guardians. If they cannot be reached, their emergency contacts will be called. Students dismissed by the
school nurse must be signed out in the school’s main office by the parent/guardian.

MEDICATION ADMINISTRATION

The following is an overview of the medication policies that are in place to ensure the health and safety of
students that may need to take medications in school.

These forms must be on file in the school nurse’s office before medication can be administered in school:

1. Signed Medication Order — A written order from a licensed provider is required for
prescription medications, including over the counter medications.

a. Special medication situations — For short term medications requiring administration for 10 or less
school days, the pharmacy labeled container may be used in lieu of a signed medication
order. Whenever possible, short term antibiotics should be given at home.

b. Standing orders — Our school nurses may administer certain over the counter
medications such as acetaminophen, under our school physician’s directive, when the
parent/guardian authorizes this on the Annual Health Update card.

2. Medication Administration Authorization must be completed and signed by parent /
guardian for all medications. This form may be accessed at any school health office or at
the MPS Nursing Department website: https://www.milfordpublicschools.com/nursing

3. Medication Administration Plan — The parent/guardian should arrange to meet with the
school nurse when delivering medication for the first time to complete any necessary
forms and discuss the medication administration plan.

GENERAL INFORMATION REGARDING MEDICATIONS

e Medication is to be delivered directly to the school nurse by a parent or a responsible adult. Students may not
bring medication into school or to school sponsored events.

e Under certain circumstances, a student may be allowed to self-carry specific medications in accordance with
state and/or federal regulations with prior approval by both the school nurse and parent/guardian. Upon
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parent/guardian request a student in Grade 5-12 may be evaluated by the school nurse for self administration
of certain medications.
Medication must be in a pharmacy labeled or manufacturer’s labeled container.
No more than a 30 school day supply of unexpired medicine will be accepted.
Upon parent/guardian request information regarding emergency medication during bus transport will be
provided.

e As there are no nurses present before or after school hours, parents should contact the school nurse to
discuss plan for accessing medications, such as inhalers and epinephrine by auto-injector, if the student will be
participating in school sponsored programs during these times.

MEDICAL AWARENESS POLICY

The Milford School Committee is committed to the development of practices that will help to create an
environment as safe as reasonably possible for all individuals in the school community.

The Milford School Committee will follow, to the extent such is deemed appropriate to the Milford School System,
the Massachusetts Department of Education guidelines, Managing Life Threatening Allergies in Schools published
in 2002.

A complete copy of this policy (File: JLCE) is contained in the Milford Public Schools Policy Manual and can be
accessed in any school office throughout the district or at the Milford Public Schools’ website

www.milfordpublicschools.com.

PREVENTIVE HEALTH SCREENIN
1. Physical exams are required upon enrollment, Pre-K and Kindergarten entry and grades 4, 7 and 10.

2. The Massachusetts Department of Public Health requires that schools conduct health screenings of
students in certain grades. Parents will be notified of any abnormal findings with recommendation for
follow up care with an appropriate health care provider. Notify the school nurse in writing if you
choose not to have your child screened.

Vision Screening Grades K-5, 7, 10

Hearing Screenings Grades K-3, 7, 10

Height and Weight Grades 1, 4, 7, 10

Postural Screening Grades 5-9

SBIRT Grade 10
3. Oral Health- A Fluoride Rinse Program is offered to all students in grades 1 through 3. It is optional and
funded through the Milford Board of Health.
4. School Physician-The Milford Public Schools employs a school physician for medical consultation and
required physical exams as needed.
MEDICAL EXCUSES

A physician’s note is required when your child is unable to fully participate in physical education classes and/or
recess, or has been diagnosed with a concussion. The note will be dated and signed, and specify the duration of
the absence or restrictions.

A physician’s note is also required for admittance to school following an absence of 5 or more consecutive school
days due to illness, surgery, hospitalization or following any absence related to a communicable disease. **Please
refer to Attendance Policy regarding required documentation for excused absences.
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HEAD LICE PROTOCOLS

The Milford Public Schools supports the recommendations outlined by the American Academy of Pediatrics, Center
for Disease Control, National Association of School Nurses and the Department of Public Health with regards to
management of head lice in the school setting.

Head lice are tiny, wingless insects that survive by feeding on human blood. They cannot jump or fly, and they do
not burrow under the skin. They are not known to transmit disease. Head lice can be spread by direct
head-to-head contact with hair of other people who may have head lice. For example: during play, slumber
parties, sports activities, or camp. Head lice are not associated with poor hygiene. Nits (eggs) are not
transmissible.

Weekly head checks by parents, resulting in early detection, treatment, and removal of lice and nits, is the most
reliable method of controlling head lice infestation.

The school nurse is the key health professional to provide education and anticipatory guidance to the school
community regarding best practice guidance in the management of head lice. The school nurse's goals are to
facilitate an accurate assessment of the problem, control infestation, provide appropriate health information for
treatment and prevention, and minimize school absence. (NASN, 2014)

The management of head lice should not disrupt the educational process and therefore the following procedures
will be followed:

School nurses will screen any student who exhibits signs and symptoms of head lice.
If the school nurse suspects evidence of head lice, the student's parent/guardian will be notified and
collaborate with the school nurse and/or primary care provider for treatment options. Dismissal will be
determined at the discretion of the school nurse with the intent that a child demonstrating an active lice
infestation shall be dismissed.

e Students will be allowed to return to school after appropriate treatment has been given and they are
checked by the school nurse.
The presence of nits will not prevent a child from attending school.
An informational fact sheet on head lice management will be provided to the parent of a student who has
head lice infestation.

Student Wellness Policy
Rationale/Purpose of the Policy

In accordance with MGL 223, Chapter 111, 105 CMR 215.000, the Milford Public Schools promotes healthy schools by
supporting wellness*, public nutrition, and regular physical activity as part of the total learning environment and to
ensure that the school district has a system in place to deal effectively with school health issues. The Milford Public
Schools supports a healthy environment where children learn and participate in positive dietary and lifestyle practices.
The Milford Public Schools contributes to the health and wellness of children by facilitating and supporting learning
through the promotion of good nutritional and physical activity habits. Improved health and wellness habits, attention to
nutrition, overweight and childhood obesity, and the promotion of physical activity are the underpinnings of this
comprehensive policy.

*Wellness means a process by which individuals move toward optimal physical and mental health, regardless of curren

health status or disability, by practicing healthy choices within an enabling environment which encourages healthy
decision-making.
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Components of the Policy

1. Health Education, Physical Activity & Other School Based Activities

Health Education — Milford Public School system is committed to educating students with the most current health
knowledge and information specific to health and wellness.

e Milford Public Schools employs health teachers, who are certified in health education at the middle school and high
school level;

« Nutrition and health is integrated into classroom and Physical Education instruction at the elementary level;

e Milford Public Schools utilizes updated curriculum materials to teach nutrition content within the comprehensive health
education program;

e Curriculum materials, topics and standards are aligned with the State of Massachusetts Comprehensive Health
Curriculum Frameworks and National Health Education Standards

 Resources and plans for individual nutrition, fitness and wellness goals will be taught to all students;
e Staff and Curriculum will link health and physical education in order to establish lifelong wellness.

» The Milford Food Service Program promotes the concepts of nutrition education through foods offered and marketing
initiatives.

Physical Activity — The Milford Public School system promotes as well as teaches the values of physical activity and
physical fitness as it pertains to wellness.

« Milford Public Schools employs physical education teachers, who are certified in physical education in grades
Prek-12;

« Milford Public Schools utilizes updated curriculum materials to teach the benefits of physical fithess within the
comprehensive physical education program;

e Curriculum materials are aligned with the state and national frameworks for physical education;

e Specifically, curriculum addresses age appropriate content with regard to the components of physical fithess,
benefits of a fit lifestyle, types of team sports, individual sports and lifetime activities that promote fitness;

e Additional curriculum content includes, but are not limited to, age appropriate anatomy, physiology and
kinesthetic awareness;

« Milford Public Schools recognizes the importance of recess (age appropriate), in which students are encouraged to be
moderately active;

e Physical activity programs, such as intramurals, extended day programs, and extra curricular activities are available
before and after school for all levels.

Milford Public Schools Physical Education programs shall require that:

e Pre-school students shall receive no less than 30 minutes per week of physical education taught by a certified
instructor;

 Elementary grade students K-5 shall receive no less than 2 x 40 minutes of physical education per week taught by a
certified instructor;
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 Middle school students in grade 6-8shall receive no less than 2 classes per week of physical education taught by a
certified instructor;

« High school students will be required to participate in 1 semester of physical education per school year (no
waivers allowed).

Other School Based Activities - The Milford Public Schools system offers, at all age levels, programs and activities, as
well as caters existing extra curricular programs to coincide with the wellness policy.

e The Wellness Policy is aligned with the Medical Awareness Policy;

e Milford Public Schools encourages students to be involved in other extra curricular programs within the community
that value nutrition, physical activity and overall wellness;

e Advertising: The advertising of food and beverages in schools must be consistent with the established nutrition
guidelines;

 Fundraising: It is not recommended to use fundraisers that sell single serving candy items that encourage students to
sell them to each other and consume them. Fundraisers should promote positive physical activity.

2. Parent Communication

The school district will support parents’ efforts to provide a healthy diet and daily physical activity for their children by:

e Encouraging a healthy diet at home or at school;

¢ Sending home monthly menus including nutritional information and healthy snack ideas;
e Providing a link from the schools’ web page for nutritional sites;

« Offering parents to share their healthy ideas and practices with the community;

e As required by Massachusetts General Law, schools provide screening for height and weight and the calculating an
reporting of the Body Mass Index (BMI) for all students in Grades 1, 4, 7 and 10. BMI is used as a guideline to hel
assess whether a person is underweight or overweight;

3. Nutrition Guidelines & Food Services

Food Services - Milford Public School systems Child Nutrition Program will comply with all of the federal, state and
local requirements and is accessible to all students.

« All foods adhere to healthy and safety regulations and guidelines;

» Milford School District adheres to the "Massachusetts A La Carte Food and Beverage Standards to Promote a Healthier
School Environment” by Action For Healthy Kids as a guideline for all A La Carte snack vending (including those sold
through snack lines, vending machines, school stores, and fundraising activities);

» School meals are priced and marketed to appeal to all students who are encouraged to choose and consume a comple
balanced meal;

* To ensure that all children have breakfast, either at home or at school, in order to meet their nutritional needs and
enhance their ability to learn, Milford will operate the school breakfast program;

e Students are offered a variety of meats/ poultry, fresh fruits, vegetables, dairy and whole grains on a daily basis;
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e School Food Service staff is trained in appropriate substitutions of foods in order to meet the nutritional goals of

the program;

e The Food Service Program aims to be financially self-supporting. However, budget neutrality or profit generation will nc
take precedence over the nutritional needs of the children.

e Parents, students and staff advisory groups will be consulted in menu planning through surveys, taste tests, and focus
groups;

» Schedule meal periods so that other school activities will not conflict;

 Food preparation areas meet all health and safety regulations;

e Provide a dining area that is safe, comfortable and pleasing that allows ample time and space to purchase and eat
meals.

4. Guidelines for Reimbursable School Meals

Reimbursable School Meals — The Milford Public Schools assures that guidelines are not less restrictive than regulations
and guidance issued by the Secretary of Agriculture as they apply to schools.

e The National School Lunch and Breakfast Program shall be consistent with the recommendations of the Dietary
Guidelines for Americans. The rule established specific minimum standards for calories and key nutrients for specific age
groups.

5. School Health Services

Nursing - School nursing is a specialized practice of professional nursing that advances the well-being, academic
success, and lifelong achievement of students. The Milford Public Schools employs a full time DESE certified school
nurse in all of its schools. The services provided through the Heath Office are defined by the National Association of
School Nurses as well as the School Health Unit of the Massachusetts Department of Public Health.

The following are the services provided by the school nurses in the Milford Public Schools:

* Provides direct health care to all students and staff

e Provides leadership for the provision of health services

* Provides screening and referrals for health conditions

* Promotes a healthy and safe school environment

e Serves in a leadership role for health policies and promotion

e Serves as a liaison between school personnel, family, community, and health care providers

Behavioral Health - The mission of the Milford Public Schools Mental Health Services is to provide a comprehensive
counseling program that collectively addresses the academic, social, behavioral, and emotional needs of students at all
grade levels to promote optimal mental health and wellness. Therapeutic providers, consisting of school adjustment
counselors, school psychologists, and guidance counselors, collaborate with administration, faculty, parents, and the
community in order to create safe, healthy, and supportive learning environments that strengthen connections between
home, school, and the community for all students. Counseling services are designed to help each student reach personal
and academic success through short-term, long-term, individual, or group therapeutic initiatives. Mental health services
can assist with several life issues including but not limited to:
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e Academic concerns

e Personal decision making

* Peer relationships and social skills advancement
» Crisis intervention and conflict resolution

* Self-esteem promotion

e Coping skills acquisition

» Stress and anger management

e Substance abuse

e Grief, trauma, and divorce

e Mental health concerns, including depression, anxiety, self-injury, and eating disorders
e Bullying

Mental health school providers make referrals to a multitude of community programs and services for students that
require additional external support.

6. Plan for Implementation & Evaluation

The Milford Public Schools Wellness Advisory Committee is established for the purposes of:

« Developing guidance to explicate this policy;

e Monitoring the implementation of this policy;

e Evaluating policy progress;

e Making recommendations concerning health/wellness policies, programs, and practices;
e Serving as a resource to school sites;

e Reviewing or revising the policy as necessary.

In accordance with required activities promulgated by the Massachusetts Department of Elementary and Secondary
Education, the Milford Public Schools Wellness Advisory Committee will:

» Meet at least 4 times per year;
e Maintain meeting minutes;
¢ Conduct an annual needs assessment which addresses nutrition, physical activity, and obesity;

» Develop and implement an annual Action Plan which addresses nutrition, physical activity, and obesity and that
includes:

e Measurable, observable goals and objectives for the coming year to promote student
wellness;

e An explanation of how the School Wellness Advisory Committee (SWAC) will work with
the school district and school personnel, including school nurses, to achieve the goals and objectives;

e Ways to develop community support and to coordinate school and community wellness initiatives;
e A process for monitoring and evaluating progress in reaching goals and objectives;
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nutrition staff, physical education staff, and others; o Considers input from all schools potentially affected by

t

e Recommendations concerning school-level wellness initiatives.

Present an Annual Report to the Milford School Committee* that:

e Addresses the student health data and policy/programmatic information o Considers suggestions from
students, parents, teachers, school nurses, administrators,

he goals and objectives;
e Includes:
Policy recommendations
Action Plan with required components

= Assessment of accomplishments for the year and of work still needed

Review of membership and participation

*Departments of Public Health and/or Elementary & Secondary Education may request a copy of the Annual Report

Milford Public Schools Wellness Advisory Committee:

. District Food Service Director

. School Administrator(s)

. School Committee Representative
. School Nursing Director

School Resource Officer

. Parent Representative(s)

. Student Representation(s)

. Community Representative(s)
0. School Psychologist

Food Policy Guide

1
2
3
4
5. Health & Physical Education Teacher(s)/Curriculum Team Leaders
6.
7
8
9
1

This chart is intended to be a reference for the Food Policy of the Milford Public School District.

This chart is only a guide.

PRE-K THRU 8¢h GRADE  [9th THRUI2hGRADE | | [ | |
Food Sharing
Food Parties PROHIBITED ALLOWED
Food Distribution (using food as incentive/reward)®
Food Consumption by students of their OWN food ALLOWED
Food served by school cafeteria personnel for snacks/lunches ALLOWED
Food used only for demonstration, observation, handling as part Follow Protocol N/A
of the cummicnlom unit NO FOOD CONSUMPTION o
Food may be handled, prepared, and possibly consumed as part .
of the cummcnlom vnit FOOD CONSUMPTION ALLOWED PROHIBITED ALLOWED
Food Consumption on School Buses * PROHIBITED
Food Consnmption on Field Trip Buses ** PROHIBITED

Using Latex Products

Non-latex products nsed whenever possible. No latex products in classrooms with

children who have known latex allergies.

* Except as allowed in accordance with IEP's and 504 Plans
** Exception: Washington DC Trip
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PARENT/TEACHER CONFERENCES

Conferences with the teachers are encouraged at any point in the year, but should be arranged at times other
than during instruction. The Milford Elementary Schools will offer one conference during the school year for all
families. Parent-Teacher conferences at Woodland will generally take place in the Fall season, with evening and
mid-day meetings offered. Ample notification will be sent home before Parent-Teacher conferences take place.
Please take advantage of this opportunity to visit with your child’s teacher(s). Cooperation is encouraged between
parents, teachers and the school administration.

Please review the following process when requesting a conference with a teacher outside of the announced
Parent-Teacher Conference period:
e Appointments must be prearranged. Parents are asked to contact their child’s teacher to set a time/date
for a conference;
e Parent(s)/Guardian(s) must report to the office to inform the secretary that they have a teacher
conference. They must sign the visitor’s log and secure a visitor’s pass;
e The secretary will notify the teacher that his/her appointment has arrived;
e Once the meeting has concluded, the parent will return to the office, sign out and return the visitor’s pass;
e Should you not be able to attend a scheduled appointment with a staff member, please be sure to notify
the teacher as soon as possible.

NOTE: Itis important for all parents to pre-arrange a meeting with a teacher. It is very difficult to
meet with a parent unannounced when the teacher has the responsibility and supervision of the
class. Hallway and informal meetings (arriving at school and asking to speak with a teacher) are inappropriate.
If you would like to meet with your child’s teacher please call or send a note for an appointment. The staff is
more than willing to meet with you at a mutually convenient time to discuss any issue related to your child.

CORRESPONDENCE

Parents will receive a weekly email, Talking Points message and web site updates from the Principal’s Office
highlighting programs, important dates and school activities that will take place at Woodland.

It is critical that we have a current email address for every student and family. It is also important
to frequently review the school’s web site.

All teachers will periodically send home curriculum newsletters/reports on what's taking place in your child’s
classroom. This newsletter highlights curriculum content and any special programs taking place in the classroom.

Please check that you receive both the Principal’s update and the teacher’s newsletter.

SCHOOL FORMS

During the school year necessary information regarding our students must be obtained so that we are kept
informed of address changes, emergency notification, call back information, etc. Your cooperation in completing
such forms and returning them to school in a timely manner is essential if we are to maintain an accurate
accounting of the students at our school. Please review all of your child’s papers and encourage your child to take
the responsibility in taking home and returning all relevant information.

CHANGE OF ADDRESS AND/OR TELEPHONE NUMBER

Parents should notify the school of any change of address, telephone number (home, work or cell), email address,
emergency dismissal procedure or other pertinent information as soon as possible. Written notification is
preferred.
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CLASSROOM INVITATIONS

Often families wish to invite classmates to events outside of school by sending invitations through school. Since
our goal is to make all children feel valued, please refrain from having teachers or your child from distributing
invitations at school. This can be divisive to the classroom community. Thank you for your understanding in this
matter.

CHANGE OF NAME, CUSTODY, AND GUARDIANSHIP

The school should be notified immediately of any changes which affect your child’s permanent records and
transcript. The original court document must be brought to the principal’s office where a copy will be made and
placed with the student’s records. According to Massachusetts law we cannot acknowledge a name change
without legal documentation. If your child can only be dismissed to certain people, we must have written
confirmation from the legal parent or guardian.

CUSTODIAL/NON-CUSTODIAL PARENT INFORMATION ANNUAL RENEWAL

The school encourages all parents to be actively involved and informed in the education of their children and sees
parents as a vital link to the success of their children in school. However, many parents may not be aware of the
Massachusetts Law (General Laws Chapter 71, Section 34-H) that specifies detailed procedures that govern access
to student records by parents who do not have physical custody of their children.

The school principal (or designee) can answer questions you may have regarding access to student records as well
as the procedural and notification process involved. Please contact the school office as this LAW REQUIRES
ANNUAL REVIEW. No information may be released to a non-custodial parent who has not filed under provisions of
MGL Chapter 71, Section 34-H.

TRANSFERS OUT OF SCHOOL DISTRICT

Parents are requested to notify the office and their child’s teacher as much in advance of their actual departure as
possible. The release form for school records may be obtained from our secretary and must be signed by a
parent/guardian before the child leaves the school. This will enable records to be forwarded immediately.

EDUCATIONAL OPPORTUNITIES FOR MILITARY CHILDREN

To the extent practical and as required by law, the district will work with students transferring into or out of the
District because of their parents or guardians being on active duty in the U.S. Armed Service Special to facilitate
the placement, enroliment, graduation, data collection, and provision of special services. Attention will be given to
ensuring the enrollment and attendance of homeless students not currently attending school. The District
supports and will implement its responsibilities as outlined in the Interstate Compact on Educational Opportunity
for Military Children. The district believes it is appropriate to remove barriers to educational success imposed on
children of military families resulting from frequent moves required by parents' or guardians' military deployment.

Definitions:

Children of military families: School aged children, enrolled in kindergarten through 12th grade, in the
household of an active duty member of the uniformed service of the United States, including members of the
National Guard and Reserve serving on active duty.

Deployment: The period one month before the service members' departure from their home station
on military orders through six months after return to their home station.
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Education(al) records: Official records, files, and data directly related to a student and maintained by the
school including, but not limited to, records encompassing all the material kept in the student's cumulative folder.

Eligible students means the children of active duty personnel, active duty personnel or veterans who have been
severely injured and medically discharged or retired for a period of 1 year after medical discharge or retirement,
and active duty personnel who die on active duty or as a result of injuries sustained on activity duty for a period 1
year after the death. Students are not eligible if they are children of inactive Guard or Reserves, retired personnel,
veterans not included above or U.S. Department of Defense personnel and other federal civil service employees
and contract employees.

Extracurricular activities: a voluntary activity sponsored by the school or District or organization sanctioned by
the District. It includes, but is not limited to preparation for and involvement in public performances, contests,
athletic competitions, demonstrations, displays and club activities.

The District's responsibilities to eligible students include the following:

The Superintendent shall designate an appropriate staff person to be the district’s liaison for Military students and
their families.

 Sending schools must send either official or unofficial records with the moving students by providing such
records to the parents/guardians. Official records are preferred. District receiving schools must use those
records, either official or unofficial, for immediate enrollment and educational placement, pending
validation by official records, as soon as possible.

« If official records are not provided by the parent/guardian, the receiving school must request official
educational and immunization records and the sending schools shall respond within 10 days with the
educational records and within 30 days by providing the immunization records.

e Immunization requirements of the District may be met within 30 days from the date of enrollment (or be
in progress).

e Students shall be allowed to continue enroliment at the grade level in the receiving school that is equal
with the grade level from the local education agency in the sending school at the time of transition,
regardless of age. A student that has satisfactorily completed the prerequisite grade level in the local
education agency in the sending school shall be eligible for enrollment in the next highest grade level in
the receiving state, regardless of age. A student transferring after the start of the school year in the
receiving school shall enter the receiving school at the level validated by an accredited school in the
sending state.

Receiving schools must initially honor placement of students in all courses from the sending school. These
include, but are not limited to, Honors, International Baccalaureate, Advanced Placement,
vocational-technical, and career pathway courses if those courses are offered in the receiving school and
space is available. The receiving schools must also initially honor placement of like programs to those of
the student in the sending state, including, but not limited to, Gifted and Talented programs, and English
as a Second Language programs. Receiving schools are not precluded from performing subsequent
evaluation to ensure the appropriate placement and continued enroliment of the student in courses and
programs.

° In compliance with the IDEA, Section 504 of the Rehabilitation Act, and Title II of the ADA,
receiving schools must provide comparable services to those specified in a student’s IEP or 504 Plan, and
must make reasonable accommodations and modifications to address the needs of the incoming student
with disabilities to provide equal access to education. Schools are not precluded from performing

32



subsequent evaluations to ensure special needs placements are appropriate.

° As appropriate, the District will exercise the right to waive prerequisites for all courses and
programs, while also maintaining its right to re-evaluate the student to ensure continued enrollment, also
as deemed appropriate.

° Receiving schools shall facilitate inclusion in extracurricular activities regardless of deadlines, to
extent that the students are otherwise qualified.

Students of active duty personnel shall have additional excused absences, at the discretion of the
Superintendent, for visitations relative to leave or deployment.

e An eligible student living with a noncustodial parent or other person standing in loco parentis shall be
permitted to continue to attend the school in which he or she was enrolled while living with the
custodial parent or guardian, without any tuition fee imposed.

e The District high school will accept exit or end-of-year exams required from the sending state, national
norm-referenced tests, or alternate testing instead of testing requirements for graduation in the District
(receiving state.) Before submitting a request for alternative evidence to be considered, the District will
make reasonable efforts to obtain the student’s official education records from the school in the sending
(i.e., previous) state, and use that information to determine whether sufficient information exists for
submission. Evidence or information from the sending district that demonstrates that the student has
met the receiving school’s graduation standard may include the following: a transcript of courses taken
and grades received from the sending and or receiving district; a portfolio of work samples for the
student that addresses the required high school standards; standardized norm-referenced test results in
the subject required by the receiving state for graduation; and/ or other relevant information. If this is
not possible, the alternative provision of the Interstate Compact shall be followed to facilitate the
on-time graduation of the student in accordance with Compact provisions.

e Whenever possible, the District shall waive specific courses required for graduation if similar course
work has been satisfactorily completed in another local education agency. If the District denies the
waiver, it will provide reasonable justification for denial and shall further provide an alternative
means of acquiring required coursework so that graduation may occur on time.

e If graduation requirements cannot be met at the District and the student transfers into the District
in grade 12, the District will make reasonable efforts to ensure the receipt of a diploma from the
sending school if the student has met those graduation requirements. Likewise, the District will
make efforts to provide a diploma to an eligible grade 12 student who has met all local graduation
requirements and is transferring to a school in another state, if the student cannot graduate from
the receiving school.

EDUCATIONAL OPPORTUNITIES FOR CHILDREN IN FOSTER CARE

The purpose of this policy is to ensure the educational stability of students in foster care. Educational stability has
a lasting impact on students' academic achievement and wellbeing, and the School Committee is committed to
supporting all efforts to ensure that students in foster care have equal access to high-quality, stable educational
experiences from preschool (if offered) through high school graduation.

Foster Care is defined for the purposes of this policy as placement by DCF of a student into 24-hour
out-of-home care, away from his/her parents or guardians. These placements include, among others:
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foster family homes;

foster homes of relatives;

emergency shelters (including STARR programs and Transitional Care units);
residential facilities;

child care institutions;

group homes; and

pre-adoptive homes.

Irrespective of the location of a foster care placement, students in foster care will continue to attend their school
of origin, unless after a collaborative decision-making process, it is determined to be in the student's best interest
to enroll in and attend school in the district in which the student resides in foster care. Enrollment of students in
the district where they reside in foster care will take place immediately upon such a determination.

The district has designated a point of contact for students in foster care. The point of contact is responsible for the
following:

e Participating in the process for making best interest determinations in collaboration with DCF
representatives, and documenting those determinations;

e Ensuring school enrollment and attendance of students in foster care and timely transfer of records, as
needed;

e Developing and implementing procedures for providing and coordinating cost-effective transportation, as
needed; and

e Facilitating professional development for district staff as needed to promote educational stability for
students in foster care.

Through the above and other policies and procedures, the point of contact will help ensure that students in foster
care:

e Are identified and supported through coordination between districts and DCF;

e Are enrolled in and regularly attending school; and

e Have full and equal opportunity to succeed in school and to meet the same challenging state academic
standards as other students, and to receive educational services for which they are eligible.

The district and the point of contact will collaborate with DCF to ensure that students can access transportation
and the other services to which they may be entitled.

Best Interest Determination

Decisions about whether a student in foster care should continue to attend the school of origin should be made
collaboratively by DCF, the student (as appropriate), the student's family and/or foster family (or, if different, the
person authorized to make educational decisions on behalf of the student), the school and district of origin, and
(when appropriate) the local district where the student is placed. Best interest determinations should focus on the
needs of each individual student and account for unique factors about the student and his or her foster care
placement. Every effort should be made to reach agreement regarding the appropriate school placement of a
student in foster care; however, DCF will finalize the best interest determination if the relevant parties cannot
agree on the best school for the student to attend.

The district can seek review of DCF's decision by utilizing a Foster Care School Selection Dispute Resolution
Process established by DESE and DCF. Decisions made through this process are not subject to review. To the
extent feasible and appropriate, the district will ensure that a child remains in his or her school of origin while the
disputes are being resolved to minimize disruptions and reduce the number of moves between schools.
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Transportation

The district of origin must collaborate with DCF on how transportation will be arranged and provided to ensure
that students in foster care who need transportation to remain in their school of origin will receive such
transportation while they are in foster care.

Transportation options may include using Title I funds, establishing regional collaborations among districts,
coordinating with existing routes for transportation, seeking help from foster parent(s), etc. Absent other
agreements between the district and DCF, the district of origin is responsible for providing transportation to and
from the school of origin.

Immediate Enroliment

If it is in the best interest of a student in foster care to leave the school of origin, the student must be immediately
enrolled in the district in which he or she resides in foster care. During enroliment of students in foster care, DCF
representatives will present the district with a form indicating that the student is in foster care, along with a
state-agency identification badge.

If the student does not have immediate access to immunization records, the student shall be permitted to enroll
under a personal exception. Students and families should be encouraged to obtain current immunization records
or immunizations as soon as possible, and the district liaison is directed to assist. Emergency contact information
is required at the time of enrollment consistent with district policies, including compliance with the state's address
confidentiality program when necessary. After enrollment, the district will immediately request available records
from the student's previous school.

Attendance rights by living in attendance areas, other student assignment policies, or intra and inter-district choice
options are available to students in foster care (homeless families) on the same terms as families who reside in
the district.

HOMELESS STUDENTS: ENROLLMENT RIGHTS AND SERVICES

As required by law, the Milford Public Schools will work with homeless children and youth and unaccompanied
youth (collectively, "homeless students") as well as their families or legal guardians to provide stability in school
attendance and other services. Special attention will be given to ensuring the enrollment and attendance

of homeless students not currently attending school. Homeless students will be provided district services for which
they are eligible, including Head Start and comparable pre-school programs, Title I, similar state programs, special
education, bilingual education, vocational and technical education programs, gifted and talented programs, school
nutrition programs, summer programming and extracurricular activities.

The District prohibits discrimination or harassment based on homelessness. Any complaints of discrimination or
harassment based on homelessness may be reported to the district’s liaison for homeless students and their
families for investigation.

Homeless students are defined as lacking a fixed, regular and adequate nighttime residence, including:

1. Sharing the housing of other persons due to loss of housing, economic hardship, or similar reason;

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative adequate
accommodations;

3. Living in emergency or transitional shelters;

4. Being abandoned in hospitals;

5. Living in public or private places not designed for or ordinarily used as regular sleeping
accommodations for human beings;

6. Living in cars, parks, public spaces, abandoned buildings, substandard housing, transportation stations
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or similar settings; and
7. Migratory children living in conditions described in the previous examples.

Students Remaining in Schools of Origin

It is presumed to be in the best interest of homeless students to remain in their schools of origin, i.e. the school
that the student was attending at the time he or she became homeless, or the last school the student attended
prior to becoming homeless. Homeless students may continue to attend their school of origin for as long as they
remain homeless or until the end of the academic year in which they obtain permanent housing.

For homeless students who complete the final grade level served by the school of origin, the term "school of
origin" shall also include the receiving school in the same school district educating students at the next grade
level.

Homeless students are entitled to transportation to the school of origin comparable to that provided for all other
students attending school in the district. If a homeless student continues to live in the area served by the district
in which the school of origin is located, the district will provide and arrange transportation.

For homeless students attending a school of origin located outside the district in which the student is sheltered or
temporarily residing, the district in which the school of origin is located will coordinate with the district in which
the student is sheltered or temporarily residing to provide the transportation services necessary for the student,
and these districts will divide the cost equally. Formerly homeless students who find permanent housing
mid-school year will continue to receive transportation services until the end of the school year.

Students Enrolling in District Where Sheltered or Temporarily Residing

Parents or guardians may elect to enroll homeless students in the school district in which the student is sheltered
or temporarily residing, rather than having the student remain in the school of origin. They must be enrolled even
if they do not bring records usually required for enrollment. Enrollment changes for homeless students should take
place immediately.

If homeless students are unable to provide written proof of their shelter or temporary residence in the district,
the homeless liaison will work with the family seeking enrollment to determine homelessness. Information
regarding a homeless student's living arrangement shall be considered a student education record, and not
directory information. Records containing information about the homeless student's living arrangement may not
be disclosed without the consent of the parent or satisfaction of another student-privacy related exemption.

If the student does not have immediate access to immunization records, the student shall be permitted to enroll
under a personal exception. Students and families should be encouraged to obtain current immunization records
or immunizations as soon as possible, and the district liaison is directed to assist. After enrollment, the district will
immediately request available records from the student's previous school.

Attendance rights by living in attendance areas, other student assignment policies, or intra and inter-district choice
options are available to homeless families on the same terms as families who reside in the district. Accordingly,
the district will provide transportation services to school in a manner comparable to the transportation provided for
all other students in the district.

Dispute Resolution

If the district disagrees with a parent or guardian's decision to keep a student enrolled in the school of origin and
considers enrollment in the district where the student is sheltered or temporarily residing to be in the student's
best interest, the district will explain to the parent, in writing and in a language the parent can understand, the
rationale for its determination and provide parent with written notice of their rights to appeal the district's
determination to the Massachusetts Department of Elementary and Secondary Education. During the pendency of
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any such appeal, the student should remain enrolled in the school selected by the parent or guardian, receiving
transportation to school and access to other available services and programs.

The Massachusetts Department of Elementary and Secondary Education's Advisory on Homeless Education
Assistance contains additional information about educating homeless students and the appeal process. This

advisory is available at the following link: http://www.doe.mass.edu/mv/haa/mckinney-vento.docx
Homeless Liaison

The Superintendent shall designate an appropriate staff person to be the district's liaison for homeless students
and their families. The district's liaison for homeless students and their families shall coordinate with local social
service agencies that provide services to homeless children and youths and their families; other school districts on
issues of transportation and records transfers; and state and local housing agencies responsible for comprehensive
housing affordability strategies. This coordination includes providing public notice of the educational rights

of homeless students in locations such as schools, family shelters and soup kitchens. The district's liaison will also
review and recommend amendments to district policies that may act as barriers to the enroliment

of homeless students. The liaison shall ensure district staff receives professional development and other support
on issues involving homeless students.

Please contact the Special Education office to reach the District’s McKinney Vento Liaison.

SCHOOL SUPPLIES STATEMENT

The Milford Public Schools values the partnership between home and school and appreciates the support offered
by families where the purchase of school supplies is concerned. Please be advised, however, that no student
enrolled in the Milford Public Schools is to receive a lengthy list of required supplies for any academic subject or
classroom. Teachers may recommend a reasonable supply list (e.g., binder, notebook, markers, etc.) to guide
families who wish to purchase items for their child. It is the position of the Milford Public Schools that supplies will
be provided, by the school, for students who are unable to provide such.

REPORT CARDS

Report cards are issued three times per year in Grades 3 through 5. After reviewing the report card carefully with
your child, please sign and return the report card envelope to your child’s teacher (you may keep the entire
contents of the report card). Conferences may be scheduled at this or at any other time by calling the school to
schedule an appointment.

SUMMARY OF REGULATIONS PERTAINING TO STUDENT RECORDS

SUMMARY OF REGULATIONS

This self-explanatory summary of the regulations may be used to fulfill the notice requirement of 603CMR
23.10(1) (b) of the regulations. Such notice must be disseminated to students and parents at least once during
every school year.

The State Board of Education has adopted Regulations Pertaining to Student Records. The development of these
regulations, which have the force of law, was mandated by state laws enacted 1972 and 1974. The regulations
apply to all public elementary and secondary schools. (They also apply to all private schools which have state
approval to provide special education services under Chapter 766, the Special Education Act.) They are designed
to insure parents’ and students’ rights of confidentiality, inspection, amendment and destruction of student
records, and to assist school authorities in their responsibilities for the maintenance of student records.

The regulations apply to all information kept by a school committee on a student in a manner such that he or she
may be individually identified. The regulations divide the record into two sections: the transcript and the
temporary record. The transcript includes only the minimum information necessary to reflect the student’s
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educational progress. This information includes name, address, course title, grades, credits, and grade level
completed. The transcript is kept by the school system for least sixty days after the student leaves the system.

The temporary record contains the majority of the information maintained by the school about the student. This
may include such things as standardized test results; class rank; school sponsored extracurricular activities; and
evaluations and comments by teachers, counselors, and other persons, as well as other similar information. The
temporary record is destroyed within five years after the student leaves the school system.

The following is a summary of the major parent and student rights regarding their student records, as provided by
the Regulation Pertaining to Student Records:

INSPECTION OF RECORD

A parent, or a student who has entered the ninth grade or is at least 14 years old, has the right to inspect all
portions of the student record upon request. The record must be made available to the parent or student no later
than two days after the request, unless the parent or student consents to a delay.

The parent and student have the right to receive copies of any part of the record, although a reasonable fee may
be charged for the cost of duplicating the materials.

Finally, the parent and student may request to have part of the record interpreted by a qualified professional of
the school, or may invite anyone else of their choosing to inspect or interpret the record with them.

CONFIDENTIALITY OF RECORD

With a few exceptions, no individuals or organizations but the parent, student, and school personnel working
directly with the student are allowed to have access to information in the student record without the specific,
informed, written consent of the parent or the student.

AMENDMENT OF RECORD

The parent and student have the right to add relevant comments, information, or other written materials to the
student record. In addition, the parent and student have the right to request that information in the record be
amended or deleted. The parent and student have a right to a conference with the school principal to make their
objections known. Within a week after the conference, the principal must render a decision in writing. If the
parent and student are not satisfied with the decision, the regulations contain provisions through which the
decision may be appealed to higher authorities in the school system.

DESTRUCTION OF RECORD

The regulations require that certain parts of the student record, such as temporary record, be destroyed a certain
period of time after the student leaves the school system. School authorities are also allowed to destroy
misleading, outdated, or irrelevant information in the record from time to time while the student is enrolled in the
school system. Before any such information may be destroyed, the parent and student must be notified, and have
an opportunity to receive a copy of any of the information before its destruction.

The above is only a summary of some of the more important provisions of the Regulations Pertaining to Student
Records that relate to student and parent rights. If more detailed information is desired, a copy of the regulations
may be received from your school.
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CURRICULUM
CURRICULUM

Curriculum is constantly being evaluated and revised in order to be in alignment with the state learning
standards, meet the needs of all our students, and prepare them for a life of meaningful contributions to a

complex and ever changing world. Teachers use student assessment data to inform instruction so that it
meets the needs of each student.

READING

Our reading program consists of a comprehensive approach to literacy with an emphasis on using
appropriately leveled children’s literature. Each day students participate in whole-class reading, guided
reading, independent reading, and other language opportunities to respond critically and thoughtfully to
literature. We assess all students using standardized and diagnostic assessments to guide our instruction. In
addition, we provide small group reading intervention for our at-risk students.

MATH

The Illustrative Math program is used in grades Pre-K to 6. This program aligns to the Massachusetts
Mathematics Curriculum Framework. Everyday Mathematics is a rigorous PreK-6 program used across the
country. It is scientifically research-based and proven to build students' mathematical knowledge from the
basics to higher-order thinking and critical problem solving. Students are administered a standardized
assessment in the fall to guide instruction and measure growth.

INCLUSION PROGRAM
Definition of Inclusion

Inclusion is a process wherein students with a stated disability are integrated into the general educational
environment to the mutual benefit of all students.
Teaching Models

1. Co-teaching: Classroom and special education teachers share classroom responsibilities.

2. Inclusion Support: Special education teacher and/or assistant provide teaching support within the
classroom as needed.

3. Consultative Model: Special education teacher provides guidance and support to the classroom teacher

on a consultative basis.

4. Specialized Programs: Students receive more intensive support in a separate setting to meet a
particular learning need(s).

Library/Book Collection
Media Borrowing Policy
a. Books taken out of the Library/Book Collection by a student are the responsibility of the student.
b. Books may be borrowed for one week and renewed one time.
c. Books are to be returned in the condition in which they were taken out.
d

. Students are responsible for paying for any media center books that are lost, damaged or
destroyed.

PHYSICAL EDUCATION, ART AND MUSIC
Woodland School is committed to the development of the whole child. To meet this goal, Woodland students
participate in comprehensive physical education, art, and music curricula designed to:
a. Introduce children to new experiences in these areas.
b. Introduce children to and help them develop an appreciation of the history, artists, artistic style and
on-going development of each art form.
c. Help students develop the skills to participate in activities both individually and in groups that enable

them to develop and maintain healthy bodies and minds through physical and artistic experiences.
d. Enable students to express themselves through the arts.y
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MUSIC: Special Programs

A. 5th Grade Orchestra: Fifth grade string students may participate in orchestra. Lessons and practices are
held weekly after school hours.

B. 5th Grade Band: Fifth grade instrument students may participate in band. Lessons and practices are
held weekly after school hours.

C. 4th and 5th Grade Chorus: Fourth and Fifth grade students may choose to participate in chorus. This
group meets once per week after school.

D. 3rd-5th Grade String and Band Lessons take place during the school day in place of Music class.

STEM
The STEM program is a Special offered to all students. STEM education refers to the areas of science, technology,
engineering, and mathematics.

SUPPORT SERVICES: COUNSELING SERVICES
The Milford School System provides professional, in-school counseling services to students at all levels. At
Woodland there are three School Adjustment Counselors, one Guidance Counselor, and one School Psychologist to
provide assistance to those students whose social/emotional needs may compromise their learning. Providing
such a service that will support the needs of our students will be beneficial in allowing each student to reach his or
her potential both academically and psychologically.
Referrals: Referrals for in-school counseling may be made by school personnel, parents or students
themselves.
Phone Number: (508) 478-1186 Please state your child’s name and their grade so that we are able to
match them with the correct counselor.
Services:
a. Counselors are available to all students to provide emotional/social support.
b. The Counselors may provide individual and/or group counseling, crisis intervention, and consultation
to parents, school personnel or outside agencies.
c. If a student seeks counseling by staff more than three times, the parent of the student will be
notified by the Counselor.
Confidentiality: Confidentiality will be honored in all cases unless information needs to be shared for the
physical/emotional well-being of the student.

HOMEWORK

The Milford Public Schools (MPS) Homework Guidelines provide teachers, students, and families with clear
expectations about homework and how it fits into a comprehensive learning plan for students in PreK - Grade 8.
The intent of the MPS district is to provide a well-rounded educational experience for all students. Focusing on
academic, social, and emotional success, teachers create units of study that promote this objective. Content and
language objectives are important pieces to the creation of such units of study. Additionally, teachers incorporate
skills such as collaboration, teamwork, problem solving and critical thinking into their everyday lesson planning.
Students are assigned various assignments and assessments during their course of study. Meaningful homework
can contribute to this end.

For the purposes of this document, homework is defined as any assignment that is prepared, started, continued,

or completed outside the classroom meeting time. Assignments may include but are not limited to written, reading
or studying assignments. They should extend, enrich, or enhance the learning experiences within the classroom.
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Although teachers may have similar learning objectives across a grade level and/or subject area, assignments may
differ from one teacher to another. Teachers differentiate their instructional practices to meet the need of the
students within their classroom. Homework is hot mandatory for teachers to assign. However, if a teacher does
assign homework, it is expected that a student completes the assignment. Teachers have the authority to exercise
their professional judgment with regard to homework so long as assignments are:

Relevant and meaningful for students;

Reasonable in length and manageable for students to complete;

Part of a comprehensive plan or unit designed by the teacher;
Appropriately challenging based on student ability; and

Never used as a consequence, punishment or part of a behavioral plan.

As a guideline, families should expect that homework may be assigned as follows:

Grade span Frequency Approximate Total Time

PreK No Homework No Homework

K-2 Up to 3 days per week | Not to exceed 10 - 20 minutes per night
3-5 Up to 4 days per week | Not to exceed 20 - 40 minutes per night
6-8 Up to 4 days per week | Not to exceed 50 - 70 minutes per night

If assigned homework is not fitting within these time parameters, families should communicate with their child’s
teacher(s). Open dialogue between administration, teachers, students and families is essential. It is important for
teachers to know how long assignments are taking students outside of the structured classroom environment.

The frequency and time recommendations listed above should be considered when issuing a long-term
assignment. The time that students are to be working on long-term assignments should be included in the overall
time teachers are figuring students are working on homework on any given day. Long-term assignments may be
given over weekend(s) to complete, but it should not be expected that students complete a project or long-term
assignment over the course of one weekend. Students should not be assigned projects or long-term assignments
over designated school vacations. Homework should not be assigned during comprehensive state assessments
including but not limited to MCAS and ACCESS testing.

Students may be assigned a book to read over the course of several weeks inclusive of vacation time, but it should
not be expected that a student is assigned a book to read over a vacation.

Homework should contribute to overall demonstration of mastery in a particular subject or set of learning
standards. Homework should be viewed as practice and not a comprehensive assessment of what a student has or
has not learned. Therefore, homework assignments should be assessed for understanding a particular skill or
standard and teachers will provide feedback. Students should have multiple opportunities to demonstrate
understanding and homework assignments should not be a major determinant of a student’s overall grade. In
grades 5-8, students receive grades on a “100 point scale”. Homework is not to be counted more than 10% of a
student’s overall term average. Teachers should use their professional judgment when grading homework. For
example, if students have demonstrated mastery during class and do not complete an assignment for homework,
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this should not negatively impact a students overall grade if in fact we are grading based on a student’s
demonstration of mastery.

ITEMS RESTRICTED/PROHIBITED FROM SCHOOL

While electronic personal devices have become a part of our culture and daily living activities, the use of portable
electronic devices can be disruptive to the educational process. These items may not be used during the school
day or during recess and lunch periods. Therefore the following items should be turned off and kept in the
student’s backpack during the school day: Cell phones, iPods, iPads, Kindles, radios, smartwatches, or similar
devices. These items are brought to school at the student’s and family’s own risk. The school is not responsible
for lost or stolen items.

In addition, the following items are prohibited from school: gum, heelys, weapons, toy weapons, laser lights,
toys, electronic video games, tape recorders, or any other object that the school believes is distracting to a
learning environment. Smartwatches are a newer, more practical device. However, these are also an “on person”
distraction for students. School personnel reserve the right to ask students to remove smartwatches if it becomes
a distraction.

If a student is in possession of any of the above items during school hours, the item will be confiscated and
turned in to the principal/assistant principal’s office. Confiscated items will only be returned to a
parent/guardian, not to a student.

Related to technology, at no time shall a student be photographed, recorded, or videotaped without the parent or
teacher giving consent. Parents/Guardians are understood to give consent, unless they have completed the “opt
out” form. Please see the section titled, Individual Student and Group Pictures.

DRESS/APPEARANCE

The following guidelines are provided to encourage students to dress and groom themselves in a manner that is in
keeping with the academic atmosphere of the school and reflects a respect for others.

The following items are prohibited from school:

* Any clothing that contains profane language, offensive sayings, and/or tobacco, alcohol, or drug advertisements.
* Hats, sweatshirt hoods may not be worn in the school building (unless for religious or medical reasons).

* No revealing, low-cut, or see through/sheer mesh clothing that exposes any part of a student’s body, such as the
stomach and/or chest areas is permitted. Front, back, and sides must be covered at all times.

* No bare midriffs, halter tops, tank tops (with spaghetti straps) allowed. Pants, shorts and other similar clothing
must fit appropriately. Undergarments must be covered at all times.

* Clothing which is excessively soiled or torn

* Chains hanging from clothes or belts can be dangerous and are not allowed.

Shoes are especially important to safety. Clogs, flip flops, high-heels and backless shoes are not allowed.
Children find it difficult to run and play with these shoes. Heelies are not allowed for safety reasons. On Physical
Education days, sneakers must be worn.

The teacher will alert the administration if s/he feels there is a question on the appropriateness of a student’s
attire. The principal would then call the student to the office to observe the student’s dress. If, in the opinion of
the principal, the student’s dress is not school appropriate, then a call would be made to the parent/guardian
asking for their cooperation in addressing this issue.
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The role of the school is to maintain a sound educational atmosphere conducive to learning. Families will be
notified if a student’s dress creates a disturbance that interferes with the function of the school. We want our
students to be comfortable in their dress, but their appearance must be supportive of the overall goals of the

school.

STANDARDS OF BEHAVIOR

The goal of our school is to develop self-discipline within each student. All school staff members are committed to
providing an optimum learning environment for all children. Parents/guardians are encouraged to support us in
order to help create educational and social experiences that foster academic and personal growth for all students
in a challenging, caring, and safe environment.

We believe that a positive school climate is one in which students and staff practice respect, kindness,
compassion, and politeness to others. Our statement on behavior reads : At Woodland Elementary school we
treat each other with respect, take responsibility for our own learning, and strive for a safe and positive school for
all. Therefore, our students will be taught what it looks like to be safe, be responsible and be respectful
throughout our school building. When there are uniform school-wide standards, students know exactly what is
expected of them at all times and the result is a safer, more positive learning environment for everyone. Students
must assume responsibility for their own behavior. This plan recognizes and acknowledges positive behavior and

assists students in problem solving the daily choices and decisions that they make.

All students are encouraged and taught to be responsible for their own school behavior. Student behavior
expectations in the school environment are communicated by the administration and staff during the first week of
school and are reinforced throughout the school year.

Sometimes students make mistakes, harm others, or get into conflicts with one another. All of which is part of
learning about social relationships and community . Staff may facilitate a conflict resolution discussion to address
student behavior and repair damaged relationships. Students, staff and sometimes family members may
participate in these conversations . These discussions allow students to share their perspectives, express their
feelings about others’ actions, understand their impact on others and come up with a plan which all parties can
agree to. They include opportunities for students to get acquainted and build relationships. Follow up meetings
take place to monitor the agreement and either make revisions or celebrate progress and growth.

Woodland Elementary Behavioral Matrix

Location SAFE RESPONSIBLE RESPECTFUL
Hallway - Walk face forward - Go directly to your destination - Look with your eyes only

- Keep to the right - Stay directly behind the person | - Learning is in progress — stay
Level 0 voice - Keep hands and feet to self in front of you quiet

- Keep hallways clear and clean - Maintain personal space

Stairwell - Keep hands, feet and objects to | - Stay directly behind the person | - Soft feet when walking up and

self in front of you down the stairs
Level 0 voice - Walk face forward - Carry items/chromebooks with - Maintain personal space

- Slow pace
- Step on each stair

two hands
- Keep bag secure on your
shoulder

- Listen for instructions
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Bathroom

Level 0-1 voice

- Go, Flush, Wash, Exit
- Report any problems in the
bathroom

- Walk to closest designated
bathroom

- Keep bathroom clean

- Follow classroom sign out
procedures

- Respect privacy

- Use equipment and materials
properly

- Wait your turn

Cafeteria - Walk at all times - Raise hand for help - Respect other’s space
- Sit with feet under table - Leave a clean table, bench and | - Use kind words and actions
- Keep hands and feet to self floor - Give 5 immediately when asked
Level 1 voice - Eat and touch only your food - Place food/tray in trash
Playground - Play with approved equipment | - Follow directions from staff - Choose appropriate games
- Keep hands and feet to self - Line up quickly and carefully - Play fairly
Level 3 voice - Move with care when the bell rings - Solve problems peacefully

- Pick up materials you brought
outside

End of Recess

- Eyes forward
- Keep hands and feet to self

- Line up quickly and carefully
when the bell rings

- Walk in the building quietly
- Learning is in progress for others

Level 0 voice - Move with care - Wait in line quietly to hear

- Keep to the right directions
Bus -Board the bus one at a time -Get to your seat immediately -Use kind words and actions

-Stay seated face forward at all -Listen to bus driver -Follow the directions of your driver
Level 1 voice times -Remember your belongings -Keep noise down

-Keep hands, feet, and
belongings to self
-Report problems to adult

-Food and drinks are kept in
closed backpacks

Arrival/Dismissal

Level 0-1 voice

- Walk face forward at all times
- Go to designated area

- Keep hands and feet to self

- Stay to the right

- Be on time

- Follow directions from teachers
- Personal electronics turned off
and in your bag

- Maintain personal space
- Wait your turn

Voice
LEVEL | No Voice - Silent
EEVEL Conversation Voice - Close talking
I1.EVEL “Loud and Proud” Voice - Speak to your group/class
EEVEL Outdoor voice

Consequences For Inappropriate Behavior
Logical consequences teach students that their actions have results and show them that they are responsible for
what they do. Students who demonstrate inappropriate behavior will have logical consequences for their
misbehavior. Such logical consequences will be appropriate and directly related to the behavior demonstrated.
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All Minor infractions will be documented on the Woodland School Minor Reporting Form. A log of these forms will
be digitally kept by Administration. Minor infractions may include but are not limited to: breaking classroom rules,
minor disruptions to class, fooling around, disrespectful tone or language, or minor interpersonal conflicts.
Teachers provide and implement consequences for Minor Infractions. Generally speaking, consequences could
include loss of privileges, or restitution/repair of damaged property or relationships.

Major infractions will be documented and recorded by Administration in the student information database. School
Administration assigns consequences for Major Behavior infractions. Major behavior infractions may include but
are not limited to: bullying, fighting, severe inappropriate language, destruction of property, intentional harm
toward others, or harassment. The following consequences may be given for breaking school rules, as deemed
appropriate:

e verbal warning and discussion of the incident with student(s) to determine a more appropriate behavior
verbal or written apology
restitution or repair to damaged property
community service projects
communication with the parent
loss of other privileges
after school detention until 3:30 p.m. (parents are responsible for transportation home)
suspension [in-school or out-of-school; short-term (less then 10 days) or long-term (more than 10 days)]

Suspensions and Emergency Removal
For information about Suspensions and Emergency Removal, please see “Student Discipline” beginning on page 98
of this handbook.

CAFETERIA
The Milford Public School has moved to an automated payment system for school meals. Each child is assigned a
Personal Identification Number (PIN) that will stay with him/her for the duration of their time in the Milford Public
Schools. Please help your child commit their PIN to memory and remind them not to share.

Breakfast
The Milford Public Schools offer a breakfast program for its students. Students may purchase breakfast from 8:05
until 8:25 AM each day. All students must report to their homerooms by 8:25 AM.

Students who qualify for free lunch are also entitled to a free breakfast. Any student receiving a reduced lunch
can also receive a reduced breakfast for the price of $.30. Any student can purchase a breakfast for $1.50. There
is @ menu for this program published on the District website. Breakfast will consist of milk, juice, and a bread
derivative (e.g., cereal, muffin, bagel, etc). Participation in this program is voluntary.

Lunch
10:45am — 11:15am Lunch 1
11:30am — 12:00pm Lunch 2
12:15 pm — 12:45pm Lunch 3

School menus are distributed from the school on a monthly basis. Menus are also published on the website at
www.milfordpublicschools.com, in the Milford Daily News every Friday or Saturday for the next school week,
announced on WMRC (FM 101.3 on your radio dial) every morning at 7:00 AM and shown on MHS cable bulletin
(Channel 17) during the school week.

45



All students are expected to bring or buy a school lunch. The cost for a school bought lunch is $2.75. Students
bringing a lunch from home can buy milk (white, chocolate) for $.50. Students who qualified for free/reduced
lunch during the previous school year will continue to receive a free/reduced lunch until new forms are updated.

PLEASE NOTE THAT THESE FORMS AND IDELINES ARE SENT HOME DURING THE FIRST WEEK OF
SCHOOL. TO RECEIVE THE FREE/REDUCED LUNCH BENEFIT ALL STUDENTS/FAMILIES MUST
SUBMIT A NEW APPLICATION EACH AND EVERY YEAR. Parent/guardians are responsible for all
lunch charges accrued prior to being approved for free/reduced lunch benefits. Benefit
forms/guidelines are given to families as they register for school throughout the year as well. These forms are
also available in Spanish and Portuguese. The cost of a reduced lunch is $.40; reduced breakfast is $.30.

An alternative lunch (offered at the same price) is offered daily consisting of: yogurt, cheese, crackers or
sunflower seeds, dessert and milk. A second alternative “sandwich of the week” lunch (offered at the same price)
is available to students as well. Students must inform their teacher about their specific lunch choice. Students
are permitted to go beyond their scheduled lunch period to complete eating their lunch.

Any student who forgets their lunch money may charge their lunch. Students who charge must bring the
borrowed money the following day. We have found this method to be most effective in having each student
maintain responsibility for his or her noon meal. Parent notification will result in cases where a student has not
brought in their money to pay for the charge and when a student is found not eating lunch. Proper nutrition is
essential for promoting a healthy body and a healthy mind.

Snack time will be determined by the classroom teacher. Please be sure to send your child to school with a snack
each day. With each child’s safety and well-being in mind and due to increasing concerns in regard to allergies,
children will not be permitted to share snacks/food while in school. Teachers will no longer be permitted to
provide snacks for children who may have forgotten one.

OUTDOOR RECESS

In conjunction with the lunch period, every effort will be made to send the students outside for 15-25 minutes.
Students will not go outside in cases of inclement weather. Outdoor recess will be up to the discretion of
Administration. There may be other reasons that do not allow for outside play. It will be determined by
administration prior to recess.

SCHOOL SAFETY

District Wide Policy
Milford Public Schools Policy File: ACE

Emergency Evacuation Plans

The primary purpose of the Milford Public Schools Evacuation Plan is to provide for the safety and welfare of our
school population. Such plan will be in effect when students and staff need to evacuate the school building due to
a fire, bomb threat, or any emergency announced by the administration or public officials.

Our schools maintain an evacuation plan that has been designed by the administration of the building in concert
with the Milford Police and Fire Departments. This plan is on file in the office of the Principal and is reviewed
annually by the building administration with all building personnel.

Fire Drills

Fire drills, at regular intervals, are required by law and are an important safety precaution. A loud bell will sound
to indicate that a fire drill has begun. Students should line up at the classroom door with the teacher and quietly
walk to the exit as directed. Once the students leave the building, they are to remain quietly with their class.
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Remaining quiet and calm is imperative during a fire drill so that directions may be clearly heard. Each teacher
will review the fire drill procedure with his/her class throughout the year. Fire routes and alternative routes are
posted in each classroom.

Lockdown

A Lockdown Procedure has been established for the safety of the Milford Public Schools students and staff in the
event that a crisis occurs that does not warrant building evacuation. As a matter of safety, details about the
Lockdown procedures cannot be detailed within this document, as the safety initiative could be compromised.
Please be sure that the Milford Public Schools Lock Down Procedure has been approved by the Superintendent of
Schools and the Milford Police and Fire Departments.

Student Search

e Students are subject to investigation and/or examination if there is a “reasonable suspicion” to believe that the
student’s conduct is in violation of school rules and regulations. The student will be subject to investigation
and/or examination if there is “reasonable suspicion” to believe that the student may be involved in an illegal
activity.

e The following are subject to search: lockers, clothing, gym bags, pocketbooks, desks or lunch boxes.

e Such measures will be taken only when a question of theft or illegal activity or the safety and welfare of the
students and/or staff is reasonably believed to exist.

PROMOTION AND RETENTION
Adopted by the Milford School Committee, February 5, 1998

The school system and administration are dedicated to the best total and continuous development for all enrolled
students. The professional staff is dedicated to educating all children and advancing them to the next grade level
that is best suited to their academic, social and emotional needs. Maturation also affects a student’s ability to
succeed at grade level.

In evaluating student achievement, each teacher will make use of all available information including results of
teacher-made tests and other measures of skill and content mastery, standardized test results and teacher
observation of student performance. The principal will direct and aid teachers in their evaluations and review
grade assignments in order to ensure uniformity of evaluation standards.

Should your child be recommended for retention you will receive notification from your child’s teacher in the
spring. It is expected that there will be communication from the beginning of the school year should a teacher
and/or parent have concerns about the student’s performance.

CLASS PLACEMENT

During the months of May/June the staff will be working on student placement for next year. Students will be
assigned to heterogeneous classroom groups. We consider many factors as balanced groups are prepared, for
example, the range of academic abilities, social mixture, gender balance, individual learning styles, student
personalities and interaction, students benefiting from being together or separated from another, overall student
behavior, student/teacher considerations and class size. The objective of the process is to produce the most
workable heterogeneous combination of student groups. This important task contributes significantly to the
creation of a positive class environment that enables students to function to the fullest of their abilities. Staff
members are assigned to these classes based upon the best possible match of teaching skills and interpersonal
needs of the students.

Parents may want to share information about their child’s learning style to help in the placement process.
Placement information must be submitted in writing or via e-mail to the building Principal. Requests for specific
teachers are not appropriate. Please rely on our professional judgment and trust that we will group and provide
children with the best possible learning environment. Students and parents will be informed of next year’s class
assignment on the report card issued in August.
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TEACHER CHANGE REQUEST
The following procedure will be carried out regarding the mid-year transfer of a student from an assigned teacher
to a different teacher within the building:
e All requests for a change must be in writing and brought directly to the attention of the Principal;
e Your request must indicate the reason(s) the change is being sought;
e A meeting will be arranged by the office with the parent/guardian, teacher, and the Principal. If it is
determined that the change will enhance the academic, social, and emotional well-being of the child then a
transfer will take place. The final decision will rest with the Principal.

PARENT/TEACHER ORGANIZATION (PTO)

The PTOs at our Elementary Schools are dynamic and active organizations. Individual PTOs meet once each
month in the evening to discuss social, educational and cultural programming for the students.

Through PTO-sponsored fundraising efforts, our students are able to participate in annual field trips and have
cultural programs brought to them. Additional funds have been used to purchase various requested classroom
items identified by school staff. You are invited to become a member of this organization at any time.

SCHOOL COUNCIL

The Education Reform Act of 1993 establishes a School Council at each school to consist of: an administrator,
teachers/staff members, parents and community residents for the purpose of planning school improvement. It is
the given task of each School Council member to plan school improvement through dialogue, surveys and
discussion in relation to the goals and objectives of the school and the school system.

The council consists of a minimum of 5 staff members, 5 parents, and one at-large community member. Staff
representatives will serve for no more than two consecutive years. Parents and community members will serve for
no more than three consecutive years. Members that have not attended for three consecutive meetings will be
respectfully removed from the Committee to allow for other potential volunteers to join. The school principal will
actively recruit one at-large community member.

MILFORD PARENT ADVISORY COUNCIL ON SPECIAL EDUCATION (MPAC)

It is the mission of the Milford Parent Advisory Council on Special Education (MPAC) to assist the special education
department, parents and school committee in delivering the highest quality education to ensure that every Milford
special education student has the opportunity to reach his/her maximum potential. In addition, MPAC provides
support to parents with special education children and enhances community awareness, understanding, and
acceptance of special education issues. If you are interested in obtaining additional information about this
organization contact: MPAC, c/o Special Education Office, Milford High School, 31 West Fountain Street, Milford,
MA 01757.

VISITING THE MILFORD PUBLIC SCHOOLS

The safety of our students and staff is of paramount importance in the Milford Public Schools. We thank you in
advance for your cooperation with the following district visitation protocol (revised August 24, 2018):

e During school hours, all school doors will remain locked and all visitors must use the main entrance at each

of the schools;
e Staff members will use their employee-assigned access keys to enter the buildings;
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e Under no circumstances is a staff member allowed to open any door in the school building to let visitors in
without following the appropriate protocol;

Visitors will not be allowed into the building during school hours without a scheduled appointment;
Staff members and administrators, including managers and directors, are required to utilize the digital
calendar to schedule and record all visitor and vendor appointments;

e Facilities Manager and Food Services Director will provide a roster of authorized, scheduled
vendors/employees to Building Administrators, Administrative Assistants, and Volunteers (when and where
applicable) and will provide regular updates to Building Administrators, Administrative Assistants, and
Volunteers as changes occur;

Authorized vendors must have an employer-issued ID in order to access any Milford Public School building;
Authorized vendors without an employer-issued ID or who are not listed on the visitor authorization list
must present their driver's license or picture ID to verify their identity before they will be granted access to
the building. Once verified, a numbered Visitor Pass will be issued. Visitor Passes must be returned upon
exiting the building. Visitors who fail to return the Visitor Pass may be excluded from all Milford Public
School buildings until such time as the Visitor Pass is returned;

e School Visitors must sign in at the front desk before they will be granted access to the building. Once
verified, @ numbered Visitor Pass will be issued. Visitor Passes must be returned upon exiting the building.
Visitors who fail to return the Visitor Pass may be excluded from all Milford Public School buildings until
such time as the Visitor Pass is returned;

e To the extent practically possible, all visitors (including vendors, parents, etc.) are to be personally
escorted by security staff (where applicable), building administrator, staff member, or volunteer to/from
their scheduled appointment;

e Building administrators and/or other support shall immediately be called to aid security staff, staff
members, and/or volunteers who encounter any issues related to visitor access;

e Families are expected to call ahead or send a note if they need to have their child dismissed as
cited in the district attendance policy and in handbooks;

e When arranging a dismissal, include the name of the person who will be dismissing the child so that
identification can be verified;

Please do not use email to communicate last-minute or emergency messages;

If you have changed any of your contact information, please be sure to update that information and
promptly return the updated emergency contact form issued at the start of the school year to the school
office.

Please be advised that visitors who arrive without an appointment, proper identification, and/or prior notice will
experience significant delays and may not gain access to the building.

FIELD TRIPS/PARENTAL PERMISSION
At the discretion of the homeroom teacher, each homeroom will take one field trip during the year.
Parent(s)/guardians will be notified of any field trips that are being planned.

The classroom teacher reserves the right to not allow a student to attend a field trip because of inappropriate
behavior and/or if the teacher feels that the student may be a danger to himself/herself and other students. The
teacher will notify the parent(s)/guardian and consult with the principal. Students not attending the field trip will
report to school and be assigned to a classroom for the day.

If you would like to attend a field trip with your class, it is now district policy that you have completed a CORI
background check. Clearance of the CORI form usually takes about 2-3 weeks. Therefore, it is best to fill out this
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form at the beginning of the school year so that you do not miss out on any of your child’s classroom yearlong
events. This background check is also required if you intend to be a classroom parent volunteer. The CORI check
is valid for a one year period.

LOST AND FOUND

The “Lost and Found” area is located in the Main Lobby. Please label your child’s name on all lunch boxes, coats or
any other valuable possessions taken to school. This will enable us to return lost items to the rightful owner. If
your child has lost his/her lunch box, mittens, hat, coat, boots, etc., please remind him/her to come to the “Lost
and Found” area to look for them. All unclaimed items will be donated to charity after a reasonable
length of time.

SCHOOL INSURANCE

School insurance is optional and may be purchased in September of each new school year. Pamphlets describing
the policy and its cost are distributed to each student.

SCHOOL PICTURES
Children’s pictures are generally scheduled to be taken in the fall. It is not mandatory that you purchase either an
individual or a class picture. A make-up date is also scheduled for those students who were not present for the
original session. More details regarding this procedure are provided well in advance of picture-taking days.

INDIVIDUAL STUDENT AND GROUP PICTURES
Our staff is proud of our vibrant learning community and invites you to become a part of this exciting place. We
are continuously working to improve and enrich the learning experiences of our students, teachers, and parents.
One of the areas that will continuously be evolving and growing is our social media presence. The Milford School
School District and all of its schools have many opportunities to recognize students’ accomplishments and activities
throughout the year. This may take the form of print newsletters, video, TV, email, website, social media,
newspaper articles, etc. Forms of Social Media may include: Facebook, Twitter, Vimeo, YouTube, and Blogs.

Promoting the activities and accomplishments of Milford students during the course of a school year provides our
community with an opportunity to see and hear about the great things going on in our school district. We will
continue to promote using our social media resources throughout the school year.

If you, as the parent or guardian, wish to rescind this agreement, you may do so at any time in by completing the
“Opt Out” form and such rescission will take effect upon receipt. The Opt Out form can be found on our school
website.

Our goal in using our social media outlets is to promote the work being done in Milford and provide a lens into our
school to increase communication and collaboration with our students, families, and community.

SCHOOL USE PERMITS
If groups (e.g., Cub Scouts, Brownies, etc.) wish to use any part of the school facility either after school or for a
weekend function, a permit for use must be obtained from the Central Administration Office. Upon request, you
will be given information regarding the cost (if any), custodians required (if any) and the limitations of the permit.
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DISTRICT WIDE POLICY AND PROCEDURES

SERVICE OF COMPLAINTS
Adopted by the Milford School Committee, September 1, 1994

1. Parents are invited to present any concern relative to student safety or welfare in writing and submit it to the
Principal or Building School Council Co-Chair.

1. The Principal or Building School Council Co-Chair shall place the concern on the agenda of the next scheduled
meeting of the Council.

2. Itis not mandatory for parental representation at the Council meeting when the concern is scheduled but is
recommended. The Council Co-Chair or Principal will present the issue if the parent(s) is not present.

3. The Council shall establish a plan of action for the concern which shall include a reasonable schedule and
periodic view of the plan at future meetings of the Council.

4. The Council shall retain as part of its regular records a copy of the concern and all acts taken or information
obtained in relation to the stated concern. The School Newsletter will periodically inform parents about such
concerns and the status.

5. Any parents not satisfied with the Building School Council plan of action shall present the concern to the
Superintendent or Assistant Superintendent of schools who shall respond to the parent regarding the concern
within thirty days.

6. Any parent not satisfied with the response of the Superintendent or Assistant Superintendent of School shall
request that either the Superintendent or Chairman of the School Committee meet to present said concerns.

SMOKING POLICY
Adopted by the Milford Public Schools, December 2, 1993

At its meeting of June 23, 1987, the Milford School Committee adopted a Smoking Policy for all Milford Public
School employees, students and visitors. The policy was developed by a planning team of the MASS Coalition for
a Healthy Future. This Smoking Policy is motivated by the philosophy that every staff person, student, and visitor
should have the right to breathe clean air in the school and work environment and that, based on the most recent
report of the Surgeon General, the School Committee should utilize its unique role to promote good health
practices in this regard. This “clean-air policy” applies to all school department facilities including school buildings,
administrative offices, athletic fields, gymnasiums, supply room, warehouse facility and school department
vehicles. For complete details, please visit the District Policy Handbook found at www.milfordpublicschools.com

CITIZENS

Citizens who are observed smoking in school buildings shall be asked to refrain from smoking. If the individual
fails to comply with the request, his or her violation of policy may be referred to the building principal or other
school supervisory personnel responsible for the area or program during which the violation occurred. The
supervisor shall make a decision on further action which may include a directive to leave school property.
Repeated violations may result in a recommendation to the Superintendent to prohibit the individual from entering
the school property for a specified period of time. If deemed necessary by school administration, the local law
enforcement agency may be called upon to assist with enforcement of this policy. Your cooperation in the
implementation of Smoking Policy is appreciated. Any questions regarding this policy may be directed to Assistant
Superintendent of Schools.
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SEXUAL HARASSMENT POLICY
Adopted by the Milford School Committee

I. POLICY

The Milford Public Schools, in accordance with the provisions of Title IX of the Education Amendments of 1972
and State law, prohibits discrimination on the basis of sex in educational programs and activities of the public
schools. This policy applies to both educational and employment opportunities.

All persons associated with the Milford Public Schools including, but not necessarily limited to the Committee, the
administration, staff, and students are expected to conduct themselves so as to provide an atmosphere free from
sexual and gender-based harassment and discrimination. The Milford Public Schools prohibits sexual and
gender-based harassment while on school grounds, while going to or coming from school, while at school
activities on or off school grounds, while on District transportation, or while otherwise in a District program or
activity.

Because the Milford Public Schools takes allegations of sex-based harassment seriously, it will immediately
acknowledge as soon as possible and respond promptly to complaints of sex- based harassment and where it is
determined that such inappropriate conduct has occurred, it will act promptly to eliminate the conduct and
impose such corrective action as is necessary, including disciplinary action, where appropriate, as outlined in the
Milford Public Schools’ Non-Discrimination and Anti-Harassment Procedures. Further, any retaliation against an
individual who has complained about sexual or gender-based harassment or retaliation against individuals

for cooperating in an investigation of a sexual or gender-based harassment complaints is similarly unlawful and
will not be tolerated.

Milford Public Schools is committed to providing employees and students an environment that is free from hostility
and intimidation or from a sexually offensive work and learning environment. Milford Public Schools understands
that members of certain student groups, such as students with disabilities, students who are gay, lesbian,
bisexual, or transgender, and homeless students may be more vulnerable to becoming targets of harassment.
Milford Public Schools will take specific steps to create a safe, supportive environment for vulnerable

populations in the school community, and provide all students with skills, knowledge, and strategies to prevent or
respond to sexual and gender-based harassment.

Please note that while this policy sets forth our goals of promoting a workplace and school environment that is
free of sex-based harassment, the policy is not designed or intended to limit the Milford Public Schools’” authority
to discipline or take remedial action for workplace or school conduct which the District deems unacceptable,
regardless of whether that conduct satisfies the definition of sexual or gender-based harassment.

The Milford Public Schools is committed to working with students, staff, families, law enforcement agencies, and
the community to prevent issues of violence, discrimination, or harassment, which may include, but not be limited
to sex-based harassment. Policies and procedures have been developed to respond in a confidential, impartial, and
equitable manner to all complaints, whether formal filing or informal identification of harassment has occurred, by
employees and students, as outlined in the Milford Public Schools” Non-Discrimination and

Anti-Harassment Procedures.

The Milford Public Schools requires that any staff member who receives a complaint, observes or otherwise learns
or becomes aware of sex-based harassment report the incident to the principal at the respective school site or the
Title IX Coordinator with the assurance that the investigation process will take place promptly and be consistent
with the policies and procedures as outlined.

Harassment is banned not just at school, during school hours, but also before or after school hours on all school
property, including the school bus, school functions, or school events held at other locations. The policy also
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applies to any off-campus conduct that causes or threatens to cause a substantial and material disruption at
school, or interferes with the rights of students or employees to be free from a hostile school environment taking
into consideration the totality of the circumstances on and off campus.

Some examples of off-campus conduct that spill over into school are as follows:

« A student alleges that she was sexually assaulted by another student off school grounds and that, upon
returning to school, she was taunted and harassed by other students who are the assailant’s friends.

e While at home, a student posts a song that contains statements about a fellow student’s sexual orientation on
social media for his 1,000 “friends,” many of whom are students at his school. The song goes “viral” and is the
primary topic of conversation at school for weeks, and results in the harassed student staying home and missing
school.

An example where off-campus conduct does not have a continuing effect at school (so that the

school is not in a position to impose consequences):

e At a neighborhood party on a Saturday night, two students called each other names based on gender-identity
and a fight broke out between the students. There were no repercussions at school following the incident.

II. DEFINITION
Sex-based harassment includes both sexual harassment and gender-based harassment.

Sexual harassment consists of unwelcome sexual advances; requests for sexual favors; or other verbal or physical
conduct of a sexual nature may constitute sexual harassment where:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of a person’s employment
or educational development.

2. Submission to or rejection of such conduct by an individual is used as the basis for employment or education
decisions affecting such individual.

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work or educational
performance or creating an intimidating, hostile or offensive working or educational environment.

Sexual harassment may include, but is not limited to:

- unwelcome sexual advances - whether they involve physical touching or not;

- sexual epithets, jokes, written or oral references to sexual conduct, gossip about one’s sex life, comment about
an individual’s sexual activity, deficiencies, or prowess;

- displaying sexually suggestive objects, pictures and cartoons;

- unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments;

- inquiries into one’s sexual experiences; and

- discussion of one’s sexual activities.

Gender-based harassment includes acts of verbal, nonverbal, or physical aggression, intimidation, or hostility that
are based on sex, although they are not necessarily sexual in nature, including harassment based on gender
identity and expression. Gender-based harassment includes, but is not limited to, harassment based on the
person’s nonconformity with gender stereotypes, regardless of the actual or perceived sex, gender identity, or
sexual orientation of the harasser or target of the harassment.

Sexual assault is the act of committing unwanted physical contact of a sexual nature, whether by an acquaintance
or by a stranger. Such contact is unwanted when it occurs without the consent of one or both individuals, when
one of the individuals is incapacitated or incapable of giving consent, or occurs with the use of force.

Hostile environment is unwelcome conduct that is sufficiently severe, persistent, or pervasive to interfere with or
limit one or more students’ abilities to participate in or benefit from the education program or creates a
threatening, intimidating or abusive environment or sufficiently severe or pervasive so as to alter the conditions of
the victim’s employment and create an abusive working environment.
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Retaliation is any form of intimidation, threatening, coercion or discrimination, directed against a
student/staff/third party who reports a sex-based harassment, provides information during, assists in or
participates in an investigation of sex-based harassment, or witnesses or has reliable information about sex-based
harassment.

I11. Title IX Officer

The Milford Public Schools has appointed a Title IX officer who will be vested with the authority and responsibility
of processing all sex-based harassment56 complaints in accordance with the Milford Public Schools’
Non-Discrimination and Anti-Harassment Procedures. The Title IX Officer is Dr. Kevin McIntyre, Superintendent of
Schools. At each school building, the principal will serve as the building Title IX Coordinator.

IV. STANDARDS OF CONDUCT

Sexual harassment is a violation of an individual's right to privacy and personal dignity. Anyone who engages in
sexual harassment violates school policy. The Milford Public Schools will investigate and respond to complaints of
sex-based harassment in accordance with Milford Public Schools’ Non-Discrimination and Anti-Harassment
Procedures.

NONDISCRIMINATION ON THE BASIS OF DISABILITY
Adopted by the Milford School Committee

Title II of the Americans with Disabilities Act of 1992 and Section 504 of the Rehabilitation Act prohibit
discrimination on the basis of a person’s disability. The Milford Public Schools is committed to maintaining an
educational environment and workplace where individuals are not discriminated against on the basis of disability.
The Milford Public Schools strives to create an environment where all students and staff feel welcome. To meet
this end, the Milford Public Schools will not tolerate the denial of access to activities, programs, or services to
individuals with disabilities (as defined in Section 504 of the Rehabilitation Act 29 U.S.C. §705(20)).

The Milford Public Schools does not discriminate against an individual with a disability with regards to job
application procedures, hiring, advancement, or discharge of employees, employee compensation, job training, or
other conditions of employment.

The Milford Public Schools is committed to supporting students who qualify under Section 504 of the Rehabilitation
Act and to ensuring that such students are not denied admission or access to the activities, programs and services
offered by the Milford Public Schools because of disability.

As well, the Milford Public Schools is committed to ensuring that students with disabilities are not treated
differently because of disability. The Superintendent of Schools shall take the necessary steps to inform
parents/guardians and students of their rights under Section 504 of the Rehabilitation Act, including the right to
receive reasonable accommodations if the student is found to be qualified under Section 504 of the Rehabilitation
Act. Additionally, the Superintendent of Schools shall take the necessary steps to ensure parents/guardians and
students are informed of their procedural rights under Section 504 of the Rehabilitation Act.

Reasonable Accommodations

The Milford Public School District shall make reasonable accommodations in policies, practices, or procedures
when the accommodations are necessary to avoid discrimination on the basis of disability, unless the District can
demonstrate that making the accommodations would fundamentally alter the nature of the service, program, or
activity.
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A request for an accommodation should be made in writing to the 504 Coordinator. Alternative means of filing a
request will be made available if needed, such as large print or audiotape. Requests should include the name,
address and telephone number of the individual requesting the accommodation, the location where the
accommodation is required and why the accommodation is needed. For public meetings and hearings, the 504
Coordinator should be notified at least seventy-two (72) hours in advance.

For students, the 504 Coordinator will respond to such a request in accordance with the 504 Coordinator’s Section
504 Policies and Procedures or Special Education Policies and Procedures. For all other individuals, the 504
Coordinator will respond within two (2) school days of receipt of the request.

Communications

The Milford Public Schools shall take the appropriate steps to ensure that communications with applicants,
participants, and members of the public with disabilities are as effective as communications with members of the
public without disabilities. To this end, the District shall furnish appropriate auxiliary aids and services where
necessary to afford an individual with a disability an equal opportunity to participate in, and enjoy benefits of, a
service, program, or activity conducted by the District. In determining what type of auxiliary aide or service is
necessary, the District shall give due consideration to the requests of the individuals with disabilities.

Auxiliary Aids and Services
"Auxiliary aids and services" includes:

1. Qualified interpreters, note takers, transcription services, written materials, assisted listening systems, and
other effective methods for making aurally delivered materials available to individuals with hearing impairments
2. Qualified readers, taped texts, audio recordings, Braille materials, large print materials, or other effective
methods for making visually delivered materials available to individuals with visual impairments

3. Acquisition or modification of equipment or devices

4. Other similar services and actions

Limits of A ot
The Milford Public Schools is not required to take any action that would result in a fundamental alteration in the
nature of a service, program, or activity or undue financial and administrative burdens. A decision that a request
would fundamentally alter the service, program, or activity or unduly burden the District shall be made by the
Superintendent after considering all resources available for use in funding and operating the program, service, or
activity. The decision shall be accompanied by a written statement of the reasons for reaching that conclusion.

Notice

The Milford Public Schools shall make available to applicants, participants, beneficiaries, and other interested
persons information regarding the provisions of Title II of the American with Disabilities Act (ADA) and its
applicability to the services, programs, or activities of the District. The information shall be made available in such
a manner as the Milford School Committee and Superintendent find necessary to apprise such persons of the
protections against discrimination assured them by the ADA.

Website A ibili

The Milford Public Schools is committed to providing all users of their websites, including users with disabilities,
with meaningful accessibility in this online environment. The Milford Public Schools follow standards that are
generally based on the standards used by the federal government for technology accessibility for individuals with
disabilities and web content accessibility guidelines developed by the World Wide Web Consortium (W3C). The
Milford Public Schools websites are regularly tested and reviewed by users to verify that the websites are
compliant with applicable standards.

If an individual needs assistance in accessing materials, such a request should be made to the
webmaster.
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mplian rdinator
The Milford Public Schools shall designate at least one employee to coordinate its efforts to comply with and carry
out its responsibilities under Title II of ADA, including any investigation of any complaint communicated to it
alleging its noncompliance or alleging any actions that would be prohibited under ADA. The District shall make
available to all interested individuals the name, office address, and telephone number of the employee(s) so
designated and has adopted Non-Discrimination and Anti-Harassment Policies and Procedures. The Milford Public
Schools receives federal financial assistance and must comply with the above requirements. Additionally, the
Milford School Committee is of the general view that:
1. Discrimination against a qualified person with a disability solely on the basis of disability is unfair and
unacceptable; and
2. To the extent possible, qualified individuals with a disability should be included within the school community.
Accordingly, employees of the Milford Public Schools will comply with the above requirements of the law and policy
statements of this committee to ensure nondiscrimination on the basis of disability.

MSC Approved File ACF: Policy Concerning Americans with Disabilities Act: 2/7/02
Policy Sub-Committee Reviewed Revision of Policy: 2/1/18
MSC Approved: 2/15/18

NON-DISCRIMINATION AND ANTI-HARASSMENT PROCEDURES
Adopted by the Milford School Committee

It is the policy of Milford Public Schools to maintain a learning environment that is free from harassment or
discrimination of any kind, including sex-based harassment. It is a violation of this policy for any member of the
school community to harass or discriminate against another individual as outlined in this policy. Any allegation of
harassment or discrimination will be investigated, and, if a violation of this policy is substantiated, disciplinary
action will be taken. All reports of harassment or discrimination shall be investigated promptly, impartially and in a
manner which will preserve the confidentiality of all concerned to the extent practicable under the circumstances.

Any employee, student or third party who believes that he or she has experienced harassment or discrimination on
the basis of his or her actual or perceived race, color, creed, ethnicity, religion, national origin, sex/gender,
homelessness, disability, sexual orientation, gender identity or age or who has witnessed or learns about the
harassment of or discrimination against, another person in the school environment, should inform the principal of
the relevant school site or appropriate discrimination/harassment complaint official immediately or as soon as
possible.

Harassment and discrimination is banned not just at school, during school hours, but also before or after school
hours on all school property, including the school bus, school functions, or at school events held at other locations.
The policy also applies to any off-campus conduct that causes or threatens to cause a substantial and material
disruption at school, or interferes with the rights of students or employees to be free from a hostile school
environment taking into consideration the totality of the circumstances on and off campus.

Problems and complaints regarding discrimination and harassment should be resolved in a prompt and equitable
manner. When possible, such problems and complaints should be resolved in an informal manner.

I. Reporting Responsibilities

Everyone in the school community is responsible for immediately reporting incidents of harassment, discrimination
and/or retaliation, by anyone, in any form, that are directed at or witnessed by them at school or at a school
sponsored event or of which they otherwise learn. Failure to cooperate with an investigation of such an incident
will result in disciplinary action. Deceptive reporting may also be subject to a disciplinary response.
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An individual may report to either the principal of the relevant school site or appropriate
discrimination/harassment complaint official at his or her discretion. Students may additionally report incidents
that they believe involve harassment or discrimination to their guidance counselor, any teacher, administrator or
any member of the support staff, and the staff member will refer the complaint to the principal or the
discrimination/harassment complaint official. If a School Guidance or Adjustment Counselor, School Nurse, or any
member of the teaching staff, is contacted concerning a complaint or possible complaint, he/she should refer the
matter to the principal immediately. Staff who observe conduct which violates this policy are to report the
conduct to the principal immediately.

Employees who need help or wish to talk about harassment should contact the school principal, the appropriate
discrimination/harassment complaint official, the perpetrator’'s immediate supervisor or any other school
administrator immediately.

If one of the discrimination/harassment complaint officials is the person alleged to be engaged in
discrimination/harassment, the complaint may be filed with one of alternate officials or any other school employee
the student or employee chooses.

The discrimination/harassment complaint officials for the Milford Public Schools are the following individuals on a
district wide level:

Title II/ Section 504 (disability):
Ms. Lisa Kingkade, 504 Coordinator,
508-478-1186 x3260
Ikingkade@milfordma.com

Title VI (race, color, national origin) and Title VII (employment discrimination based on
race, color, religion, sex, national origin):

Mr. Craig Consigli, Assistant Superintendent

508.478.1102

cconsigli@milfordma.com

Title IX (sex):

Ms. Kathleen Perry, Assistant Superintendent
508.478.1107

kperry@milfordma.com

Age Discrimination

The school principals will serve as the building level coordinators for this category.

I1. Procedures for Investigating

The procedures set forth in this policy may be invoked even if other appeals and adjudication procedures have
been provided by state law or federal law. Retaliation in any form for the filing of a complaint or reporting of
harassment or discrimination is prohibited and will result in serious disciplinary action.

When a complaint of harassment or discrimination is received by the District, that allegation will be promptly
investigated in a fair and expeditious manner. The investigation will be conducted in such a way as to maintain
confidentiality to the extent practicable under the circumstances and to the extent consistent with the law and
collective bargaining agreements. The grievance officer or discrimination/harassment complaint official will inform
witnesses and others involved in the resolution process of the importance of maintaining confidentiality.
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The investigation will include a private interview with the person filing the complaint and with witnesses. The
investigation will also include an interview with the person alleged to have committed the harassment or
discrimination. Each party will have the opportunity to provide evidence and witnesses.

In certain cases, the harassment of a student may constitute child abuse under state law. The Milford Public
Schools will comply with all legal requirements governing the reporting of suspected cases of child abuse and will
report suspected criminal activity to the appropriate authorities.

The specific procedures to be followed in conducting the investigations are set forth more fully below.

1. Any staff member who receives a complaint verbally or in writing concerning harassment or discrimination or
observes conduct which he/she believes may constitute harassment or discrimination is required to document the
complaint and refer it to the school principal or discrimination/harassment complaint official immediately. Although
the Milford Public Schools encourages a written complaint, use of a formal written complaint is not required. Oral
reports will be considered complaints as well. The principal or discrimination/harassment complaint official shall
ensure that the report is documented in writing and acknowledge within two (2) school days of receiving the
complaint. The principal must send copies to the relevant discrimination/harassment complaint official

within two (2) school days.

2. A student who has a complaint against another student may;, if he or she chooses, use the informal process in
order to resolve the complaint on a personal level, unless the complaint involves allegations of sexual assault. An
employee who has a complaint against another employee may use the informal process, unless it involves an
allegation of sexual assault. A student who has a complaint against an employee may only use the formal process.
The Milford Public Schools will determine within forty-eight (48) hours whether the alleged victim wants to utilize
informal procedures.

3. If the alleged victim or the alleged perpetrator chooses not to utilize the informal procedure, or feels that the
informal procedure is inadequate or has been unsuccessful, he or she may proceed to the formal procedure. The
informal process is completely voluntary and individuals can opt-out at any time.

4. The informal process will be a voluntary conversation between the alleged victim and the alleged perpetrator,
which is facilitated by a school employee or by a designated discrimination/harassment complaint official. If the
alleged victim or alleged perpetrator is a student under the age of eighteen (18), the facilitator will notify the
student’s parent(s)/guardian(s) if, after initial consultation with the student, it is determined to be in the best
interest of the student. If the alleged victim and the alleged perpetrator feel that a resolution has been achieved,
then the conversation remains confidential and no further action needs to be taken. The voluntary conversation
must occur within five (5) work days after receiving the complaint of discrimination or harassment. The results of
an informal resolution shall be maintained by the facilitator, in writing.

5. If the alleged victim does not want to deal directly with the alleged perpetrator, or if the matter is not resolved
informally, the complainant should immediately notify the school principal or the discrimination/harassment
complaint official for formal resolution.

6. For a formal complaint, the alleged victim (or complainant, if not the alleged victim) will be asked to complete
the incident form which begins the formal investigation process conducted by the school principal or the
discrimination/harassment complaint official. If the alleged victim is not able to complete the form, the principal or
discrimination/harassment complaint official will complete it and ask the alleged victim to sign it. If requested, a
Guidance / Adjustment Counselor, a School Nurse, or a School Psychologist may assist a student in completing the
incident form.

7. During the investigation, the school principal or discrimination/harassment complaint official will:

- Keep the investigation group as small as possible to protect the rights of all parties and to prevent the
investigation from becoming overly publicized and to protect the alleged victim (in addition to the complainant, if
not the alleged victim) from retaliation.

- Complete the investigation as soon as possible from the date that it is reported, but no later than thirty (30)
work days from the date of the complaint or report, unless impracticable. The investigation will include
interviewing the complainant, the alleged victim (if different than the complainant), the alleged perpetrator and
such other person(s) nhamed by the complainant, alleged victim (if different than the complainant), or the
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alleged perpetrator who may have witnessed or have information pertaining to the incident. An opportunity will be
provided for all parties to be heard and present witnesses.

- Throughout the investigation the District will maintain on-going contact with the alleged victim. In determining
whether the alleged conduct constitutes a violation of this policy, the school principal or discrimination/harassment
complaint official shall consider the age and level of understanding of the student(s) involved, surrounding
circumstances, any relevant documents, the nature of the behavior, past incidents or past or continuing

patterns of behavior, the relationships between the parties involved, and the context in which the alleged incidents
occurred. Whether a particular action or incident constitutes Milford Public Schools a violation of the District’s
policy prohibiting discrimination or harassment based on the actual or perceived protected class status of a
student, employee or third party, requires a determination based on all of the facts and surrounding
circumstances. Given that victims often experience continuing effects of harassment in the educational setting,
during the investigative process the District will consider off-campus conduct to determine whether there is a
hostile environment on campus.

8. After completing the investigation, the school principal or discrimination/harassment complaint official will
conclude whether a violation of the policy has occurred or not; complete the written investigation report form and
send copies of the report to the discrimination/harassment complaint official, if the school principal is conducting
the investigation, the superintendent, the alleged victim (in addition to the complainant, if not the alleged victim)
and the alleged perpetrator. The report shall include:

- a statement of the allegations investigated;

- a summary of the steps taken to investigate the allegations;

- the findings of fact based on a preponderance of the evidence gathered;

- the District’s conclusion of whether discrimination or harassment did or did not occur;

- the disposition of the complaint;

- the rationale for the disposition of the complaint; and

- if the District concluded discrimination or harassment occurred, a description of the District’s response.

The school principal or the discrimination/harassment complaint official shall determine whether the allegations
have been substantiated as factual and whether they appear to be violations of this policy, using a preponderance
of the evidence standard. A “preponderance of the evidence” means that it is more likely than not that the alleged
conduct occurred.

If the complaint is supported, the report should recommend what action, if any, is required and will identify what
steps the District is going to take to prevent recurrence of any discrimination or harassment and to correct its
discriminatory effects on the complainant and others, if appropriate.

9. Formal disciplinary actions shall be imposed in the event that the preponderance of the evidence indicates that
the alleged conduct occurred. Any disciplinary action will be in accordance with due process rights under State law
and any applicable collective bargaining agreement. The seriousness of the offense, including the nature and
degree of harm caused, shall be considered when deciding the appropriate disciplinary action.

- If the person alleged to have violated this policy is a staff member, possible discipline includes, but is not limited
to, letters of reprimand, reassignment, and other disciplinary actions, including suspension or job termination.

- If the person alleged to have violated this policy is a student, possible discipline includes reprimand, classes or
instruction on appropriate behavior, counseling, class transfer, detention, suspension or expulsion, consistent with
the Student Code of Conduct.

- Any discipline of students will focus on changing behavior and ensuring that students learn about the impact of
their behaviors and attitudes. Possible remedial action includes:

o Interventions for the alleged victim, such as counseling, academic support, health services, assigning an escort
to allow the student to move safely between classes, and instruction on how to report other incidents of
harassment or discrimination.

o Training or other interventions for the larger school community to ensure that students, staff and parents
understand the types of behavior that constitute harassment or discrimination, and how to report it.

o Interventions for the individual who engaged in the conduct, such as parent notification, counseling, guidance,
education about the impact of the conduct, positive behavior support, referral to a student success team, transfer
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to alternative programs, denial of participation in extracurricular or co-curricular activities or other privileges, and
discipline.

- If it is established that the conduct involves a violation of law, report the matter immediately to the appropriate
law enforcement authorities.

10. Appeal Procedure

- The alleged victim (or complainant if different than the alleged victim) or alleged perpetrator has the right to
appeal the decision of the Superintendent in writing within two (2) school days after the decision is formally made.
The Superintendent of Schools will respond in writing to the alleged victim (or complainant if different than the
alleged victim) or alleged perpetrator within ten (10) school days.

III. Interim Measures

The Milford Public Schools shall take immediate steps to protect the alleged victim, alleged perpetrator, witnesses,
and the larger school community pending the completion of an investigation or the informal process and address
any ongoing harassment or discrimination. The District will take interim measures to prevent retaliation against
the reporting student and minimize the burden of such measures on complainants.

Examples of interim measures include, but are not limited to:

e Providing counseling services via the school adjustment counselor and/or school psychologist for both the
alleged victim and the alleged perpetrator;

* Providing academic support services;

e Ensuring no contact between the alleged victim and alleged perpetrator in District programs and activities (e.g.,
through stay away orders); the District will take care to minimize the burden of such steps on the alleged victim;
e Providing an alternate schedule to ensure that the alleged victim and alleged perpetrator do not attend the same
classes;

 Informing the alleged victim of how to report any recurring conduct or retaliation;

e Providing the alleged victim with alternative movement between classes and activities;

and

e Making community based referral to medical and counseling services.

In the case of alleged sexual assault, the school principal or the discrimination/harassment complaint official will
take additional steps as necessary to ensure the alleged victim is safe. This may include, for example, referring the
student to a rape crisis center, creating a safety plan and designating an individual at the site level to act as a
support person during the investigation. If the circumstances suggest a threat to others, the school principal or
the discrimination/harassment complaint official will ensure that the District informs relevant members of the
school community. This may include, for example, notifying parents and employees, if a student is sexually
assaulted on the way home from school, or notifying employees of areas where harassment or discrimination
frequently occurs.

IV. Referral to Law Enforcement and Other Agencies

Some alleged conduct may constitute both a violation of District policies and criminal activity. The school principal
or the discrimination/harassment complaint official will refer matters to law enforcement and other agencies as
appropriate under the law or District policy, and inform the complainant of the right to file a criminal complaint.

The school principal or the discrimination/harassment complaint official will follow this procedure regardless of
whether the alleged conduct is also being investigated by another agency, unless the fact finding process would
impede a law enforcement investigation. In such cases, the school principal or the discrimination/harassment
complaint official will determine whether interim measures to protect the well-being of the complainant and the
school community and prevent retaliation are needed while the law enforcement agency’s fact-gathering is in
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progress. Once notified that law enforcement has completed its gathering of evidence (not the ultimate outcome
of the investigation or the filing of any charges), the school principal or the discrimination/harassment complaint
official will promptly resume and complete the investigation.

Additionally, several behaviors listed as sexual harassment may also constitute physical or sexual abuse. Sexual
abuse is defined as any act or acts by any persons involving sexual molestation or exploitation of a child,
including, but not limited to incest, prostitution, rape, sodomy, or any lewd or lascivious conduct involving a child.
Thus, under certain circumstances, alleged harassment may also constitute physical and/or sexual abuse under
Massachusetts law. Such harassment or abuse is subject to the duties of mandatory reporting and must be
reported to the Department of Children and Families within twenty-four (24) hours of the time the educator
becomes aware of the suspected abuse. All school personnel are identified as being mandatory reporters.

V. Conflict of Interest

If there is a conflict of interest with respect to any party affected by this policy, appropriate accommodations will
be made, such as, but not limited to, appointing or contracting with a neutral third-party investigator to conduct
the investigation, or recusing from the process the person for whom a conflict or potential conflict of interest
exists.

VI. Retaliation

Retaliation in any form for the filing of a complaint, the reporting of discrimination, including harassment, or
participating in an investigation is prohibited. Retaliation includes, but is not limited to, any form of intimidation,
reprisal or harassment. If retaliation is established, it can be considered grounds for disciplinary action. Any
allegations of reprisal will be subject to the same kind of investigation and disciplinary action as described above.
The school principal or the discrimination/harassment complaint official will inform all involved individuals that
retaliation is prohibited, and that anyone who feels they have experienced harassment, coercion, intimidation, or
discrimination for filing a complaint or participating in the resolution process should inform the school principal or
the discrimination/harassment complaint official.

VII. Right to Alternative Complaint Procedures

In addition to the remedies set forth above, if you believe you have been subjected to harassment or
discrimination, you may file a formal complaint with the government agency or agencies set forth below. Using the
District complaint process does not prohibit you from filing a complaint with these agencies. Each of the agencies
has a short time period for filing a claim.

A. Students
If you believe you have been subjected to harassment or discrimination, you may file a formal complaint with:

Massachusetts Department of Elementary and Secondary Education

Program Quality Assurance Services

75 Pleasant Street, Malden, MA 02148-4906
Phone: (781) 338-3700

FAX: (781) 338-3710

Email: compliance@doe.mass.edu

The time period for filing a claim is one year from the action.
United States Department of Education
Office for Civil Rights ("OCR")

5 Post Office Square

Boston, MA 02109

tel. (617) 289-0111
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The time period for filing a claim with the United States Department of Education Office for Civil Rights is 180

days.

B. Employees
If you believe you have been subjected to harassment or discrimination, you may file a formal complaint with
either or both of the government agencies set forth below:

1. United States Equal Employment
Opportunity Commission ("EEOC")
JFK Federal Building, Room 475
Boston, MA 02203

tel. (800) 669-4000

The time period for filing a claim with the EEOC is 180 days.

2. Massachusetts Commission

Against Discrimination ("MCAD")

Boston Office Springfield Office

One Ashburton Place, Rm. 601 436 Dwight Street, Rm. 220
Boston, MA 02108 Springfield, MA 01103

(617) 994-6000 (413) 739-2145

The time period for filing a claim with the MCAD is 300 days.

Approved MSC: 2/7/02
Amended MSC: 11/16/17

NON-DISCRIMINATION NOTICE and CIVIL RIGHTS AND SAFETY INFORMATION FOR

SCHOOL PERSONNEL, PARENTS, AND STUDENTS

The Milford Public Schools have been working on a variety of strategies to ensure the safety of all of our school
community.

One of those strategies is to build an increasing awareness and understanding in all of us of those civil rights
granted to us by law, such as those summarized below:

Title I of the Americans with Disabilities Act of 1990: Prohibits discrimination, exclusion from
participation, and denial of benefits on the basis of disability in the areas of employment.

Title II of the Americans with Disabilities Act of 1990: Prohibits discrimination, exclusion from
participation, and denial of benefits on the basis of disability in the areas of educational programming.

Title IX of the Education Amendments of 1972: Prohibits discrimination, exclusion from
participation, and denial of benefits in educational programs on the basis of sex.

Title VI of the Civil Rights Act of 1964: Prohibits discrimination, exclusion from participation, and
denial of benefits based on race, color, or national origin.

Section 504 of the Rehabilitation Act of 1973: Prohibits discrimination, exclusion from
participation, and denial of benefits based on disability.
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e MGL, Ch. 76, Section 5 of the Massachusetts General Laws Chapter 76, Section 5: Prohibits
discrimination in all public schools on the basis of race, color, sex, gender identity, religion, national
origin or sexual orientation.

As an educational institution, the Milford Public School district is committed to creating and maintaining schools
preventing discrimination of all types. At the same time ensure the health and safety of all who work and learn
within our schools.

Statement

It is the role of the Milford Public Schools to provide a safe and secure learning environment for all its students
without distinction based on race, color, sex, religion, ethnicity, national origin, disability, gender identity,
pregnancy or pregnancy related conditions, sexual orientation or homelessness. Discrimination, sexual and
bias-motivated harassment, and violations of civil rights disrupt the educational process and will not be
tolerated.

It shall be a violation for any pupil, teacher, administrator or other school personnel to engage in sexual or
bias-related harassment (referred to as “wrongful harassment”) or violate the civil rights of any pupil, teacher,
administrator, or other school personnel. Any conduct rising to level of a particularly serious infraction will
result in referral to law enforcement agencies.

The School will act to investigate all complaints, formal or informal, verbal or written, of sexual or bias-related
harassment or violations of civil rights and to take appropriate action against any pupil, teacher, administrator,
or other school personnel who is found in violation

Scope of Application

This notice applies to bias crimes, civil rights violations, bias incidents, and bias-related harassments occurring on
school premises or property, or in the course of school-sponsored activities, including those outside of school if
there is a detrimental effect on the school or educational environment.

Commitment to Prevention

This institution is committed to prevention, remediation, and accurate reporting of bias incidents and civil rights
violations, to the end that all students can enjoy the advantages of a safe and tolerant learning environment
where individual differences are respected. The school undertakes to engage in activities and programming
such as training of all school personnel, intended to foster respect for diversity, civil rights, and non-violence in
school settings.

Low Tolerance for Known Civil Rights Violations: Required Reporting and Intervention to Stop
Harassment

a. School employees must intervene in ongoing civil rights violations and episodes of wrongful harassment
whenever witnessed or reported; to the extent intervention can be done safely. School employees must
report a civil rights violation or episode of wrongful harassment to the building civil rights administrator.
Once reported, the building civil rights administrator will prepare written documentation of the event. The
building civil rights administrator must intervene in ongoing matters of civil rights violations and episodes
of wrongful harassment, summoning assistance as necessary.
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b. The primary objective of school intervention in a civil rights matter is to put a swift end to, and prevent any
recurrence of, any wrongful conduct, so as to ensure the safety of all students and a school environment
free of wrongful harassment and civil rights violations. Intervention should be undertaken immediately, as
needed on a short-term basis, and more comprehensively once a civil rights violation has been found to
occur. The school will take all necessary steps within its authority to implement the objective of stopping
continuing civil rights violations and wrongful harassment, and restoring and preserving an environment
free of such conduct.

c. Effective, and if need be escalating, measures should be used to definitively stop harassment and violence.
School officials should immediately consider and use regular administrative actions to defuse a civil rights
or wrongful harassment situation wherever possible. Relevant school disciplinary hearings should begin and
proceed on an expedited basis where there is a threat of ongoing interference with civil rights. Disciplinary
action appropriate to the offender’s conduct should be taken when a violation is found. Potential criminal
conduct should be reported to law enforcement, and legal remedies pursued as necessary to protect civil
rights.

Designation of Civil Rights Administrators

The Principal (herein referred to as the designee) of each school in the Milford Public Schools will have the
responsibility to respond to matters of civil rights that arise in the school setting. The Principal shall accept the
responsibility to receive reports and complaints of civil rights violations from students, faculty or staff. In
conjunction with the Assistant Superintendent of Schools, the Principal will take responsibility for upholding
school civil rights and safety policies. The Principal will also serve as a liaison with law enforcement agencies,
and assist the Superintendent of Schools in making referrals of possible criminal matter to law enforcement.

Identification of Prohibited Conduct
a. Definitions

i) BIAS INCIDENT means any act, including conduct or speech, directed at or which occurs to a
person or property because of actual or perceived race, color, sex, religion, ethnicity, national
origin, disability, gender identity, pregnancy or pregnancy related conditions or sexual orientation or
homelessness. A bias incident may or may not be a criminal act.

ii.) BIAS INDICATORS are objective facts and circumstances, which suggest that an action was
motivated in whole or in part by a particular type of bias.

iii.) BIAS MOTIVES recognized by Massachusetts’s law as causing hate crimes include prejudice based
on race, color, sex, religion, ethnicity, national origin, disability, gender identity, pregnancy or
pregnancy related conditions, sexual orientation or homelessness.

iv.) CIVIL RIGHTS VIOLATIONS involve interfering by threats, intimidation, or coercion, with
someone’s enjoyment of constitutional or statutory rights. Rights protected against interference
include non-discrimination in access to advantages and privileges of a public school education. The
term “civil rights violation” also covers bias-related and sexual harassment and bias crimes.

v.) DISCRIMINATION consists of actions taken against another(s), which treat them unequally
because of race, color, sex, religion, ethnicity, national origin, disability, gender identity, pregnancy
or pregnancy related conditions, sexual orientation or homelessness.

vi.) HARASSMENT consists of unwelcome verbal, written or physical conduct targeting specific
person(s), which is sufficiently severe, persistent, or pervasive to create an intimidating, hostile,
humiliating, or offensive school environment, or substantially interfere with the progress of a
student's education:
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vii.)

viii.)

ix.)

(1) BIAS-RELATED HARASSMENT will present bias indicators, most commonly epithets:
name-calling derogatory to a particular racial, religious, or sexual orientation group;

(2) SEXUAL HARASSMENT covers instances of physical or verbal conduct of a sexual nature, not
limited to but including sexual advances, which foster a hostile educational environment for the
victim.

HATE CRIMES include any criminal acts, as defined in M.G.L. ¢ 22C, sec 32, to which recognized
types of bias motives is an evident contributing factor. Criminal bias-motivated conduct entails, at a
minimum, threats. Criminal conduct includes acts putting someone in fear of immediate physical harm
(assaults), and actual physical violence (assault and battery), and grows most serious if a victim
suffers any bodily injury.

HOSTILE ENVIRONMENT exists when a student has been or is subjected to threats, intimidation, or
coercion by another (or others) or is reasonably in fear for his or her safety. Whether a school
environment has become hostile must be evaluated based on the totality of the circumstances.
Repeated instances of bias-related and sexual harassment create a hostile environment for the victim.
A single act of harassment can also create a hostile or intimidating environment if sufficiently severe. A
hostile environment does not necessarily entail that a student exhibits quantifiable harm, such as a
drop in grades.

STALKING, as prohibited by M.G.L. c265, sec 43, consists of intentional conduct involving (1) two or
more acts directed at a specific person, (2) which would cause a reasonable person substantial distress,
(3) where the perpetrator has more threats causing the targeted person fear of death or injury.

b. Common Bias Indicators:

i)
ii.)

Bias-related comments or epithets
Bias-related markings, drawings, or graffiti

iii.)  Use of bias-related symbols
iv.)  No clear economic motive for an assault and battery

v:)

Crime involving disproportionate cruelty or brutality

vi.) Offender history of crimes with similar motives and victims of the same group

c. Examples of Civil Rights Violations and Bias Incidents:

i)

Unwelcome verbal, written, or physical conduct directed at the characteristics of a person’s race or
color, such as nicknames emphasizing stereotypes, racial slurs, comments on manner or speaking,
and negative references to racial customs (racial and color harassment).

Unwelcome verbal, written, or physical conduct, directed at the characteristics of a person’s
religion, such as derogatory comments regarding surnames, religious tradition, or religious clothing,
or religious slurs, or graffiti. (religious harassment)

iii.) Conduct directed at the characteristics of a person’s national origin, such as negative comments

regarding surnames, manner of speaking, customs, language, or ethnic slurs. (national origin
harassment)

iv.) Conduct directed at the characteristics of a person’s sexual orientation — actual, perceived, or

asserted — such as negative name-calling and imitating mannerisms. (sexual orientation
harassment)
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V.) Conduct directed at the characteristics of a person’s disabling condition, such as imitating manner
of speech or movement, or interference with necessary equipment (disability harassment).

vi.)  Physical conduct putting someone in fear of imminent harm, coupled with nhame-calling of a bigoted
nature (crime of assault)

vil.) Repeated, purposeful following of someone, coupled with evident bias against the victim’s actual or
perceived group status (civil rights violation or crime of stalking).

viii.) Painting swastikas on walls or other public or private property (crime of vandalism.)

ix.) Hitting someone because of his or her actual or perceived group status (crime of battery).

Procedures for Responding to and Investigating Incidents

b.

C.

d.

Whenever a staff person witnesses, or some third party reports a possible civil rights violation, the school’s
designated civil rights administrator must be notified. The school’s civil rights designee, in conjunction
with school safety personnel and the principal, should immediately begin an investigation. In an
emergency, 911 must be called.

A student coming forward to report a civil rights or wrongful harassment violation s/he has experienced
should be directed to the school’s designated civil rights administrator, after any emergency needs are
attended. Consideration should be given to whether any immediate or interim steps are necessary to
ensure the safety of and avert retaliation against the complainant.

The investigation must determine whether a civil rights or wrongful harassment violation has in fact
occurred. An immediate aim of the investigation should be preservation and gathering of evidence from the
scene of an incident. Bias-related graffiti should be photographed then removed. The investigator should
seek to interview all victims and witnesses at the scene, or as soon thereafter as possible, then interview
others who may have relevant knowledge as well. The investigation may also consist of any other methods
and documents deemed relevant and useful.

All the circumstances as found should be carefully evaluated for the presence of bias indicators that would
characterize the matter as a civil rights violation. The investigation should make a finding as to whether a
civil rights or wrongful harassment infraction in violation of this policy has occurred.

Consequences for Civil Rights Violations and Failures to Act as Required

Non-disciplinary corrective actions:

Potential civil rights or wrongful harassment violations can be addressed with steps that are not punitive in

b.

character, without the necessity of disciplinary proceedings. These steps generally lie within the ordinary
discretion of principals and school officials. Examples of nondisciplinary actions that may be appropriate in
some instances include counseling, assignment to participate in a diversity awareness training program,
separating offender and victim, parent conferences, and special work assignments such as a composition
on a civil rights-related subject.

Disciplinary Proceedings

Violations of the civil rights or wrongful harassment of a student or school employee which are found to have

occurred may warrant the imposition of sanctions up to and including suspension and expulsion (for
students), and suspension or termination (for employees). Disciplinary actions will be taken toward the
goals of eliminating the offending conduct, preventing reoccurrence, and reestablishing a school
environment conducive for the victim to learn. The school may consider completion of a youth diversion
program as a sanction for student violators, standing alone or in conjunction with other disciplinary
actions, for violations of civil rights or wrongful harassment.

Failure to Act by Administrators and Teachers
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Administrators and teachers have a duty to act to stop witnessed sexual or bias harassment and hate crimes, as
safely as can be done; and report occurrences to the civil rights administrators and sometimes the police.
A clear failure to act as this policy would direct might result in dismiss action. The school administration will
develop further sanctions and actions to address repeated instances of a failure to act in accordance with
this policy.
Commitment to Non-Retaliation

To secure the unimpeded reporting of bias activity called for in this notice, the Milford Public Schools will deal
seriously with any and all threats or acts of retaliation for the good faith filing of a complaint. Actual or
threatened retaliation for the reporting of a civil rights matter constitutes a separate and additional disciplinary
infraction warranting corrective actions. Staff will monitor the situations of victims/complainants carefully to
ensure that no threats or acts of reprisal are made. Appropriate and immediate non-disciplinary administrative
actions to mitigate possible or actual retaliation may also be taken; to the extent administrators have
discretion to act.

Referral to Law Enforcement

Whenever a school employee has reason to believe that a potential hate crime has been, or is about to be
committed, s/he should notify the school civil rights designee and, especially in an emergency, the local police.
The civil rights designee has chief responsibility for notifying the police of potential hate crimes in
non-emergency situations; the referral is mandatory whenever a probable hate crime is at issue.
Documentation Requirements

a. Record keeping

The designated civil rights administrator will be responsible for keeping records of all civil rights violations and
hate crimes reported for the school. These records shall be confidential and grouped according to school
year and grade. In addition to recording the particulars of the incident itself, the system should record the
actions taken in response and the results of the investigation and intervention. The civil rights
administrator shall keep this information gathered at a central place. The retention of records will be
consistent with the M.G.L. on student records.

b. Monitoring and Tracking to Identify Patterns

Records should be maintained so as to permit administrators to detect patterns in civil rights violations, repeat
offenders, and problem locations. Responsive action should be tailored based on the pattern information
that records reveal.

8. Dissemination of Information and Training

a. This notice shall be conspicuously posted throughout each school building in areas accessible to pupils and
staff members.

b. This notice shall appear in the faculty and student handbook.

¢. The School District will provide instruction in the provisions of this notice to teachers, other employees,
and students.

d. This notice shall be reviewed at least annually for compliance with state and federal law.

Additional Information: Section 504 of the Rehabilitation Act
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Section 504 of the Rehabilitation Act of 1973 prohibits discrimination against persons with a disability in any
program receiving federal financial assistance. In order to fulfill obligations under Section 504, the Milford
Public School district has the responsibility to avoid discrimination in policies and practices regarding its
personnel and students. No discrimination against any person with a disability should knowingly be permitted
in any program and practices of the school system.

The Milford Public Schools has the responsibility under Section 504 to identify, evaluate, and if the student is
determined to be eligible under Section 504, to afford access to appropriate educational services.

If the parent or guardian disagrees with the determination made by the professional staff of the school district,
s/he has the right to a hearing with an impartial officer.

The Family Educational Rights and Privacy Act (FERPA) also specifies rights related to educational needs. This Act
gives the parents or guardian the right to: (1) inspect and review his/her child’s educational records; (2) make
copies of these records; (3) receive a list of the individuals having access to those records; (4) ask for an
explanation of any item in the records; (5) ask for an amendment to any report on grounds it is inaccurate,
misleading, or violates the child’s rights; and (6) request a hearing on the issue if the school refuses to make
the amendment.

Questions should be directed to the designated Section 504 Coordinator.

Additional Information: NOTICE OF NON-DISCRIMINATION

The Milford Public School district is committed to compliance with the Americans with Disabilities Act (ADA). The
district intends to ensure that individuals with disabilities whether they are employed, apply for a position, or
visit facilities within the schools are treated fairly and given an equal opportunity to access facilities, programs,
activities, and employment.

It is unlawful for the Milford Public School district to discriminate on the basis of disability against a qualified
individual with a disability in regard to:

(a) recruitment, advertising job application, and employment procedures;

(b) hiring, upgrading, promotion, award of tenure, demotion, transfer, layoff, termination, right of return from
layoff, and rehiring;

(c) rates of pay or any other form of compensation and changes in compensation;

(d) job assignments, job classifications, organizational structures, position descriptions, lines of progression,
and seniority lists;

(e) leaves of absence, sick leave, or any other leave;

(f) fringe benefits available by virtue of employment, whether or not administered by the covered entity;

(9) selection and financial support for training including apprenticeships, professional meetings, conferences,
and other related activities and election for leaves of absence to pursue training;

(h) activities sponsored by a covered entity including social and recreational programs; and

(i) any other term, condition, or privilege of employment.

The Milford Public Schools will not isolate individuals with disabilities, discriminate on the basis of disabilities
through contracts, avoid using qualification standards, criteria, methods of administration or tests that
discriminate against individuals with disabilities, avoid making unreasonable accommodation to an otherwise
qualified individual with a disability.

The ADA requires that the district focus on the ability not the disability of the individual. The Milford Public School
district will consider reasonable accommodations providing the individual can perform essential functions of
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the position. It is not required, however, to give preferential treatment to individuals with disabilities or lower
the expected standards of performance.

The Milford Public Schools are committed to meeting the intent and spirit of ADA. All employees are urged to help
meet this goal. If anyone believes that the Milford Public Schools has discriminated against him/her or
someone else on the basis of disability, or if anyone has questions or concerns about the school system’s
responsibilities in this regard, please contact the Section 504/ADA Coordinator.

APPENDICES TO POLICY

Responsibilities of School Personnel and Students in Relation to Witnessed or Reported Bias
Incidents

1. All Personnel and Students

i) Report bias incidents and civil rights violations to school civil rights administrator.

ii.) Be familiar with basic facts about hate and hate crimes, so as to be able to identify bias
incidents and have an understanding of the dynamics.

iii.)  Challenge biased attitudes and behavior whenever encountered in school and outside.

iv.) Reports hate crimes to police, and summon help in an emergency.

V.) Uphold school civil rights and safety policies and remain vigilant and alert for violations.

vi.) Take responsibility so as to make a difference in stopping hate, finding and creating individual and
group opportunities for action and involvement.

2. Teachers Only

i) Set guidelines for classroom behavior to avoid hurt feelings and promote respect.

ii.) Respond to and challenge insensitive behaviors like name calling and exclusion of children who
are different

iii.)  Instruct against hate and prejudice, where this message is apropos to classroom subjects and
lessons.

iv.) Look for and help implement proactive programs and strategies to promote tolerance and stop
hate conduct.

3. School Staff Specifically

i) Challenge and try to stop bias incidents when witnessed or encountered in progress if a safe
opportunity is presented.

4. Civil Rights Designees Specifically

i) Be available to receive reports of civil rights violations from students, faculty and other
administrators.

ii.) Respond promptly to a report of a civil rights violation by intervening if possible, ensuring that
students are safe and free from harassment, and by starting an investigation and quickly ascertaining
the facts.

iii.) Put a stop to ongoing harassment immediately and effectively, and refer victims to support
services and resources available in the area.

iv.) Take remedial, corrective, and disciplinary action as the circumstances established by the
investigation, school policies, and the Code of Conduct, warrant.

V.) Take steps to avert retaliation against students who report civil rights violations, and act
immediately to ensure student safety and freedom from harassment.

vi.) Communicate and coordinate efforts with police on a regular, ongoing basis, and develop a
working partnership with police officers assigned to schools and civil rights issues.
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vii.)  Undergo specialized training to maintain knowledge of hate crimes and civil rights issues as they
affect schools.

viii.) Coordinate school prevention programming and activities, drawing on available resources and
tools.

Federal and Massachusetts Laws Bearing on Harassment and Bias
Crimes in School Settings

(a) Title VI, 42 U.S.C. Sec. 2000 et seq. (prohibition of discrimination based on race, color or national origin)

(b) Title IX, 20 U.S.C. Sec. 168 et seq. (prohibition of discrimination based on sex or gender.

(c) Title IT of the Americans with Disabilities Act, 42 U.S.C. Sec. 12134 (prohibition of discrimination based on
disability)

(d) G.L. c. 71, Sec. 37H (student handbooks required to state disciplinary measures applicable to “violations of
other students’ civil rights)

(e) G.L. c. 76, Sec 5 (prohibition of discrimination “on account of race, color, sex, religion, national origin or sexual
orientation”, in access to “advantages, privileges and course of study of [local] public school”.)

(f) G.L. c. 151C (Fair Education Practices Act, includes prohibition of sexual harassment)

(g) G.L. c. 214m /sec, 1B (right of privacy)

(h) G.L. c. 214. Sec 1C (right of freedom from sexual harassment)

(i) G.L. c. 12, Sec 11H and 11I (prohibition of treats, intimidation, or coercion interfering with someone’s legal
rights)

(3) G.L. c. 265, Sec. 37 (criminal penalties for the use of force or treats to interfere with someone’s legal rights)

(k) G.L. c. 265, Sec 39 (increasing penalties for assaults, batteries, and property damage motivated by bias on
grounds of race religion, ethnicity, disability and sexual orientation)

(1) G.L. c. 266, Sec 127A (criminal penalties for vandalism of a school)

Technology Responsible Use Policy
The Milford Public Schools shall provide access for employees and students to the computer system/network,
including access to external networks, for limited educational purposes. Educational purposes shall be defined as
classroom activities, career and professional development, and high quality self-discovery activities of an
educational nature. The purpose of the system/network is to assist in preparing students for success in the
classroom by providing access to a wide range of information and the ability to communicate with others. The
system/network will be used to increase communication (staff, parent, and student), enhance productivity, and
assist staff in upgrading existing skills and acquiring new skills through a broader exchange of information. The
system/network will also be utilized to provide information to the community, including parents, governmental
agencies, and businesses.

Availability

The Director of Technology, Digital Learning and Innovation shall be responsible for implementing, monitoring, and
evaluating the district's system/network for instructional and administrative purposes.

Access to the system/network, including external networks, shall be made available to employees and students for
instructional and administrative purposes and in accordance with administrative regulations and procedures.

Access to the system/network is a privilege, not a right. All users shall be required to acknowledge receipt and
understanding of all administrative regulations and procedures governing use of the system and shall agree in
writing to comply with such regulations and procedures. Noncompliance with applicable regulations and
procedures may result in suspension or termination of user privileges and other disciplinary actions consistent with
the policies of the Milford Public Schools. Violations of law may result in criminal prosecution as well as
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disciplinary action by the Milford Public Schools.

Acceptable Use
The Central Administration shall develop and implement administrative regulations, procedures, and user

agreements, consistent with the purposes and mission of the Milford Public Schools as well as with law and policy
governing intellectual property.

Monitored Use

Electronic mail transmissions and other use of electronic resources by students and employees shall not be
considered confidential and may be monitored at any time by designated staff to ensure appropriate use for
instructional and administrative purposes. Internet use will be monitored and filtered so that users are not
accessing inappropriate material.

Liability

The Milford Public Schools shall not be liable for users' inappropriate use of electronic resources or violations of
copyright restrictions, users' mistakes or negligence, or costs incurred by users.

Administrative Pr res for Implementation

1. Commercial use of the system/network is prohibited.

2. Targeted and/or cyber bullying using of the system/network is prohibited and will be investigated following
school and district policies.

3. The district will link the Acceptable Use Policy and Procedures to the district website.

4. Copyrighted software or data shall not be placed on the district system/network without permission from the
system administrator.

5. Access to the network will be granted to employees with the understanding of reading this acceptable use
policy and signed agreement of reading.

6. Access will be granted to students with a signed access agreement and permission of the building administrator
or designee(s).

7. Students completing required course work would have first priority for after hour's use of equipment.

8. Principals or their designee will be responsible for disseminating and enforcing policies and procedures in the
building(s) under their control.

9. Principals or their designee will ensure that all users complete and sign an agreement to abide by policies and
procedures regarding use of the system/network. All such agreements are to be maintained at the building level.
10. The system/network may not be used for illegal purposes, in support of illegal activities, or for any activity
prohibited by district policy.

11. Deliberate attempts to degrade or disrupt system performance may be viewed as violations of district policy
and/or criminal activity under applicable state and federal laws.

12. Vandalism will result in the cancellation of system privileges and will require restitution for costs associated
with hardware, software, and system restoration.

13. Attempts to read, delete, copy, or modify the electronic mail of other users or to interfere with the ability of
other users to send/receive electronic mail is prohibited.

14. Pretending to be someone else when sending/receiving messages is prohibited.

15. Transmitting or viewing obscene material is prohibited.

16. Revealing the personal information (addresses, phone numbers, etc.) of others without their consent is
prohibited.

17. The photographing and transmitting the images of others without their consent is prohibited.

18. The district will cooperate fully with local, state, or federal officials in an investigation concerning or relating to
misuse of the district's system/network.

Milford Publi hools Network R nsibl idelin
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The Milford Public School District believes the use of computer networked services, email, and the Internet are an
integral part of an engaging, student-centered, and collaborative learning environment. It is understood that all of
our computer networked services are provided exclusively for educational purposes.

The Milford Public Schools filters and monitors all internet traffic for the purpose of safeguarding staff and
students from harmful content. Milford Public Schools is aware that not all inappropriate content can be filtered
and the District will make every effort to correct any known gaps in the filtering of information. The Milford Public
Schools also provides supervision and education related to appropriate online behavior, including interacting with
other individuals on social networking websites and in chat rooms, and regarding cyber bullying awareness and
response.

The district encourages parents/guardians to supervise their child(ren) when using technology from home.

Academic Integrity

Use of district networked technology in Milford Public Schools requires adherence to a set of standards which
include the expectation that no student will engage in the following behaviors as defined by the course teacher.
e Cheating

e Plagiarism

e Fabrication

e Obtaining an unfair advantage

e Aiding and abetting dishonesty

e Falsification of records and official documents

e Unauthorized access to academic or administrative records/systems

If a student is unclear as to whether or not his or her actions are in violation of the policy, then it is that student’s
responsibility to clarify and ambiguities with the appropriate instructor before violation is discovered by technology
or school administration.

Adopted MSC: 5/9/13

Revised MSC: 5/23/13

Amended MSC: 11/2/17

Responsible Use Guideline Sign Off

As a Milford Public Schools student, I understand that the use of school network and email is a privilege, not an
entitlement. I understand my school network and email accounts are owned by MPS and are not private. Milford
Public Schools has the right to access my information at any time. I understand that MPS administrators will
decide what conduct is inappropriate use if such conduct is not specified in this agreement. I will use technology
in @ manner that complies with laws of the United States and the Commonwealth of Massachusetts. I understand
that I am to notify an adult immediately if I encounter material that violates appropriate use.

I understand and will abide by the Responsible Use Guidelines above. I will use the Milford Public Schools
technology resources productively and responsibly for school-related purposes. I will not use any technology
resources in such a way that would disrupt the activities of other users. I will use and maintain any device
assigned to me in accordance with the Individual Device Agreement. I understand that consequences of my
actions could include possible loss of technology privileges and/or school disciplinary action as stated in the Code
of Conduct and/or prosecution under state and federal law.

Complete a Digital Acknowledgement of this form online at http://goo.gl/forms/xkJ7a5IH3L
Or complete the next section below and return to school.

User Agreement for Participation in an Electronic Communications System
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This user agreement must be renewed each academic year.

Users Name:

School:

I have read the district's Acceptable Use Policy and Administrative Procedures and agree to abide by their
provisions. I understand that violation of these provisions may result in disciplinary action including but not limited
to suspension or revocation of privileges, suspension or expulsion from school, termination of employment, and
criminal prosecution.

Signature:

Parent/Guardian Sponsor:

I have read the district's Acceptable Use Policy and Administrative Procedures. In consideration
for the privilege of using the district's system/network, and in consideration for having access to
the public networks, I hereby release the district, its operators, and institutions with which they
are affiliated from any and all claims and damages of any nature arising from my child's use of,
or inability to use, the system/network, including, without limitation, the type of damage
identified in the district's policy and administrative procedures.

MILFORD PUBLIC SCHOOLS COORDINATORS 2021-2022

Title VI — Kevin Mclntyre, Coordinator

Title I - Carol Svirsky, Coordinator

Title IX — Kevin Mclntyre, Coordinator

Section 504 — Lisa Kingkade, Section 504 Coordinator

MEMORANDUM OF UNDERSTANDING
RE: COMMUNICATION PROTOCOL INVOLVING THE SCHOOLS AND THE POLICE

GENERAL PROCEDURES

The Milford Public Schools and the Milford Police agree to coordinate their response to violent criminal acts,
serious delinquent behavior and improper alcohol drug use, that occur on school premises or at school-sponsored
or school-related events. This initiative is designed to ensure a safe and secure school environment for all
students, to foster a “zero tolerance” attitude regarding the illegal use of drugs or alcohol, weapons, and violence
and to provide teachers and parents with confidence that there is a consistent, cooperative effort by appropriate
officials to prevent crime in the Milford School system.

It continues to remain the sole prerogative of school officials to impose discipline for infractions of school rules
and policies.

The school agrees that reference to this Memorandum shall be made in the school handbook providing a written
code of conduct pursuant to M.G.L. Chapter 71, Section 37H.
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Schools, police, prosecutors, probation officers and social service professionals must share information so that the
Criminal Justice System can prioritize prosecution of those cases involving individuals most likely to pose a threat
to the community and identify other children in the court system who are in need of support services.

OBJECTIVES

A. To provide a system of prompt reporting to law enforcement of any violent criminal acts or serious
delinquent behavior.

B. To implement a court team approach for sharing information regarding the behavior and background of
students appearing before the court system and to coordinate responses to criminal/delinquent behavior.

C. To provide available programs for at-risk youths.

D. To establish and work with an advisory committee which can include representatives of the school age
population, local police, clergy, parents, teachers, school administrators and community agency
representatives which shall make recommendations to appropriate school officials and parent groups
regarding more effective ways to promote an awareness of the dangers of drug abuse and sound
preventative measures.

PROCEDURES

While acknowledging that school officials are not agents of the police or the Commonwealth and that the
Commonwealth and the police are not agents of the school, the school and police agree to coordinate their efforts
for reporting criminal/delinquent behavior.

A. The Superintendent of Schools and the school principals are responsible for reporting acts. The
Police Chief shall designate an officer (or officers) to coordinate all reported acts.

A mandated reportable act shall include:
1. Any serious incident of assault, destruction of property, or theft;
2. Violation of a restraining order;
3. Possession of a firearm or other illegal weapon;
4. Tllegal possession, actual or constructive, or the sale or distribution of what is
reasonably believed to be a controlled substance as defined by state law;
5. The sale or distribution of a drug which is believed to be a controlled substance under
state law.
A discretionary reportable act shall include, but not limited to:
1. Any student’s violation of a state criminal statute which warrants reporting, but is not
as serious as a mandatory reportable act; and
2. Finding any student, regardless of age, who is reasonably believed to be under the
influence of alcohol or drugs.

B. Any teacher or other school employee who has reasonable grounds to believe that a student has
committed a mandatory or discretionary reportable act, as defined above, shall report the student to the
Principal or Superintendent.

C. The Principal/Superintendent shall inform the student and his/her parent or guardian of the nature of the
offense and that certain offenses must be reported to the police. The Principal/Superintendent may offer
the student the opportunity to respond to the report.

D. The Principal/Superintendent shall in the case of a mandatory reportable act notify the police of the
incident and the existence of any physical evidence. In addition, the Principal/Superintendent will comply
with M.G.L. Chapter 71; section 37L, requiring that an incident involving a student possession or use of a
dangerous weapon on school premises at any time be reported in writing to the Chief of Police.

E. Any incident which involves the possibility of serious injury should be reported immediately to the Police
Department by reporting directly to an officer assigned to the school or calling 911 and notifying the
department that it is an emergency school incident.
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F. In a non-emergency situation, where there is no threat of serious physical harm, the crime/delinquent
behavior should be reported to the Police Department. The department will then investigate the incident.
After this investigation, where appropriate, an application for a delinquency complaint will be made to the
Milford Juvenile Court (or in some cases to the Milford District Court, adult session.)

G. It is often that school personnel cooperate further with police after a complaint is made. This may require
giving a statement to the police and, on occasion, testify in court.
H. School personnel are permitted to search a student’s clothing, personal possessions, or locker at the

direction of the Principal/Superintendent if there is a reasonable basis for believing that the student is
concealing material the possession of which is prohibited by federal, state or local law, or the provisions of
the School Discipline Code.

L. The Principal/Superintendent shall inform students in writing at the beginning of each school year of this
practice. The Principal/Superintendent should keep record of such searches, detailing time, place, reasons,
and witnesses.

J. Upon notification from the Principal/Superintendent, police shall respond in cases of mandatory reportable
acts and may respond in other cases.
K. Those student offenders who have reached their seventeenth birthday will be prosecuted through the

regular court system. Non-students involved in such behavior occurring in school premises or at school
events are also to be reported pursuant to this agreement.

CONCLUSION

The Milford Police Department and the Milford Public Schools are committed to safe schools. The immediate
reporting, prompt investigation and speedy prosecution of serious criminal conduct will help to provide the secure
environment which each student deserves and will send Milford students and their families an appropriate
message that criminal behavior will not be tolerated.

BULLYING
L. Policy
A. It is the policy of the Milford Public School District to take pro-active, reasonable measures

designed to provide a learning and working atmosphere for students, employees and other members of
the school community that is free from sexual harassment, bullying, and hazing intimidation. These
terms are referenced herein as “harassment,” which is more particularly defined below. The District in
the strongest possible terms condemns harassment, whether based on race, color, religion, national
origin, age, gender, gender identity, sexual orientation, disability, homelessness, military or veteran
status or any other reason.

B. It is a violation of policy for any administrator, teacher or other employee, or any student or other
member of the school community, to engage in or condone harassment in school, on school grounds, or
at or in a school-related function, activity, communication or contact, or to fail to report or otherwise
take reasonable corrective measures when they become aware of an incident of harassment.

C. This policy is not designed or intended to, nor shall it, limit the school’s authority to take
disciplinary action or to take remedial action when such harassment occurs out of school, but otherwise
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has a sufficient nexus to school under applicable law, or is disruptive to an employee’s or student’s work
or participation in school-related activities.

Harassment, including but not limited to cyber-bullying by electronic or other means, occurring in
or out of school will be reviewed, and, when there has been established a sufficient nexus to school or
school-related work, may result in discipline.

D. It is the responsibility of every employee, student, and parent to recognize acts of harassment
and take reasonable action to see that the applicable policies and procedures of this school district are
implemented. All members of the school community are and must act as partners in such efforts if we
are to have any reasonable chance of success in preventing or minimizing activity of this type, which is
harmful to both the victim and the perpetrator. The children attending our schools are in critical,
formative stages of their lives. To the extent that we, working together, are able to show them a better
way, they will reap immeasurable, lifelong benefits.

E. Any employee or student who believes that he or she has been subjected to harassment has the
right to file a complaint and to receive reasonably prompt and appropriate handling of the complaint.
While proper enforcement of this policy foreseeably may require disclosure of any or all information
received, all reasonable efforts will be made to maintain confidentiality to the extent consistent with such
enforcement and applicable provisions of law and regulations.

F The Building Principal shall be responsible for assisting employees and students seeking guidance
or support in addressing matters relating to any form of harassment.

II. Prohibition and Definitions

Harassment, including bullying, may take a variety of forms. It is utterly unacceptable in a school or
work environment. As a result, no student, employee or other member of the Milford School community
shall be subjected to harassment, intimidation, bullying, or cyber-bullying.

A. “Harassment,” including “Bullying,” the latter including but not limited to “cyber-bullying,” as used
in this policy means an unwelcome written, electronic, verbal or physical communication, act or gesture
which: (1) reasonably causes a student or employee to feel coerced, intimidated, harassed or threatened
and (2) under the circumstances foreseeably may cause: (a) a reasonable person to suffer physical or
emotional harm, or (b) damage to a student’s or employee’s property, or (c) a disruptive or hostile
school environment. The behavior must interfere with an employee’s ability to perform his or her duties
or with a student’s academic performance or ability to learn, or interfere with a student’s ability to
participate in or benefit from services, activities, or privileges:

1. that are being offered by or through the school district; or

2. during any district-related educational program or activity; or

3. while in school, on or using school district property or equipment, in a school vehicle, on a
school bus, at school-designated bus stops, at school-sponsored activities, at school-sanctioned
events; or

4. through the use of data, telephone or computer software that is accessed through a computer,
computer system, or computer network or any public education institute related to or provided
or facilitated by the district; or

5. in circumstances otherwise having a sufficient nexus with the school district.
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B. Bullying, as defined in M.G.L. c. 71, § 370, is the repeated use by one or more students or a
member of a school staff of a written, verbal, or electronic expression or a physical act or gesture
or any combination thereof, directed at a target that:

i. causes physical or emotional harm to the target or damage to the target’s property;

ii. places the target in reasonable fear of harm to himself or herself or of damage to
his or her property;

iii. creates a hostile environment at school for the target;

iv. infringes on the rights of the target at school; or
V. materially and substantially disrupts the education process or the orderly operation
of a school.
C. Cyberbullying is bullying through the use of technology or electronic devices such as telephones,

cell phones, computers, and the Internet. It includes, but is not limited to, email, instant
messages, text messages, and Internet postings. See M.G.L. c. 71, § 370 for the legal definition
of cyberbullying.

III.  Guidelines and Procedures for Investigating and Processing Harassment Claims

Harassment may take many forms. In a school district such could involve an instance of staff member to
staff member, staff member to student, student to staff member, or student to student. It conceivably
could also include parent to a student other than the parent’s child, staff member to parent, or parent to
staff member. This listing is illustrative and the procedures set forth herein are not intended to limit the
definition of harassment, nor the District’s authority to take appropriate action as to same except to the
extent that specific subject matter is expressly addressed herein.

Guidelines and procedures for dealing with any charge of harassment are as follows:

A. Harassment can be defined by the victim’s perception in combination with objective standards or
expectations. What one person may consider acceptable behavior may be viewed as harassment by
another person. Therefore, in order to protect the rights of both parties, it is important that the victim
make it clear to the harasser that the behavior is objectionable.

B. In all charges of harassment, the victim should describe in writing the specifics of the complaint
to ensure that the subsequent investigation is focused on the relevant facts. If possible, victims should
sign the complaint. Oral and anonymous complaints will be reviewed but are inherently difficult to
investigate and may not be procedurally fair; as a result, no disciplinary action shall be taken on
anonymous complaints unless verified by what the administration in the good faith exercise of its
reasonable discretion deems to be clear and convincing evidence. All other complaints will be reviewed
based on a preponderance of evidence standard, namely whether the administration in the exercise of
its aforementioned discretion, taking into account all material information and circumstances, concludes
that a violation of this policy more likely than not has occurred.

C. Any school employee who has reliable information that would lead a reasonable person to suspect
that a person may be a target of harassment, bullying or intimidation shall immediately, as a condition of
employment, report it to the administration. Each school shall document each prohibited incident that is
reported and confirmed, and report each such incident and the resulting consequences, including
discipline and referrals if any, to the Assistant Superintendent for Business & Human Resources in timely
fashion and without any avoidable delay.
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D. A good faith report from a staff member is not grounds for any legal liability since such reports
are a condition of the staff member’s employment, is considered to have been made in the course of the
staff member’s employment for purposes of the municipal Tort Claims Act, M.G.L. c. 258. As a result,
the employee would not be subject to damages simply by reason of making such a report.

E. If an instance of student to student harassment, as defined in Sec. II above, is reported to a staff
member other than an administrator, the staff member must inform the Building Principal in timely
fashion. If the alleged harasser would otherwise be responsible for conducting an investigation, the
Alternate Harassment Coordinator designated by the Superintendent or Milford School Committee, who
is presently the Assistant Superintendent of Schools, shall conduct the investigation and report to the
alleged harasser’s immediate supervisor.

F If a situation involving a charge of staff member to student harassment, as defined in Sec.II
above, is brought to the attention of any staff member, the staff member should notify the Building
Principal immediately.

G. Once a charge of harassment has been made, the following course of action should be taken.

1. The Building Principal or Designee will conduct a reasonable, factual investigation by
means of discussions with the individuals involved, any other witnesses if any, review of any
documents and other, written or electronic materials, etc.

In situations involving allegations against an employee, the employee should be accorded
all rights provided by any applicable statute and/or collective bargaining agreement, including but
not limited to being informed of his/her right to have a third party present at the time of the
discussion if apt, and in the case of a teacher of the right to counsel if the discussion could
conceivably lead to a suspension (see, M.G.L. c. 71, sec. 42D).

In situations involving harassment of students, the Principal or Designee should conduct an
investigation with the appropriate classroom or special subject area teacher. Parents will be
informed of the situation and invited to participate in resolution discussions, if warranted, by the
Principal.

Parents of students alleged to have engaged in harassment as to whom suspension is
imposed shall be notified that they, or at least one of them, must attend a meeting at which the
behavior, words or images giving rise to the complaint may be reviewed. Before any final decision
is made as to whether to impose discipline exceeding ten (10) school days, and the nature of
such discipline, the student and his or her parent(s) will be informed in reasonable detail of the
factual allegations underlying the complaint and given an opportunity to respond to and provide
any information material to same by the Principal.

In the school administration’s discretion, depending on its preliminary assessment of the
seriousness of a reported incident of alleged harassment, a student accused of harassment may
be suspended from school under the procedures for suspension set forth in the student-parent
handbook. A ten (10) school day suspension if deemed reasonably necessary by the
administration may be imposed prior to such a meeting, but before any such were imposed the
student shall be informed of the ground(s) for such possible suspension in sufficient detail to
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allow the student to respond to the charge(s). A conference with the student and his or her
parent(s) or legal guardian(s) should occur prior to the student’s readmission.

It is important that each situation be resolved as confidentially and as quickly as
circumstances reasonably permit.

2. At any stage of the proceedings the alleged harasser and the victim may discuss the matter
at a resolution meeting in the presence of the Principal and/or parent, when appropriate.

During this discussion, the offending behavior should be described by the victim and the
administration. If warranted, a request for a change in behavior should be made, and a promise
should be made that the described behavior will stop and not recur. If circumstances do not
permit a face to face meeting, the administration will present the victim’s position. Follow-up
verification procedures will be explained. Failure to comply after a resolution, if any, is voluntarily
reached at such a meeting will result in appropriate discipline. The Principal at the close of the
meeting shall prepare a written summary of the discussion held at the meeting and of
resolution, if any, agreed to at same, and shall ask the parties attending the meeting to review,
date and sign the memorandum. The administrator shall sign the summary, and if any party to
the meeting refuses to sign shall note that fact thereon. No such memorandum must be included
in a student’s school record or an employee’s personnel file unless otherwise required by law, but
the Principal shall keep a copy of same in her or his records.

H. If after a resolution meeting with the involved parties, the Building Principal determines that
further disciplinary action must be taken, the following may occur:

1. In instances involving student to student or student to staff member harassment, subject
to applicable law and the disciplinary procedures set forth in the student-parent handbook, the
student may be subject to mandatory counseling and/or discipline, including but not limited to
suspension or expulsion.

2. In instances involving staff member to student and staff member to staff member
harassment, findings will be reported to the Assistant Superintendent of Schools for further
action. Personnel action, up to and including discharge from employment, may also be initiated
at this point, consistent with applicable law and collective bargaining agreement.

3. In all cases where in the good faith judgment of the Principal or Superintendent so
warrant, a referral to law enforcement will be made. School officials will coordinate with law
enforcement agencies to identify liaison for harassment cases.

IV. Retaliation

In the event of retaliation, in any form, against any person who has made or filed, or provided
any information as to a complaint relating to harassment, any employee or student found to have
engaged in same shall be subject to discipline in accordance with applicable law or policy. In the case of
an employee, up to and including dismissal from employment; in the case of a student, up to and
including expulsion. If warranted a referral, to law enforcement shall also be made.

V. Confidentiality
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Reports of harassment should be kept completely confidential to the extent consistent with necessary
investigation procedures, with the goal of protecting the victim and stopping the behavior. Age
appropriate, progressive discipline procedures are included in building-based student/parent /
family/staff handbooks.

Guidelines and Procedures for Reporting and Responding to Bullying and Retaliation

To support efforts to respond promptly and effectively to bullying and retaliation, the Milford Public
Schools has developed policies and procedures for receiving and responding to reports of bullying or
retaliation. These policies and procedures ensure that members of the school community — students,
parents, and staff — know what will happen when incidents of bullying occur.

A. Reporting bullying or retaliation. Reports of bullying or retaliation may be made by staff, students,
parents or guardians, or others, and may be oral or written. Oral reports made by or to a staff
member shall be recorded in writing. A school or district staff member is required to report
immediately to the principal or designee or to the superintendent or designee when the principal or
assistant principal is the alleged aggressor or to the school committee or designee when the
superintendent is the alleged aggressor, any instance of bullying or retaliation the staff member
becomes aware of or witnesses. Reports made by students, parents or guardians, or other
individuals who are not school or district staff members, may be made anonymously. The school or
district will make a variety of reporting resources available to the school community including, but not
limited to, an Incident Reporting Form, a voicemail box, a dedicated mailing address, and an email
address.

Use of an Incident Reporting Form is not required as a condition of making a report. The school or
district will: 1) include a copy of the Incident Reporting Form in the beginning of the year packets for
students and parents or guardians; 2) make it available in the school’s main office, the counseling
office, the school nurse's office, and other locations determined by the principal or designee; and 3)
post it on the school’s website. The Incident Reporting Form will be made available in the most
prevalent language(s) of origin of students and parents or guardians.

At the beginning of each school year, the school or district will provide the school community,
including, but not limited to, educators, administrators, school nurses, cafeteria workers, custodians,
bus drivers, athletic coaches, advisors to extracurricular activities, paraprofessionals, students, and
parents or guardians, with written notice of its policies for reporting acts of bullying and retaliation.
A description of the reporting procedures and resources, including the name and contact information
of the principal or designee, and the superintendent or designee when the principal or the assistant
principal is the alleged aggressor, will be incorporated in student and staff handbooks, on the school
or district website, and in information about the Plan that is made available to parents or guardians.

1. Reporting by Staff

A staff member will report immediately to the principal or designee, or to the superintendent or
designee when the principal or the assistant principal is the alleged aggressor, or to the school
committee or designee when the superintendent is the alleged aggressor when he/she witnesses or
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becomes aware of conduct that may be bullying or retaliation. The requirement to report as provided
does not limit the authority of the staff member to respond to behavioral or disciplinary incidents
consistent with school or district policies and procedures for behavior management and discipline.

2. Reporting by Students, Parents or Guardians, and Others

The school or district expects students, parents or guardians, and others who witness or become
aware of an instance of bullying or retaliation involving a student to report it to the principal or
designee, or superintendent or designee when the principal or assistant principal is the alleged
aggressor. Reports may be made anonymously, but no disciplinary action will be taken against an
alleged aggressor solely on the basis of an anonymous report. Students, parents or guardians, and
others may request assistance from a staff member to complete a written report.

Students will be provided practical, safe, private, and age-appropriate ways to report and discuss an
incident of bullying with a staff member, or with the principal or designee, or superintendent or
designee when the principal or assistant principal is the alleged aggressor.

B. Responding to a report of bullying or retaliation — Allegations of Bullying by a Student.

1. Safety

Before fully investigating the allegations of bullying or retaliation, the principal or designee will take
steps to assess the need to restore a sense of safety to the alleged target and/or to protect the
alleged target from possible further incidents. Responses to promote safety may include, but not be
limited to, creating a personal safety plan; pre-determining seating arrangements for the target
and/or the aggressor in the classroom, at lunch, or on the bus; identifying a staff member who will
act as a “safe person” for the target; and altering the aggressor’s schedule and access to the target.
The principal or designee will take additional steps to promote safety during the course of and after
the investigation, as necessary.

The principal or designee will implement appropriate strategies for protecting from bullying or
retaliation a student who has reported bullying or retaliation, a student who has witnessed bullying or
retaliation, a student who provides information during an investigation, or a student who has reliable
information about a reported act of bullying or retaliation.

2. Obligations to Notify Others

a. Notice to parents or guardians. Upon determining that bullying or retaliation has occurred,
the principal or designee will promptly notify the parents or guardians of the target and the
student aggressor of this, and of the procedures for responding to it. There may be
circumstances in which the principal or designee contacts parents or guardians prior to any
investigation. Notice will be consistent with state regulations at 603 CMR 49.00.

b. Notice to Another School or District. If the reported incident involves students from more
than one school district, charter school, non-public school, approved private special
education day or residential school, or collaborative school, the principal or designee first
informed of the incident will promptly notify by telephone the principal or designee of the
other school(s) of the incident so that each school may take appropriate action. All
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communications will be in accordance with state and federal privacy laws and regulations,
and 603 CMR 49.00.

c. Notice to Law Enforcement. At any point after receiving a report of bullying or retaliation,
including after an investigation, if the principal or designee has a reasonable basis to
believe that criminal charges may be pursued against the aggressor, the principal will notify
the local law enforcement agency. Notice will be consistent with the requirements of 603
CMR 49.00 and locally established agreements with the local law enforcement agency.
Also, if an incident occurs on school grounds and involves a former student under the age
of 21 who is no longer enrolled in school, the principal or designee shall contact the local
law enforcement agency if he or she has a reasonable basis to believe that criminal
charges may be pursued against the student aggressor.

In making this determination, the principal will, consistent with the Plan and with
applicable school or district policies and procedures, consult with the school resource
officer, if any, and other individuals the principal or designee deems appropriate.

C. Investigation. The principal or designee will investigate promptly all reports of bullying or retaliation
and, in doing so, will consider all available information known, including the nature of the
allegation(s) and the ages of the students involved.

During the investigation the principal or designee will, among other things, interview students, staff,
witnesses, parents or guardians, and others as necessary. The principal or designee will remind the
alleged student aggressor, target, and witnesses of the importance of the investigation, their
obligation to be truthful and that retaliation against someone who reports bullying or provides
information during a bullying investigation is strictly prohibited and will result in disciplinary action.
Interviews may be conducted by the principal or designee, other staff members as determined by the
principal or designee, and in consultation with the school counselor, as appropriate. To the extent
practicable, and given his/her obligation to investigate and address the matter, the principal or
designee will maintain confidentiality during the investigative process. The principal or designee will
maintain a written record of the investigation.

Procedures for investigating reports of bullying and retaliation will be consistent with school or district
policies and procedures for investigations. If necessary, the principal or designee will consult with
legal counsel about the investigation.

Determinations. The principal or designee will make a determination based upon all of the facts and
circumstances. If, after investigation, bullying or retaliation is substantiated, the principal or designee
will take steps reasonably calculated to prevent recurrence and to ensure that the target is not
restricted in participating in school or in benefiting from school activities. The principal or designee
will: 1) determine what remedial action is required, if any, and 2) determine what responsive actions
and/or disciplinary action is necessary.

Depending upon the circumstances, the principal or designee may choose to consult with the
students’ teacher(s) and/or school counselor, and the target’s or student aggressor’s parents or
guardians, to identify any underlying social or emotional issue(s) that may have contributed to the
bullying behavior and to assess the level of need for additional social skills development.

The principal or designee will promptly notify the parents or guardians of the target and the
aggressor about the results of the investigation and, if bullying or retaliation is found, what action is
being taken to prevent further acts of bullying or retaliation. All notice to parents must comply with
applicable state and federal privacy laws and regulations. Because of the legal requirements
regarding the confidentiality of student records, the principal or designee cannot report specific
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information to the target’s parent or guardian about the disciplinary action taken unless it involves a
“stay away” order or other directive that the target must be aware of in order to report violations.

The principal or designee shall inform the parent or guardian of the target about the Department of
Elementary and Secondary Education’s problem resolution system and the process for accessing that
system, regardless of the outcome of the bullying determination.

LEGAL REFERENCES:

Title VII of the 1964 Civil Rights Act, Section 703
Title IX of the 1972 U.S. Civil Rights Act

Chapter 151C, Massachusetts General Laws
M.G.L. Chapter 76 §5

M.G.L. Chapter 269 §17, 18, 19

M.G.L. chapter 71, §82, 84

ounnhwn=

Amended MSC - 6/10/10
Revised MSC - 10/4/12
Amended MSC - 12/19/14

MILFORD PUBLIC SCHOOLS
PHYSICAL RESTRAINT
PROCEDURES AND GUIDELINES

I. Overview

The Milford Public Schools seeks to promote a safe and productive workplace and educational
environment for its employees and students. In accordance with the Code of Massachusetts
Regulations (603 C.M.R. 46.00), the law governing the use of physical restraint on students in public
schools, Milford seeks to ensure that every student participating in a Massachusetts public education
program is free from the use of physical restraint that is with 603 CMR 46.00. Physical restraint shall
be used only in emergency situations of last resort, after other lawful and less intrusive alternatives
have failed or been deemed inappropriate, and with extreme caution.

School personnel shall use physical restraint with two goals in mind:

1) School personnel shall only administer physical restraint when it is needed to protect a student
and/or a member of the school community from imminent, serious, physical harm.
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2) When a physical restraint needs to be administered, school personnel shall seek to prevent or
minimize any harm to the student as a result of the use of the physical restraint.

A. Intervention and Alternatives to Physical Restraint

Each school will provide annual professional development throughout the district to train staff on
methods to identify and prevent student violence, self-injurious behavior, and suicide. Training will also
include individual crisis planning and de-escalation of potentially dangerous behavior occurring among
groups of students or with an individual student. Each school will have a Student Teacher Assistance
Resource Team (START) that meets to identify students at risk and develop intervention strategies and
supports to assist the students. This team will consist of an administrator, school counselor, school nurse,
support staff and teachers. In addition to the START team, each school will have a crisis team which
includes a School Psychologist or School Adjustment Counselor. This team will be trained in Nonviolent
Crisis Prevention Intervention (CPI) and hold current certification. This team will also assist with the
development of a safety plan for students with significant trauma history with emotional and behavioral
issues who have required physical restraints. This plan will include de-escalation strategies, counseling,
daily check-ins, and a positive behavioral intervention plan.

There are a variety of appropriate responses to student behavior that may require immediate
intervention. These alternative methods should be used first when seeking to prevent student violence,
self-injurious behavior and/or de-escalating potentially dangerous behavior occurring among groups of
students or with an individual student.

These interventions include:

-Be Empathic, Nonjudgmental, Firm, Consistent and Caring

-Respect Personal Space: Be aware of your position, posture, and proximity when interacting with a
student in distress.

-Use Nonthreatening Nonverbals. Be mindful of your gestures, facial expressions, movements, and tone
of voice.

-Keeping your tone and body language neutral will go a long way toward defusing a situation.

-Remain calm, use quieter voice, get on the student’s level, identify the source of their frustration and
offer ways to problem-solve

-Try to minimize use of language as this can be overwhelming and escalate the situation; offer
reasonable choices, set limits where appropriate

-Offer sincere support to the student; validate feelings, “That must be upsetting to you.”

-Provide choices of alternate activities.

-Help the student to feel a sense of control.

-Ignore Challenging Questions.

-Focus on problem solving.

-Set Limits: Be clear, speak simply, and offer the positive choice first.

-Allow Silence for Reflection: It can give a student a chance to reflect on what’s happening, and how to
proceed. Silence can be a powerful communication tool.

-Allow Time for Decisions: When a student is upset, he/she may not be able to think clearly. Stress levels
rise when students feel rushed. Allowing time brings calm.

-There may be times when staff must place their hands on a student, temporarily to redirect them
putting a hand on either the student’s shoulders, or elbow without force, and redirecting the student to
the learning activity, classroom or safe location.

B. General guidelines for de-escalating potentially dangerous behavior occurring among
groups of students or with an individual student include the following:

84



1) Remain calm -To possibly help prevent the likelihood of a student experiencing distress from
escalating his/her behavior, use a neutral and level tone of voice, control one's facial expressions
and use a supportive non-threatening body language.

2) Obtain Assistance - Whenever possible, school personnel should immediately take steps to
notify school administrators, the school's crisis team and/or other school personnel of a potentially
dangerous situation and to obtain additional assistance.

3) One Person Speaks - This often may be either the first trained staff person on the scene, the
staff person with the most information about the particular situation or the staff with the best
rapport with the student,

4) Remove Student If Possible-If the student is calm and safe enough to remove themselves
without physical assistance, the student should be directed to go to another location.

5) Remove Other Students - If the dysregulated student is not calm and safe enough to remove
themselves, the compliant students will be directed to leave the class/area.

6) Physical Escort -A physical escort may be necessary which is a temporary touching or holding,
without the use of force, of the hand, wrist, arm, shoulder or back, for the purpose of inducing a
student who is agitated to walk to a safe location.

C. Methods for Preventing Student Violence, Self-Injurious Behavior, and Suicide
Self-harming students need to know that teachers and other school personnel care about them and are
available for emotional connection, support, and advice when needed.

1) Know the Signs: The most common forms of self-injury include cuts that are in lines on
arms or legs, repeatedly picking at scabs, eraser burns, using matches or cigarettes to burn
the body, hair-pulling, head banging, and punching walls or self.

2) Remain Calm; Accept him/her even though you do not accept the unsafe behavior. Let the
student know how much you care about him/her and believe in his/her potential.

3) Try to understand the meaning of this behavior for the student, how the behavior has been
helpful, and how they can now be helpful to the student.

4) Refer that student to your school’s counselor or school psychologist.

5) Confidential and private. Staff refrains from discussing students when others are around or
with other staff members not associated with the students’ safety team.

6) Listen; Allow the student to talk to you. Be available.

7) Discover what the student’s personal strengths are and encourage him/her to use those
strengths.

8) Help him/her get involved in some area of interest, a club, sport, peer program, outreach

9) Assure the students that they can get help and let them know it is your job to get them to
the right people in the building to help.

10)Modify the student’s physical environment, when appropriate. Items to be changed include
setting, lighting, smells and sounds, especially if they influence the occurrence of the
behavior.

I1. Methods For Engaging Parents/Guardians and Youth In Discussions About Restraint
Prevention
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The Principal should provide all families and students with information about behavioral supports and
restraint prevention efforts that are utilized within their school annually. Additionally, the Principal is
expected to follow these administrative procedures with respect to identifying students who may be at
risk of restraint and work with the student and their family along with the school counselor to identify
and work on behavioral supports to prevent restraint from occurring. If a student is restrained, the
Principal is expected to follow these administrative procedures with respect to engaging the student and
their family about the use of the restraint, the report regarding the restraint, any disciplinary sanctions
that may be imposed and/or any other related matters. Additionally, the school counselor also should
follow up with the student and their family regarding behavioral supports.

III. Definitions

Mechanical Restraint. The use of any device or equipment to restrict a student’s freedom of
movement. The term does not include devices implemented by trained school personnel, or utilized by a
student that has been prescribed by an appropriate medical or related service professional, and are used
for specific and approved positioning or protective purposes for which such devices were designed.
Examples of such devices include: adaptive devices or mechanical supports used to achieve proper body
position, balance, or alignment to allow greater freedom of mobility than would be possible without the
use of such devices or mechanical supports; vehicle safety restraints when used as intended during the
transport of a student in a moving vehicle; restraints for medical immobilization; or orthopedically
prescribed devices that permit a student to participate in activities without risk of harm.

Medication Restraint. The administration of medication for the purpose of temporarily controlling
behavior. Medication prescribed by a licensed physician and authorized by the parent for administration
in the school setting is not medication restraint.

Physical Escort: a temporary touching or holding, without the use of force, of the hand, wrist, arm,
shoulder, or back for the purpose of inducing a student who is agitated to walk to a safe location.

Physical Restraint: Direct physical contact that prevents or significantly restricts a student’s freedom
of movement. Physical restraint does not include: brief physical contact to promote student safety,
providing physical guidance or prompting when teaching a skill, redirecting attention, providing comfort,
or a physical escort.

Principal: Instructional leader of a public school education program or his or her designee.

Prone Restraint: A physical restraint in which a student is placed face down on the floor or another
surface, and physical pressure is applied to the student’s body to keep the student in the face-down
position.

Seclusion : Involuntary confinement of a student alone in a room or area from which the student is
physically prevented from leaving. Seclusion does not include a time-out as defined below.

Time-Out: a behavioral support strategy, developed pursuant to 603 CMR 46.04(1), in which a student
temporarily separates from the learning activity or the classroom, either by choice or by direction from
staff, for the purpose of calming. During time-out, a student must be continuously observed by a staff
member. Staff shall be with the student or immediately available to the student at all times. The space
used for time-out must be clean, safe, sanitary, and appropriate for the purpose of calming. Time-out
shall cease as soon as the student has calmed.
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IV. Specific Rights
603 C.M.R. 46.00 does not prohibit:

(1) The use of physical restraint with reasonable force when it is necessary to protect a student or
another member of the school community from assault or imminent, serious, physical harm.

(2) The right of any individual to report to appropriate authorities a crime committed by a student or
other individual;

(3) Law enforcement, judicial authorities or school security personnel from exercising their
responsibilities, including the physical detainment of a student or other person alleged to have
committed a crime or posing a security risk; or an individual from exercising responsibilities as a
mandated reporter pursuant to G.L. c. 119, § 51A. 603 CMR 46.00.

V. DESE Technical Assistance on use of Time-Out

DESE’s Technical Assistance Advisory SPED 2016-1 explains the difference between inclusionary time-out
and exclusionary time-out.

Inclusionary time-out is when the student is removed from positive reinforcement or full participation
in classroom activities while remaining in the classroom. It is used as a behavior support strategy while
allowing the student to remain fully aware of the learning activities of the classroom. These practices can
exist as classroom behavior support tools, such as "planned ignoring," asking students to put their heads
down, or placing a student in a different location within the classroom

Exclusionary time-out is the separation of students from the rest of the class either through complete
visual separation or from actual physical separation. This intervention is staff- directed and should only
be used when the student is displaying behaviors which present, or potentially present, an unsafe or
overly disruptive situation in the classroom. Exclusionary time-out should not be used as a method of
punishment for noncompliance, or for incidents of misbehavior that are no longer occurring.

The student must be continuously observed by a staff member who is immediately available to the
student at all times. The space used for exclusionary time-out must be clean, safe, sanitary, and
appropriate for the purpose of calming.

If it is not safe for the staff member to be present with the student, the student may be left in the
time-out setting with the door ajar. However, in order to ensure that the student is receiving appropriate
support, a school counselor or other behavioral support professional must be immediately available
outside of the time-out setting where the individual can continuously observe and communicate with the
student as appropriate to determine when the student has calmed. Students must never be locked in a
room. For students displaying self-injurious behavior, a staff member must be physically present in the
same setting with the student. Exclusionary time-out must end when the student has calmed.

If an exclusionary time-out lasts longer than 30 minutes, principals must be asked for permission to
continue use of this time-out. If a student continues to be agitated or if the use of this time-out
exacerbates behavior, the principal may not approve the request and other behavioral support strategies
should be attempted.
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Students must never be locked in a room. 603 CMR 46.02 defines seclusion as: The involuntary
confinement of a student alone in a room or area from which the student is physically prevented from
leaving. The use of seclusion is prohibited in Massachusetts For students displaying self-injurious
behavior, a staff member must be physically present in the same setting with the student.

VI. Use of Physical Restraint

Physical restraint may never be used as a means of discipline. It should not be used in response to
property damage, disruption of school assembly, a student's refusal to comply with a rule or staff
directive, or verbal threats when those actions do not constitute a threat of assault, or imminent,
serious, physical harm. Physical restraint may not be used as a standard response for any student. No
IEP or written behavioral plan may include physical restraint as a standard response to any behavior.

Physical restraint may never be used when the student cannot be safely restrained because it is
medically contraindicated for reasons including, but not limited to, asthma, seizures, a cardiac condition,
obesity, bronchitis, communication-related disabilities, or risk of vomiting.

Only trained school personnel shall administer physical restraints. Trained school personnel are those
individuals who have received the in-depth training in Non-Violent Crisis Prevention Intervention (CPI)
and maintain current certification.

Safety

In order to maintain and monitor the safety of the student, staff will review and have knowledge of the
physical and psychological history and limitations of the student. Staff will use the safest method
possible in order to prevent or minimize physical harm.

The administration of the physical restraint shall be witnessed by at least one adult, when possible, who
does not participate in the physical restraint. During a physical restraint, staff will continuously monitor
the student’s physical status, including skin temperature, color and respiration, and make certain that
the student is able to breathe and speak. When administering a physical restraint, school personnel shall
use only the amount of force necessary to protect the student or others from physical injury.

Duration

All physical restraints must be terminated as soon as the student is no longer an immediate danger to
himself or others, or the student indicates that he or she cannot breathe, or if the student is observed to
be in severe distress, such as having difficulty breathing, or sustained or prolonged crying or coughing.
If a student is restrained for a period longer than 20 minutes, staff must obtain the approval of the
principal. The approval shall be based upon the student's continued agitation during the restraint
justifying the need for continued restraint.

Prone Restraints/Floor Restraints
Prone restraints are prohibited in public education programs except on an individual student basis, and
only under the following circumstances:

1. The student has a documented history of repeatedly causing serious self-injuries and/or injuries
to other students or staff;

2. All other forms of physical restraints have failed to ensure the safety of the student and/or the
safety of others;

3. There are no medical contraindications as documented by a licensed physician;
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4. There is psychological or behavioral justification for the use of prone restraint and there are no
psychological or behavioral contraindications, as documented by a licensed mental health
professional;

5. The program has obtained consent to use prone restraint in an emergency as set out in 603 CMR
46.03(1)(b), and such use has been approved in writing by the principal; and,

6. The program has documented 603 CMR 46.03(1) (b) 1 - 5 in advance of the use of prone
restraint and maintains the documentation.

Floor restraints, including prone restraints otherwise permitted under 603 CMR 46.03(1)(b), shall be
prohibited unless the staff members administering the restraint have received in-depth training according
to the requirements of 603 CMR 46.043(3) and, in the judgment of the trained staff members, such
method is required to provide safety for the student or others present.

Follow-up

At an appropriate time after a student has been released from a restraint, the school shall implement the
follow-up procedures set forth below: a. review the restraint with the student to address the behavior
that precipitated the restraint; b. review the incident with school personnel who administered the
restraint to discuss whether proper restraint procedures were followed; and c. consider whether any
follow-up is appropriate for the students who witnessed the incident.

VII. Prohibitions

Mechanical restraint, medication restraint, and seclusion shall be prohibited in public education
programs.

VIII. Reporting Physical Restraint Use

Staff who administered a physical restraint must verbally inform the principal of the restraint as soon as
possible, and by written report no later than the next school working day. If the principal has
administered the restraint, the principal will prepare the report and submit it to an individual or team
designated by the superintendent for review. Following the use of any physical intervention (under 20
minutes) the reporting form for physical intervention should be completed and given to the TEAM Chair
who will distribute appropriately. The building administrator or his/her designee shall provide the Special
Education Director with a copy of a physical intervention with any student, regular education or special
education. The principal or designee shall maintain an on-going record of all reported instances of
physical restraint, which record shall be made available for review by the Department of Elementary and
Secondary Education upon request.

Reporting to Parents

The principal or his/her designee must make reasonable efforts to verbally inform the student’s parent of
the restraint within twenty-four (24) hours of the event, and shall notify the parent by written report
sent either within three school working days of the restraint to an email address provided by the parent
for communications about the student, or by regular mail postmarked no later than three school working
days of the restraint. If the school or program customarily provides a parent or guardian of a student
with report cards and other necessary school related information in a language other than English, the
written restraint report shall be provided to the parent or guardian in that language. The principal will
provide the student and the parent an opportunity to comment orally and in writing on the use of the
restraint and on information in the written report.
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The report must include: the name of the student; the names and job titles of the staff who
administered the restraint, and observers, if any; the date of the restraint; the time the restraint began
and ended; and the name of the principal or designee who was verbally informed following the restraint;
and, as applicable, the name of the principal or designee who approved continuation of the restraint
beyond 20 minutes pursuant to 603 CMR 46.05(5)(c). A description of what was happening before the
restraint; the efforts staff used to prevent escalation of the student’s behavior, including the specific
de-escalation strategies that the staff used; the alternatives to restraint that staff attempted; the
justification for initiating the restraint; a description of the holds used and why they were necessary; a
description of the student’s behavior and reaction during the restraint, and any medical care given;
information regarding any further actions the school has taken or may take; and information regarding
opportunities for the student’s parents to discuss the restraint with the school.

Reporting to the Department of Elementary and Secondary Education

In the event of a restraint resulting in injury to a student or program staff, a written report of the
restraint shall be submitted to the Department of Elementary and Secondary Education within three (3)
school days of the restraint with a copy of the record of the physical restraints maintained by the
principal pursuant to 603 CMR 46.06(2) for the thirty (30)-day period prior to the date of the reported
restraint. Additionally, the District will provide DESE with an annual report of its physical restraint use.

IX. Administrative Reviews

Weekly Individual Student Review

The principal must conduct a weekly review of restraint data to identify students who have been
restrained multiple times during the week pursuant to 603 CMR 46.06 (5). If such students are
identified, the principal must convene one or more review teams as the principal deems appropriate, to
assess each student's progress and needs. The team will review data and develop an action plan for the
student with the goal of rescuing physical restraints.

Monthly School-Wide Review

603 CMR 46.06 (6) also requires the principal to conduct a monthly review of school-wide restraint data.
The principal must determine whether it is necessary or appropriate to modify the school's restraint
prevention and management policy, conduct additional staff training on restraint reduction and
prevention strategies or take such other action as necessary or appropriate to reduce or eliminate
restraints.

If the principal directly participated in the restraint, a duly qualified individual designated by the
superintendent shall lead the review team's discussion. The principal shall ensure that a record of each
individual student review is maintained and made available for review by the Department or the parent,
upon request.

X. Training
DISTRICT'S TRAINING REQUIREMENTS
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A. For All Program Staff

Within the first month of each school year, district-wide training on restraint prevention and behavior
support will be provided to all staff members. The training shall consist of the following: (a) the role of
the student, family and staff in preventing restraint; (b) Milford Public Schools Physical Restraint
Prevention and Behavior Support Administrative Procedures and Guidelines, including use of time out as
a behavior support strategy distinct from seclusion which is prohibited; (c) interventions that may
preclude the need for restraint, including de-escalation of problematic behaviors and other alternatives
to restraint in emergency circumstances; (d) when behavior presents an emergency that requires
physical restraint, the types of permitted physical restraints and related safety considerations, including
information regarding the increased risk of injury to a student when any restraint is used, in particular a
restraint of extended duration; (e) administering physical restraint in accordance with medical or
psychological limitations, known or suspected trauma history, and/or behavioral intervention plans
applicable to an individual student; and (f) identification of program staff who have received in-depth
training pursuant to 603 C.M.R. 46.04(3) in the use of physical restraint. See 603 C.M.R. 46.04(2).

B. For Staff Authorized to Serve As A School-Wide Resource on the Proper Administration
of Physical Restraints

At the beginning of each school year, the principal shall identify program staff that is authorized to serve
as a school-wide resource to assist in ensuring proper administration of physical restraint. Consistent
with the Massachusetts Department of Elementary and Secondary

Education's physical restraint regulations, Milford Public Schools recommend that such training be at
least sixteen (16) hours in length with refresher training occurring annually thereafter.

The content of the in-depth training shall include, but not be limited to: (a) appropriate procedures for
preventing the use of physical restraint, including the de-escalation of problematic behavior, relationship
building and the use of alternatives to restraint; (b) description and identification of specific dangerous
behaviors on the part of students that may lead to the use of physical restraint and methods for
evaluating the risk of harm in individual situations in order to determine whether the use of restraint is
warranted; (c) the simulated experience of administering and receiving physical restraint, instruction
regarding the effect(s) on the person restrained, including instruction on monitoring physical signs of
distress and obtaining medical assistance; (d) instruction regarding documentation and reporting
requirements and investigation of injuries and complaints; and (e) demonstration by participants of
proficiency in administering physical restraint; and (f) instruction regarding the impact of physical
restraint on the student and family, recognizing the act of restraint has impact, including but not limited
to psychological, physiological and social-emotional effects. See 603 C.M.R. 46.04(3)&(4).

Section 12 of An Act Relative to the Reduction of Gun Violencel amended G.L. c. 71 by adding Section
95 (a) requires all public school districts and commonwealth charter schools to provide at least 2 hours
of suicide awareness and prevention training every 3 years to all licensed school personnel. This training
will take place during contractual professional development days, as well as provided to all new
employees during the First Year Mentor Program.

XI. Restraint Complaint Procedure

Any individual who wishes to file a complaint regarding a physical restraint practice should immediately
report his/her concerns to the Principal of the building in which the restraint took place. The Principal or
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designee will promptly investigate the complaint and will notify the complainant of the outcome within a
reasonable time period.

Parents are encouraged to review these Procedures and the District’s Physical Restraint Procedures and
Guidelines and may request a meeting with the Principal of the building their child attends if they have
any questions about restraint prevention practices and/or the use of physical restraint. Information on
restraints and alternatives will be shared on the district's web site.

For concerns about a specific physical restraint, the formal Complaint Procedure noted above is also
available to parents.

Legal Authority: 603 C.M.R. § 46.00
DESE Technical Assistance Advisory SPED 2016-1, July 31, 2015
https://www.crisisprevention.com/

Policy Subcommittee Review: 1/14/21

School Committee First Reading: 2/11/21

School Committee Second Reading: 2/25/21

Attached: Physical Restraint Reporting Form, Updated 2/10/21

Confidential

Reporting Form for Behavioral Incident OR Physical Intervention
This form should be completed and returned to the building Principal written report no later than the next school

working day.
Name of Student: Date of Intervention:
Date of Birth: SASID# Does student receive special education services?: Yes
No
Behavioral Incident: Physical intervention: Escort Restraint
Name & Titles of Staff Member(s):
Completed CPI training yes no
Completed CPI training yes no
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Completed CPI training yes no

Observers:
Incident Start Time: Incident End Time:
Location: School:

Administrator that was verbally informed:

Parent who was informed of intervention: Time: Date: Method:

Description of activity in which acting out student engaged in immediately preceding incident and
description of incident:

Description of efforts made to de-escalate situation, including alternatives that were attempted
Interventions before incident. (check all that apply)

Break Directive statements Alternate activity

Problem solve with staff Removal from environment Used visuals

Remove other students/staff Followed individual behavior plan Set limits
Other:

Behavior that prompted physical intervention:

Behaviors: (Check all that apply)

__Argumentative with adult __ Refusal to work _ Yelling
__Argumentative with student ____Throwing items _____ Out of seat
__ Not following directions __ Aggressions to staff __ Self-injury
__ Inappropriate language __Aggression to students

__Running in hall/around room _____Environmental Destructions

Other:

Reason for initiating physical restraint:

(check all that apply)

__ Injurious to self __ lLeave school building __ Aggressive to staff
__ Aggressive to students __ Risk of injury was greater than risk of restraint
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Non-physical interventions were not effective
Other:

Description of Physical Restraint or Escort Procedure:

Start End Type of Student behavior / Reason for ending
Time time restraint/escort reaction restraint
Escort:
From to
Injury:
Did any injuries occur? Yes No Reported to nurse? Yes No

If yes to whom:

Describe injury:

Medical care provided and by whom:
Injury reported to state within 3 day. Date reported Time Method:

Follow up:
Further actions taken by school:

Disciplinary action taken, if any?

Report distributed to: Parents Date Time

In Parents’ Primary Language

Principal Date Director of Special Education Date

This protective hold report was completed by:
Name of Staff: Title:

Date:

Milford Public Schools
Mass Communication Use Policy

Statement of Purpose:

The Milford Public School District, through the utilization of a mass communication service, strives to achieve
the following goals:

e Quickly and accurately inform families and staff of any emergency situations such as lockdowns or
immediate evacuations due to weather-related early dismissals;
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e Quickly and accurately inform families and staff of school cancellations due to weather or utility failures;
e Quickly and accurately inform families of their child’s absence from school on a daily basis;
e Enhance communications within the school community among families, administrators and staff.

The Milford Public School District recognizes the importance of keeping families informed and, equally, the need to
respect the privacy of the members of our school community. The Milford Public Schools will attain these goals
and protect these ideals by developing a limited-use policy. If all parties understand the uses for a mass
communication system it will be a positive and powerful communication tool for the district and provide families a
new level of involvement in the education process as well as peace of mind regarding their child’s well being.

Requirements:
Outlining specific uses within the district and individual schools will enable the system to be closely monitored

preventing overuse and the resulting decrease of its effectiveness. Appropriate uses include, but are not limited
to the following:

District Use Individual Use

Emergency Messages Back to School Message
Weather Related Information Parent Conferences

Staff Notifications Attendance/Absence Notification
Early Release Reminders Report Card Distribution
Transportation Issues Special Events

Special Events PTO/School Council Events
Surveys

All users are expected to plan the messages to be delivered, consider what the most important events are, then
make a list grouping the events together. More than four messages per month from any one school will dilute
the effectiveness of the system. When used appropriately, the system will be a valuable communication tool for
the district and families. If used improperly or overused, mass notification may result in public relation
problems.

Milford Public Schools Emergency Notification Policy

All schools that have an emergency will be responsible for notifying the Superintendent or Assistant
Superintendent at the time of the event for authorization to launch an emergency announcement. In the event
that the Superintendent or Assistant Superintendent cannot be reached, the building principal will be authorized
to launch the emergency message.

Upon the launch of an emergency alert, the Central Administration Office will be notified. There are two types of
messages that constitute an emergency situation and help to define an emergency: a response message and a
recovery message.

Response: During a lockdown, evacuation, or relocation it is necessary that every parent knows the situation at

the school(s) and what they, as a parent, will need to do and when. Accurate and timely information to families
will prevent confusion and chaos.
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Recovery: In the aftermath of an emergency, a carefully crafted message should be delivered from the
Superintendent that details the actual events and how the school and district responded. Accurate and reassuring
information needs to be provided to families.

Emergency messages can be delivered from the district main account using the routine process or by any one of
the authorized users having access to the emergency contact information stored in the system. Assistance with
the launching of an emergency message will be provided by the Director of Technology. In the event of a
building based emergency, whenever possible, the principal will record the emergency notification message.

Reporting Procedure:
The school official authorized to deliver an emergency message must have the following information to relay
prepared:

1. Details of situation

2. What the school is doing to respond to the situation
3. What the families need to do

4. Language(s) the message is to be sent

Milford Public Schools Routine Notification Policy

All building Principals will have access to the contact information for their school. They will have the ability to
store unlimited groups in the system and they will have full access to the mass communication web application
to deliver messages from any computer with internet access, cell phone, or landline. Individual school-based
messages are limited to the topics outlined on page 1 of this document or those additional topics approved by
the Superintendent, which approval shall not be unreasonably withheld and provided in a timely manner.
Building Principals must notify the District Administration regarding the content and scheduling of routine
building-based notifications prior to launching the message.

All users are encouraged to plan the messages to be delivered. Consider what the most important events are

then make a list grouping the events together. More than four messages per month from any one school will dilute
the effectiveness of the system. When used appropriately, the system will be a valuable communication

tool for the district and families.

Guidelines When Creating and Recording Messages

All Milford Public School Principals and District Officials should adhere to the following guidelines when
using the mass communication system:

e Write all messages and rehearse before recording;
Be as brief as possible. Edit excess words. Try to keep the recording to less than one (1) minute in
length;
If possible, always use a landline phone to record messages. This will ensure the best quality recording;
Any time that a message is recorded, the caller should identify himself/herself and the school first;
At the conclusion of any message, repeat all information that the recipient would need to write;
ALWAYS listen to the recorded message to verify content and quality of the recording;
Make sure the recording is delivered to the correct audience, (e.g. grade or school).

Approved MSC: 3/20/08
Reviewed by the MSC Policy Subcommittee: 5/12/2014
Approved MSC: 6/5/2014
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STUDENT DISCIPLINE

The School Committee believes that all students deserve every opportunity to achieve academic success
in a safe, secure learning environment. Good citizenship in schools is based on respect and consideration
for the rights of others. Students will be expected to conduct themselves in a way that the rights and
privileges of others are not violated. They will be required to respect constituted authority, to conform
to school rules and to those provisions of law that apply to their conduct.

Each Principal shall include prohibited actions in the student handbook or other publication to be made
available to students and parents.

Principals and staff shall not use academic punishment of any form as a consequence to inappropriate
behaviors/actions by students.

The Principal may, as a disciplinary measure, remove a student from privileges, such as extracurricular
activities and attendance at school-sponsored events, based on the student's misconduct. Such a
removal is not subject to the remainder of this policy, law, or regulation.

Suspension

In every case of student misconduct for which suspension may be imposed (except for offenses
referenced in the note at the end of this policy), a Principal shall consider ways to re-engage the student
in learning; and avoid using long-term suspension from school as a consequence until alternatives have
been tried. Alternatives may include the use of evidence-based strategies and programs such as
mediation, conflict resolution, restorative justice, and positive behavioral interventions and supports.

Notice of Suspension:

Except for emergency removal or an in-school suspension of less than 10 days, a Principal must provide
the student and the parent oral and written notice, and provide the student an opportunity for a hearing
and the parent an opportunity to participate in such hearing before imposing suspension as a
consequence for misconduct. The Principal shall provide both oral and written notice to student and
parent in English and in the primary language of the home if other than English. The notice shall include
the rights enumerated in law and regulation. To conduct a hearing without a parent present, the
Principal must be able to document reasonable efforts to include the parent.

Emergency Removal

A Principal may remove a student from school temporarily when a student is charged with a disciplinary
offense and the continued presence of the student poses a danger to persons or property, or materially
and substantially disrupts the order of the school, and, in the Principal's judgment, there is no alternative
available to alleviate the danger or disruption.

The Principal shall immediately notify the Superintendent in writing of the removal including a
description of the danger presented by the student.
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The temporary removal shall not exceed two (2) school days following the day of the emergency
removal, during which time the Principal shall: Make immediate and reasonable efforts to orally notify
the student and the student's parent of the emergency removal, the reason for the need for emergency
removal, and the other matters required in the notice as referenced in the applicable regulation; Provide
written notice to the student and parent as required above; Provide the student an opportunity for a
hearing with the Principal that complies with applicable regulations, and the parent an opportunity to
attend the hearing, before the expiration of the two (2) school days, unless an extension of time for
hearing is otherwise agreed to by the Principal, student, and parent; Render a decision orally on the
same day as the hearing, and in writing no later than the following school day, which meets the
requirements of applicable law and regulation.

A Principal shall also ensure adequate provisions have been made for the student's safety and
transportation prior to removal.

In School Suspension — not more than 10 days consecutively or cumulatively

The Principal may use in-school suspension as an alternative to short-term suspension for disciplinary
offenses.

The Principal may impose an in-school suspension for a disciplinary offense under this provision,
provided that the Principal follows the process set forth in regulation and the student has the opportunity
to make academic progress as required by law and regulation.

Principal’s Hearing — Short Term Suspension of up to 10 days

The hearing with the Principal shall be to hear and consider information regarding the alleged incident
for which the student may be suspended, provide the student an opportunity to dispute the charges and
explain the circumstances surrounding the alleged incident, determine if the student committed the
disciplinary offense, and if so, the consequences for the infraction.

At a minimum, the Principal shall discuss the disciplinary offense, the basis for the charge, and any other
pertinent information.

The student also shall have an opportunity to present information, including mitigating facts, that the
Principal should consider in determining whether other remedies and consequences may be appropriate
as set forth in law and regulation.

The Principal shall provide the parent, if present, an opportunity to discuss the student's conduct and
offer information, including mitigating circumstances, that the Principal should consider in determining
consequences for the student.

The Principal shall, based on the available information, including mitigating circumstances, determine
whether the student committed the disciplinary offense, and, if so, what remedy or consequence will be
imposed.

The Principal shall notify the student and parent of the determination and the reasons for it, and, if the
student is suspended, the type and duration of suspension and the opportunity to make up assignments
and such other school work as needed to make academic progress during the period of removal, as
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required by law and regulation. The determination shall be in writing and may be in the form of an
update to the original written notice.

If the student is in a public preschool program or in grades K through 3, the Principal shall send a copy
of the written determination to the Superintendent and explain the reasons for imposing an out-of-school
suspension, before the short-term suspension takes effect.

Principal’s Hearing — Long Term Suspension of more than 10 days but less than 90 days
(consecutive or cumulative)

The hearing with the Principal shall be to hear and consider information regarding the alleged incident
for which the student may be suspended, provide the student an opportunity to dispute the charges and
explain the circumstances surrounding the alleged incident, determine if the student committed the
disciplinary offense, and if so, the consequences for the infraction.

At a minimum, in addition to the rights afforded a student in a short-term suspension hearing, the
student shall have the following rights: In advance of the hearing, the opportunity to review the
student's record and the documents upon which the Principal may rely in making a determination to
suspend the student or not; The right to be represented by counsel or a lay person of the student's
choice, at the student's/parent's expense; The right to produce witnesses on his or her behalf and to
present the student's explanation of the alleged incident, but the student may not be compelled to do
so; The right to cross-examine witnesses presented by the school district; The right to request that the
hearing be recorded by the Principal, and to receive a copy of the audio recording upon request. If the
student or parent requests an audio recording, the Principal shall inform all participants before the
hearing that an audio record will be made and a copy will be provided to the student and parent upon
request.

The Principal shall provide the parent, if present, an opportunity to discuss the student's conduct and
offer information, including mitigating circumstances, that the Principal should consider in determining
consequences for the student.

The Principal shall, based on the evidence, determine whether the student committed the disciplinary
offense, and, if so, after considering mitigating circumstances and alternatives to suspension as required
by law and regulation, what remedy or consequence will be imposed, in place of or in addition to a
long-term suspension. The Principal shall send the written determination to the student and parent by
hand-delivery, certified mail, first-class mail, email to an address provided by the parent for school
communications, or any other method of delivery agreed to by the Principal and the parent.

If the Principal decides to suspend the student, the written determination shall: Identify the disciplinary
offense, the date on which the hearing took place, and the participants at the hearing; Set out the key
facts and conclusions reached by the Principal; Identify the length and effective date of the suspension,
as well as a date of return to school; Include notice of the student's opportunity to receive education
services to make academic

progress during the period of removal from school as required by law and regulation; Inform the student
of the right to appeal the Principal's decision to the Superintendent or designee, but only if the Principal
has imposed a long-term suspension. Notice of the right of appeal shall be in English and the primary
language of the home if other than English, or other means of communication where appropriate, and
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shall include the following information: The process for appealing the decision, including that the student
or parent must file a written notice of appeal with the Superintendent within five (5) calendar days of
the effective date of the long-term suspension; provided that within the five (5) calendar days, the
student or parent may request and receive from the Superintendent an extension of time for filing the
written notice for up to seven (7) additional calendar days; and that the long-term suspension will
remain in effect unless and until the Superintendent decides to reverse the Principal's determination on
appeal.

If the student is in a public preschool program or in grades K through 3, the Principal shall send a copy
of the written determination to the Superintendent and explain the reasons for imposing an out-of-school
suspension before the suspension takes effect.

Superintendent’s Hearing

A student who is placed on long-term suspension following a hearing with the Principal shall have the
right to appeal the Principal's decision to the Superintendent.

The student or parent shall file a notice of appeal with the Superintendent within the time period noted
above (see Principal’s hearing — Suspension of more than 10 days). If the appeal is not timely filed, the
Superintendent may deny the appeal, or may allow the appeal in his or her discretion, for good cause.

The Superintendent shall hold the hearing within three (3) school days of the student's request, unless
the student or parent requests an extension of up to seven (7) additional calendar days, in which case
the Superintendent shall grant the extension.

The Superintendent shall make a good faith effort to include the parent in the hearing. The
Superintendent shall be presumed to have made a good faith effort if he or she has made efforts to find
a day and time for the hearing that would allow the parent and Superintendent to participate. The
Superintendent shall send written notice to the parent of the date, time, and location of the hearing.

The Superintendent shall conduct a hearing to determine whether the student committed the disciplinary
offense of which the student is accused, and if so, what the consequence shall be. The Superintendent
shall arrange for an audio recording of the hearing, a copy of which shall be provided to the student or
parent upon request. The Superintendent shall inform all participants before the hearing that an audio
record will be made of the hearing and a copy will be provided to the student and parent upon request.
The student shall have all the rights afforded the student at the Principal's hearing for long-term
suspension.

The Superintendent shall issue a written decision within five (5) calendar days of the hearing which
meets the requirements of law and regulation. If the Superintendent determines that the student
committed the disciplinary offense, the Superintendent may impose the same or a lesser consequence
than the Principal, but shall not impose a suspension greater than that imposed by the Principal's
decision. The decision of the Superintendent shall be the final decision of the school district with regard
to the suspension.

Expulsion
Any student who is subject to expulsion by the principal shall be notified in writing in an opportunity for a

hearing; provided, however, that the student may have representation, along with the opportunity to
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present evidence and witnesses at said hearing before the principal.

Any student who has been expelled from school by the principal shall have a right to appeal to the
superintendent. The expelled student shall have ten days from the date of expulsion in which to notify
the superintendent of his/her appeal. The student has the right to counsel at a hearing before the
superintendent.

When a student is expelled for possession of a weapon or a controlled substance, assault of a staff
member, or for being convicted of a felony, and applies for admission to another school, the
superintendent of the sending school shall notify the superintendent of the receiving schools of the
reasons for the pupil’s expulsion.

When a student is expelled under the provisions of this section, no school or school district within the
Commonwealth shall be required to admit such student or to provide educational services to such
student. (M.G.L. Chapter 71, §37H, §37H -.)

Academic Progress

Any student who is suspended or expelled shall have the opportunity to earn credits, make up
assignments, tests, papers, and other school work as needed to make academic progress during the
period of his or her removal from the classroom or school. The Principal shall inform the student and
parent of this opportunity in writing, in English and in the primary language of the home, when such
suspension or expulsion is imposed.

Any student who is expelled or suspended from school for more than ten (10) consecutive days, whether
in school or out of school, shall have an opportunity to receive education services and make academic
progress toward meeting state and local requirements, through the school-wide education service plan.

The Principal shall develop a school-wide education service plan describing the education services that
the school district will make available to students who are expelled or suspended from school for more
than ten (10) consecutive days. The plan shall include the process for notifying such students and their
parents of the services and arranging such services. Education services shall be based on, and be
provided in @ manner consistent with, the academic standards and curriculum frameworks established
for all students under the law.

The Principal shall notify the parent and student of the opportunity to receive education services at the
time the student is expelled or placed on long-term suspension. Notice shall be provided in English and
in the primary language spoken in the student's home if other than English, or other means of
communication where appropriate. The notice shall include a list of the specific education services that
are available to the student and contact information for a school district staff member who can provide
more detailed information.

For each student expelled or suspended from school for more than ten (10) consecutive days, whether
in-school or out-of-school, the school district shall document the student's enrollment in education
services. For data reporting purposes, the school shall track and report attendance, academic progress,
and such other data as directed by the Department of Elementary and Secondary Education.

Disciplining Students with Special Needs
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Disciplinary Due Process

Short Term disciplinary Sanctions: Prior to the imposition of any disciplinary sanction that might result in
a student’s suspension from school for ten (10) consecutive school days or less, the student will be given
oral notice of the offense with which he/she is charged and an opportunity to respond. In the event that
the principal determines that the student will be suspended from school, the student’s
parent(s)/guardian(s) will be notified by telephone and in writing.

Long Term Disciplinary Sanctions: Prior to the imposition of any disciplinary sanction that might result in
the student’s suspension for more than ten (10) consecutive school days or expulsion, the
parent(s)/guardian(s) will be given written notice of a hearing at which they may be represented by an
attorney at their expense and may examine and present witnesses and documentary evidence. Following
this hearing, the decision maker (principal/school committee) will issue a written decision. The
parent(s)/guardian(s) will have the right to appeal any decision imposing a long-term exclusion from
school. Where the student is excluded in accordance with M.G.L. c. 71 §37H, the student shall have ten
(10) days from the effective date of the exclusion to file a written appeal with the superintendent of
schools. For exclusions imposed pursuant to M.G.L. c. 71, §37H1/2, the student shall have five (5) days
from the effective date of the exclusion to file a written appeal with the superintendent. For exclusions
imposed by the school committee in accordance with M.G. L. ¢. 76 §17, the student shall have the right
to file a written request for reconsideration by the committee within ten (10) days of the effective date
of the exclusion. Pending the outcome of any such appeal, the disciplinary sanction imposed shall remain
in effect. M.G.L. c. 76 §17, M.G.L. c. 71 §37H,

M.G.L. c. 71 §37H1/2.

Students with Disabilities: Students who have been identified as students with disabilities in accordance
with the Individuals with Disabilities Education Act or Section 504 of the Rehabilitation Act or who the
school has reason to believe might be eligible for special education services are entitled to additional
procedural protections when a disciplinary exclusion is considered. Prior to the imposition of any
disciplinary sanction that would result in a change in placement; the student’s Team will meet to
determine whether the student’s conduct was a manifestation of the student’s disability. If the Team
determines that the conduct was a manifestation of the student’s disability shall review any existing
behavior plan or, if no such behavior plan exists, conduct a functional behavioral assessment. In many
cases, a student with a disability will be entitled to services identified by the student’s Team as
necessary to provide the student with a free appropriate public education during periods of disciplinary
exclusion exceeding ten (10) school days in a given year. For additional information regarding the rights
of students with disabilities in the context of school discipline please contact the school district’s director
of special education of the building principal.

In addition to those due process protections afforded to all students, the Individuals with Disabilities
Education Act and related regulations require that additional provisions be made for students who have
been found eligible for special education services or who the school district knows or has reason to know
might be eligible for such services. Students who have been found to have a disability that impacts upon
a major life activity, as defined under §504 of the Rehabilitation Act, are, generally, also entitled to
increased procedural protections prior to imposing discipline that will result in the student’s removal for
more than ten (10) consecutive school days or where there is a pattern of short term removals exceeding
ten (10) school days in a given year. The following additional requirements apply to the discipline of
students with disabilities:

1. The IEP for every student eligible for special education or related services shall indicate
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whether the student can be expected to meet the regular discipline code of the school or
whether the code should be modified to address the student’s individual needs.

2. Students with disabilities may be excluded from their programs for up to ten (10) school days to
the extent that such sanctions would be applied to all students. Before a student with a disability
can be excluded from his/her program for more than ten (10) consecutive school days in a given
school year or subjected to a pattern of removal constituting a “change of placement,” building
administrators, the parent(s)/guardian(s) and relevant members of the student’s IEP or 504
Team will meet to determine the relationship between the student’s disability and behavior
(Manifestation Determination). In most instances, during disciplinary exclusions exceeding ten
(10) school days in a single school year, the student shall have the right to receive services
identified as necessary by the Team to provide him/her with a free appropriate public education
during the period of exclusion.

3. If building administrators, the parent(s)/guardian(s) and relevant members of the student’s
IEP or 504 team determine the student’s conduct was not a manifestation of the student’s
disability, the school may discipline the student in accordance with the procedures and
penalties applicable to all students but will continue to provide a free appropriate public
education to those students with IEPs. The student’s IEP or 504 Team will identify the
services necessary to provide a free appropriate public education during the period of
exclusion, review any existing behavior intervention plan or, where appropriate, conduct a
functional behavioral assessment.

4. If building administrators, the parent(s)/guardian(s) and relevant members of the student’s IEP
or 504 Team determine that the conduct giving rise to disciplinary action was a manifestation of
the student’s disability, the student will not be subjected to further removal or exclusion from
the student’s current educational program based on that conduct (except for conduct involving
weapons, drugs, or resulting in serious bodily injury to others) until the IEP or 504 Team
develops, and the parent(s)/guardian(s) consent to, a new placement or unless the district
obtains an order from a court or from the Bureau of Special Education Appeals (BSEA)
authorizing a change in the student’s placement. The Student’s Team shall also review, and
modify as appropriate, any existing behavior intervention plan or arrange for a functional
behavior assessment.

5. If a student with a disability possesses or uses illegal drugs, sells or solicits a controlled
substance, possesses a weapon, or causes serious bodily injury to another on school grounds or
at a school function, the district may place the student in an interim alternative educational
setting (IAES) for up to forty-five (45) school days. A court of BSEA Hearing Officer may also
order the placement of a student who presents a substantial likelihood of injury to self or others
in an appropriate interim setting for up to forty-five (45) school days.

Reporting

The school district shall collect and annually report data to the DESE regarding in-school suspensions,
short- and long-term suspensions, expulsions, emergency removals, access to education services, and
such other information as may be required by the DESE.
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The Principal of each school shall periodically review discipline data by selected student populations,
including but not limited to race and ethnicity, gender, socioeconomic status, English language learner
status, and student with a disability status in accordance with law and regulation.

SOURCE: MASC October 2014
LEGAL REF: M.G.L. 71:37H; 71:37H V2;71:37H 34,;76:17; 603 CMR 53.00

NOTE: The DESE regulations on student discipline and this policy, consistent with law, set forth the
minimum procedural requirements applicable to the suspension of a student for a disciplinary offense
other than: possession of a dangerous weapon; possession of a controlled substance; assault on a
member of the educational staff; or a felony charge or felony delinquency complaint or conviction, or
adjudication or admission of guilt with respect to such felony, if a Principal determines that the student’s
continued presence in the school would have a substantial detrimental effect on the general welfare of
the school, as provided in M.G.L. c. 71, S. 37H or 37H1/2. The Principal, pursuant to the previously
referenced statute may remove a student who has committed any of the disciplinary offenses above
referenced from school for more than 90 days in a school year. Except that the removal from school for
such offenses is subject to the provision of continuing educational services needed to make academic
progress and, the requirement that all school districts regardless of the type of offense shall report
school discipline data and analysis to DESE. Also, the prohibited actions above referenced are subject to
the provision that allows the Commissioner to investigate each school that has a significant number of
students suspended and expelled for more than 10 cumulative days in a school year and to make
recommendations thereon.

MSC Approved: 3/11/21

IMPORTANT TELEPHONE NUMBERS AND ADDRESSES

Superintendent of Schools Asst. Supt. for Business & Human Resources
Kevin McIntyre508.478.1102 Kathleen Perry 508.478.1103

31 W. Fountain Street 31 W. Fountain Street

Milford, MA 10757 Milford, MA 10757

kmcintyre@milfordma.com kperry@milfordma.com

Asst. Supt. for Curriculum, Instruction Transportation Director

& Assessment Len Morcone 508.478.1133

Craig A. Consigli 508.478.1125 31 W. Fountain Street

31 W. Fountain Street Milford, MA 01757

Milford, MA 01757 Imorcone@milfordma.com

cconsigli@milfordma.com
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http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleII/Chapter71/Section37h
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section37H1%7E2

Director of Special Education
Lucy Jenkins 508.478.1122
31 W. Fountain Street

Milford, MA 01757
ljenkins@milfordma.com

Facilities Manager

Rob Quinn 508.478.1141
31 W. Fountain Street

Milford, MA 10757
rquinn@milfordma.com

Food Service Director

Carla Tuttle  508.482.0700 ext. 1440
31 W. Fountain Street

Milford, MA 01757
ctuttle@milfordma.com

Section 504 Coordinator

Lisa Kingkade 508.478.1186
10 North Vine Street

Milford, MA 01757
Ikingkade@milfordma.com

Title 1 Director

Pattie Kelley 508.478.1180
10 North Vine Street

Milford, MA 01757
pkelley@milfordma.com

Title VI &Title IX Director
Kevin McIntyre508.478.1102
31 W. Fountain Street
Milford, MA 01757
kmcintyre@milfordma.com
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