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Bourne Public Schools

OUR VISION:
We are committed to fostering a community where each and every student of Bourne Public
Schools graduates with the knowledge, habits and skitlollaborate effectively as our diverse
society evolves. The Town of Bourne continually empowers students ant staffieve personal
goals and demonstrate lifeng learning.

OUR BELIEFS:
1 Love what we do and always remember why we are here
9 Pursue learning
9 Build open and honest relationships

OUR MISSION IS TO:
The Bourne Public Schools is committed to connecting individuals to their growth potential;
engaging the community in ways to fagitit student achievement; guaranteeing a relevant, viable
curriculum; and assuring universal accountability that supports the maximum academic potential and
civic success of all students.

OUR CORE VALUES:
1 All students can learn
1 All decisions are made in the best interest of students
1 All students learn best when actively involved in the learning process
1 Learning will be more successful when school experiences have meaning for students

OUR OBJECTIVES ARE:
1. Civic Responsibility: Support all students to demonstrate the intellectual skiligiebgar
informed effective citizenship.
2. Assessment: Provide frequent and varied opportunities to establish a balanced approach in
assessing student learning for college and career readiness.
3. Vision 2020: Engage the community in a distigte improvemenof learning and teaching
through reconfiguration of grade spans and the construction of a new elementary school.

EDUCATOR EVALUATION: 20162017Areas of Emphasis

Standard 1-B-2 Adjustments to Practice

Proficient: Organizes and analyzes results from a variety of assessments to determine progress
toward intended outcomes and uses these findings to adjust practice and identify and/or
implement appropriate differentiated interventions amtth@cements for students.

Standard Il -D-2 High Expectations
Proficient: Effectively models and reinforces ways that students can master challenging material
through effective effort, rather than having to depend on innate ability.

Standard 11l -B-2 Curriculum Support

Proficient: Regularly updates parents on curriculum throughout the year and suggests
strategies for supporting learning at school and home, including appropriate adaptation for
students with disabilities or limited English proficiency.

Standard 1V-A-1 Reflective Practice

Proficient: Regularly reflects on the effectiveness of lessons, units, and interactions with
students, both individually and with colleagues, and uses insights gained to improve practice and
student learning
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Civil Rights and Responsibilities

Public schools have the responsibilibydrovide a hostiléree environment for its employees and to overcome
barriers that prevent students from achieving their potential. These commitments are affirmed in Bourne School
Committee Policies, in laws enforced by our state and the Office ofRigfits, and in our Bullying Prevention

and Intervention Plan.

Age Discrimination Act of 1975 Prohibits discrimination on the basis of age in programs or activities receiving
federal financial assistancége Discrimination in Employment ActProhibis employers from discriminating
against workers and applicants who are 40 years of age and older, based on their age.

Family and Medical Leave ActGives employees the right to take time off from work in order to care for a
newborn (or recently adoptedhild, or to look after an ill family member.

Title | of the Americans with Disabilities Act of 199@Prohibits discrimination, exclusion from participation, and
denial of benefits on the basis of disability in the acdasmployment.

Title 1l of the Americans with Disabilities Act of 199@rohibits discrimination, exclusion from participation,
and denial of benefits on the basis of disability in the avaducational programming and activities.

Title 1V of the Civil Rights Act of 1964:Prohibitsdiscrimination on the basis of race, color, or national origin.

Title VI: Title VI of the Civil Rights Act of 1964:Prohibits discrimination, exclusion from participation, and
denial of benefits on the basis of race, colonational origin.

Title VI1I: Title VII of the Civil Rights Act of 1964 Prohibits employment discrimination based on race, color,
religion, sex, and national origin.

Title IX of the Education Amendments of 197Rrohibits discrimination, exclusion from participation, and
denial d benefits in educational programs basegex

Section 504 of the Rehabilitation Act of 197Brohibits discrimination, exclusion from participation and denial
of benefits on the basis of disability.

MGL, Ch. 76,and Sectiorb: Massachusetts Genetaws, Chapter 76, Section Prohibits discrimination in all
public schools on the basis of race, color, sex, national origin, religgmer identityand sexuabrientation.

District Civil Rights Officer and District 504/ADA Coordinator
SusarSleasma, Assistant Superintendent for Learning and Teaching
36 Sandwich Road

Bourne, MA 02532

508.759.0660

ssleasman@hbourneps.org

All employees of Bourne Public Schools are responsible for adherence to
and implementation of all School Committee Policie®f the Bourne
School Committee.



mailto:ssleasman@bourneps.org

SC Policy: AC
| NONDISCRIMINATION

Adoption Date: 11/3/1999, Revised: 1/29/2013
A - Foundations and Commitments

I. Policy

Public schools have the responsibility to overcomsgfar as possible, any barriers that prevent children from
achieving their potential. The public school system will do its part. This commitment to the community is
affirmed in the following statements of School Committee intent to:

A. Promote the rightand responsibilities of all individuals as set forth in the State and Federal Constitutions,
pertinent legislation, and applicable judicial interpretations.

B. Encourage positive experiences in human values for children, youth and adults, all of whaliffdravg
personal and family characteristics and who come from various socioeconomic, racial and ethnic groups.

C. Work toward a more integrated society and to enlist the support of individuals as well as groups and agencies,
both private and governmehta such an effort.

D. Use all appropriate communication and action techniques to air and reduce the grievances of individuals and
groups.

E. Carefully consider, in all the decisions made within the school system, the potential benefits or adverse
consegences that those decisions might have on the human relations aspects of all segments of society.

F. Initiate a process if reviewing policies and practices of the school system in order to achieve to the greatest
extent possible the objectives of this staént.

The committeeds policy of nondiscrimination will ex
with whom it does business; no person shall be excluded from or discriminated against in admission to a public
school of any town or inlaining the advantages, privileges, and courses of study of such public school on

account of basis of race, color, religion, national origin, ethnicity, genetic information or testing, sex, sexual
orientation, gender identity, age or disabjlly

II. Procedures
A. The Superintendent shall designate a Civil Rights Officer for the school district.

B. If you have a complaint or feel that you have besorhinated against because of race, color, religion,

national origin, ethnicity, genetic information or testing, sex, sexual orientation, gender identity, age or disability,
see Policy ACB: ADULT ANTIHARASSMENT POLICY AND GRIEVANCE PROCEDURE; Policy ACAB
ADULT SEXUAL HARASSMENT POLICY OF THE BOURNE PUBLIC SCHOOLS; Policy ACEA:

SECTION 504/ADA GRIEVANCE PROCEDURE; and/or Policy JIIA: STUDENT ANTARASSMENT

POLICY AND GRIEVANCE PROCEDURE for specific policies and procedures and grievance procedures
applicable to such complaints.


http://www.bourne.k12.ma.us/admin/boardPolicy/policy_edit_record.cfm?edit=6751#_ftn1

[1] Included in this policy is the commitment of the Committee and its staff to make every effort to comply with
the lette and the spirit of the Massachusetts equal educational opportunities law (known as Chapter 622 of the
Acts of 1971), which prohibits discrimination in public school admissions and programs.

Policy References:

Title VI, Civil Rights Act of 1964

Title VI, Civil Rights Act 0f1964, as amended by the Equal Employment Opportunity Act of 1972
Executive Order 11246, as amended by E.O. 11375

Equal Pay Act, as amended by the Education Amendments of 1972

Title IX, Education Amendments of1972

Rehabilitation Act of 193

Education for All Handicapped Children Act of 1975

M.G.L. 71B:1 et seq. (Chapter 766 of the Acts 0f1972)

M.G.L.76:5; Amended 2011

M.G.L.76:16

Board of Education Chapter 622 Regulations Pertaining to Access to Equal Educational Opportunity, adopted
6/24/75, as amended 10/24/78

Board of Education 603 CMR 26:00

Board of Education Chapter 766 Regulations, adopted10/74, as amended through 3/28/78

SC Policyi ACAB

ADULT SEXUAL HARASSMENT POLICY OF THE BOURNE PUBLIC SCHOOLS !

Adoption Date: 11/3/1999, Rewd: 1/29/2013
A - Foundations and Commitments

1. Policy

It is the policy of the Bourne Public Schools to promote a workplace and learning environment that is free of
sexual harassment. Sexual harassment of employees, visitors and/or contractorgydctheiworkplace,

classroom or in other settings in which employees, visitors and/or contractors may find themselves in connection
with their employment and/or learning is unlawful and will not be tolerated by this District. Further, any

retaliation agaist an individual who has complained about sexual harassment or retaliation against individuals for
cooperating with an investigation of a sexual harassment complaint is similarly unlawful and will not be tolerated.
If any form of retaliation occurs, it atd be considered grounds for dismissal of staff and contractual personnel.
Additionally, referral to law enforcement may be made if warranted by the facts.

The conduct that is described in this policy will not be tolerated and we have provided a @rbgedhich
inappropriate conduct will be dealt with, if encountered by employees. Because the Bourne Public Schools takes
allegations of sexual harassment seriously, we will respond promptly to complaints of sexual harassment and,
where it is determined & such inappropriate conduct has occurred, we will act promptly to eliminate the conduct
and impose such corrective action as is necessary, including disciplinary action where appropriate. This policy is
not designed or intended to limit our authoritydiscipline or take remedial action for workplace conduct which

we deem unacceptable, regardless of whether that conduct satisfies the definition of sexual harassment.

II. Definition of Sexual Harassment
In Massachusetts, the legal definition for sexwblsment means sexual advances, requests for sexual favors,
and verbal or physical conduct of a sexual nature when:
A. submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly
a term or condition of employmeat as a basis for employment decisions or participation in school
activities or programs; or

Minor changes will require amendment by 8@.


http://www.bourne.k12.ma.us/admin/boardPolicy/policy_edit_record.cfm?edit=6751#_ftnref1

B. Suchadvances, requests or conduct have the purpose or effect of unreasonably interfering with an
i ndividual 6s wor k per f or male, duenilidiyg orcsexeallytoffensiye a n i
work environment.

The legal definition of sexual harassment is broad and, in addition to the above examples, other sexually oriented
conduct, whether it is intended or not, that is unwelcome and has the effectiofjcesorkplace and/or

learning environment that is hostile, offensive, intimidating, or humiliating to male or female employees, visitors
and/or contractors may also constitute sexual harassment.

While it is not possible to list all those additionakcimstances that may constitute sexual harassment, the
following are some examples of conduct which may constitute sexual harassment depending upon the totality of
the circumstances including the severity of the conduct and its pervasiveness:

1. Unwelcome sexal advances whether they involve physical touching or not;

2. Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one's sex life;
comment on an individual's body, comment about an individual's sexual activity, deésieorci
prowess;

3. Displaying sexually suggestive objects, pictures, cartoons;

4. Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting
comments;

5. Inquiries into one's sexual experiences; and,

6. Discussion of one's sexuattivities.

Retaliation in any form against any person who has made or filed a complaint relating to sexual harassment is
forbidden.

Ill. Complaints of Sexual Harassment

Any employees, visitors and/or contractors who believe they have been subjdaesbgment have the right to

file a complaint and to receive prompt aqpropriate handling of the complaint. Further, all reasonable
effortsshall be made to maintain the confidentiality and protecptivacy of all parties, but proper enforcement

of this policy may require disclosure of and/or all information receividds may be done in writing or orally.

Any employees, visitors and/or contractors who wish to file a complaint may do so by contacting the principal of
the building in which he/she wks or attends classes and/or by contacting the Civil Rights Officer, 36 Sandwich
Road, Bourne, MA 02532; Phone: 5089-0660 Phone; Fax:50859-1107. The principal of the building in

which one works is also available to discuss any concerns and to prdeigheation about this policy on sexual
harassment and the complaint process.

Any school employee, visitor or contractor who has information that would lead a reasonable person to suspect
that a person covered by this policy is a target of sexual hazasamd/or retaliation, shall immediately report it

to a building administrator who shall immediately report it to the Civil Rights Officer; each school shall document
any prohibited incident as soon as it is reported.

A good faith report from a staff mdrar renders the staff member immune from discipline for making a report

and is considered to have been made in the course o
258. As a result, the school district shall indemnify staff members frgmarse of action arising out of good
faith report of sexual harassment and/or the distri

If an instance of staff member to student sexual harassment and/or student to staff member sexual herassment
reported to any employee or contractor, the employee or contractor shall inform both the building principal and
the Civil Rights Officer immediately. In a situation involving a charge of student to staff member sexual
harassment the staff member simaltify the building principal or the Civil Rights Officer.

Any complaints of sexual harassment of students must be brought under the Studelar@sgment Policy and
Grievance Procedure, Policy JIIA.



It is the responsibility of every employee, visitoontractor and parent to recognize acts of sexual harassment
andtake every action necessary to ensure that the applicable policies and procedures of this school district are
implemented. Visitors and contractors are strongly encouraged to report seasahtent according to the
procedures set forth above.

IV. Sexual Harassment Investigation

When a complaint of sexual harassment is received, the allegation will be promptly investigated in a fair and
expeditious manner. The investigation will be diredigdhe Civil Rights Officer, who may delegate the

interviewing of witnesses and/or the gathering of facts from other sources to building principal(s) and/or counsel.
The investigation will be conducted in such a way as to maintain confidentiality totém psacticable under

the circumstances. The investigation will include a private interview with the person filing the complaint and with
witnesses. The person alleged to have committed sexual harassment will also be interviewed. . When the
investigation's completed, to the extent appropriate, the person filing the complaint and the person alleged to
have committed the conduct will be inform of the results of that investigation.

If it is determined that inappropriate conduct has occurred, the distitieictypromptly to eliminate the offending
conduct, and where appropriate, will also impose disciplinary action.

V. Disciplinary Action

If it is determined that inappropriate conduct has been committed by one or more employees, students and/or
contractes, we will take such action as is appropriate under the circumstances. Such action may range from
counseling to termination from employment or expulsion from school, and/or such other forms of disciplinary
action as is deemed appropriate under the cirtamss.

VI. State and Federal Remedies

In addition to the above, any person who believes he/she has been subjected to sexual harassment may file a
for mal complaint with either or both of theamovernn
process does not prohibit filing a complaint with these agencies. Each of the agencies has a short time period for
filing a claim (EEOGC- 300 days; MCAD- 300 days; OCR within 180 calendar days after the harassment

occurred.).

1. The United States Equal Employment Opportunity Commission ("EEOC")
Location: John F. Kennedy Federal Building

475 Government Center

Boston, MA 02203

Phone: 18006694000

Fax: 6175653196

2. The Massachusetts Commission Against Discrimination ("MCAD")
One Ashburton Place

Sixth Floor, Room 601

Boston, MA 02108

Phone: 617094-6000

TTY: 6179946196
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SC Policy. ACB

| ADULT ANTI -HARASSMENT POLICY AND GRIEV ANCE PROCEDURE

Adoption Date: 11/3/1999, Revised: 1/29/2013

A -

Foundations and Commitments

Policy

It is the policy of the Bourne Public Schools to provide an atmosphere for all employees, visitors and/or
contractors free from discrimination andharassment. Discrimination, including harassment,(hereinafter
referred to as fAharassmento) on the basis of race
or testing, sex, sexual orientation, gender identity, age or disabiliy (heraf t er A member shi p
classo) wildl not be tolerated. Retaliation agains
has complained of discrimination, including harassment, or individuals, who have cooperated with an
investgation of such a complaint, is also unlawful and will not be tolerated. The District will promptly
investigate, remedy any harm, seek to prevent recurrence of such conduct, and will also develop procedures to
accomplish this end. The district is respbiesifor providing a nondiscriminatory educational environment

free from harassment, and to that end will enforce this policy in cases where harassment of an employee,
visitor, and/or contractor is the result of actions not only by its agents and/or eegphajtealso by students,

outside contractors of the district, and/or others who have permission to be in contact with students.

. Definitions

A. Discrimination Treating persons differently, or interfering with or preventing them from enjoying the
advantagesr privileges afforded to others because of their membership in a protected class.

B. Harassment Or al , written, graphi c, el ectroni c, or ph
perceived membership in a protected class that is sufficiently speevasive or persistent so as to
interfere with or | imit that personds ability to

a hostile, humiliating, intimidating, or offensive educational environment.

C. Hostile EnvironmentHarassmetnalso occurs when harassing conduct (e.g., physical, verbal, graphic, or
written) creates a hostile environment which interferes with and/or limits the ability of an individual to
work and/or to participate in or benefit from the services, activitiesidtgges provided by the Bourne
Public Schools. To determine whether a hostile environment exists, the harassment must be severe,
pervasive or persistent. The harassment must in most cases consist of more than casual or isolated
incidents to establish aolation of this policy. To determine severity, the nature of the incidents will also
be considered. Evidence may reflect whether the conduct was verbal or physical and other relevant facts
which help define the nature of the incident. In some casestike lersironment requiring appropriate
responsive action may result from a single incident that is sufficiently severe. If it is determined that the
harassment was sufficiently severe that it would have adversely affected the ability of an individual to
work and/or to participate in or benefit from the services, activities or privileges provided by the Bourne
Public Schools., the district will find that a hostile environment existed.

D.Harassingconduéttased on a personé6s pronotdimiteddad st at us may

1 Degrading, demeaning, insulting, or abusive verbal or written statements;

1 Taking personal belongings, taunting, teasing, reatiéng, or spreading rumors;

9 Drawing or writing graffiti, slogans, visual displays, or symbols on schoslmrot her 6 s pr o
1 Telling degrading or offensive jokes;

1 Unwanted physical contact of any kind;

1 Physical violence, threats of bodily harm, physical intimidation, or stalking;
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9 Threatening letter, emails, instant messages, or websites that comehdgthaope of the
Districtbés disciplinary authority;
fDefacing, damaging, or destroying school or

E. TheBourne School Distriatvill make appropriate arrangements to ensure that disabled parsons
provided other accommodations, if negd® participate in this grievance process. SarcAngements
may include, but are not limited to, providing interpreters for the deaf, prowddiitgl recordings of
material for the blind, or assuring a barfiexe location for the proceedingehe Setion 504 Coordinator
will be responsible for such arrangements.

I1l. Harassment Prohibited

A. Harassment: Unwelcome verbal, written or physical conduct directed at a person based on His/her:

1. Disability - disability or perceived disability, including damagingmterfering with use of necessary,
equipment, imitating manner of movement, using disakiétgted slurs, or invading personal space
to intimidate.

2. National Origin- national origin, ancestry, or ethnic background such as negative comments about
surrames, customs, language, accents, immigration status or manner of speaking.

3. Race-race or color, including racial slurs or insults based on characteristics of a person's race or
color, racial graffiti or symbols, hostile acts based on race, nicknarsed ba racial stereotypes,
negative comments about appearance, imitating mannerisms, taunting, or invading personal space to
intimidate.

4. Religion- religion, including derogatory comments about religious beliefs, traditions, practices
(includes norbelief), or religious clothing.

5. Gender Identity actual or perceived gender identity, such as@aislurs or insults, imitating
mannerisms, taunting, or invading personal space to intimidate.

6. Sexual Orientationactual or perceived sexual orientationgls as antgay slurs or insults, imitating
mannerisms, taunting, or invading personal space to intimidate.

7. Agei actual or perceived less favorable treatment because of age such as offensive remarks about a
personds age; sl urlerparceived characteristies obagersons agengraffittar u a
symbols promoting age related stereotypes; hostile acts based on age; nicknames based on age relatec
stereotypes; negative comments about appearance, imitating mannerisms, taunting, or invading
personal space to intimidate.

8. Sex actual or perceived less favorable treatment because of gender; slurs or insults based on actual
or perceived characteristics of a person's gersggist and/obscene graffiti or symbols; hostile acts
based on gendeamnjcknames based on gender stereotypes; negative comments about appearance,
imitating mannerisms, taunting, or invading personal space to intimidate.

B. Sexual Harassment:

See Policy ACAB: ADULT SEXUAL HARASSMENT POLICY OF THE BOURNE PUBLIC
SSHOOLS for plicies and procedures dealing with the sexual harassment of adults.

C. Itis a violation of this policy for any administrator, teacher or other employee, or any student to engage
in or condone harassment in school, or to fail to report or otherwise ta@nebleorrective measures
when they become aware of an incident of harassment.
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D. This policy is not designed or intended to limit the schools authority to take disciplinary action and/or to

take remedial action when such harassment occurs out of schdwada connection to school or is
disruptiveto or participation in school related activities. Reports of cyber harassment by electronic or
other means occurring in or out of school will be reviewed and, when a connection to school exists, will
result indiscipline.

It is responsibility of every employee, contractor, student and/or parent to recognize acts of harassment
and take every action necessary to ensure that the applicable policies and procedures of this school district
are implemented.

Complaits of discrimination against and/or harassment of students on must be brought under the Student
Anti-Harassment Policy and Grievance Procedure, Policy JIIA.

IV. Grievance Procedure

A. Any employee, visitor, and/or contractor who believes that he or she hasuigected to discrimination

B.

and/or harassment has the right to file a complaint and to receive prompt and appropriate handling of the
complaint. Further, all reasonatd#orts shall be made to maintain the confidentiality and protect the
privacy of allparties, but proper enforcement of this policy may require disclosure of any and all
information received.

Any person who believes she or he has been subjected to discrimination and/or harassment may file a
grievance under this procedure. This procedoesdot deny the right of the grievant to file formal
complaints with other state and federal agencies or to seek private counsel for complaints alleging
discrimination.

It is against the law and a violation of this policy for Bmurne School Districto retaliate against
anyone who files a grievance or cooperates in the investigation of a grievance.

D. Procedure:

1. Grievances must be submitted to the Superintendent of S¢gibig ninety (90) day®f the date
the person filing the grievance becomes aw#értbe alleged discrimination and/or harassment. The
Superintendent of Schools will forthwith forward grievances to the Civil Rights Officer to be
processed in accordance with this procedure. This time limit may be waived as determined by the
Civil Rights Officer on a case by case basis to avoid injustice. It is the policy 8iotmme School
District to process all grievances in a fair, expeditious and confidential manner to the extent possible.

2. A grievance must be in writing, containing the name anbiesd of the person filing it, but if
necessary, the Civil Rights Officer will assist the complaining party in drafting the complaint.

3. The complaint must state the problem(s) or action(s) alleged to be discrimination and/or harassment
and the remedy or lief sought. If the complaining party consents, the Civil Rights Officer will
transmit the grievance to the appropriate principal for possible informal resolution. If the complaining
party consents to informal resolution, he/she may at any time opt to tetihe formal complaint
process.

4. Upon receipt of a grievance, the Civil Rights Officer shall make the complaining party aware of the
availability of interim measures such as counseling, stay away mechanisms, and/or academic
adjustments while the grienee is being investigated and decided.

13



5. If no informal resolution is achieved within 14 days of such referral, or if the complaining party did
not consent to a referral, the Civil Rights Officer (or her/his designee) shall conduct an investigation
of the @mplaint. This investigation may be informal, but it must be thorough, affording all interested
persons an opportunity to present witnesses and/or submit evidence relevant to the complaint.

6. If there is no resolution in the course of the investigationCikig Rights Officer (or her/his
designee) will prepare a written report of the investigation within firey (45) days of the receipt of
the written grievance, which shall include the following:

A clear statement of the allegations of the grievanderamedy sought by trgrievant.

A statement of the facts as found by the Officer.

A list of all witnesses interviewed and documents reviewed during the investigation.

A narrative describing attempts to resolve the grievance.

The Of fi cer 6 sonthe prapdndesance of thdbexidencd as to whether the
allegations in the grievance are meritorious. If the Officer believes the grievance as valid, the
Officer will recommend appropriate action to theperintendent of Schools

PoOooTR

7. The Civil Rights Officemill maintain the files and records of tB®urne School
District relating to such grievances.

8. The person filing the grievance may appeal the decision of the Civil Rights Officer
by writing to theSuperintendent of Schoalgthin 21days of receiving theiCv i | Rights Off
decision.

9. TheSuperintendent of Schoddtall conduct a hearing, and issue a written decision in response to
the appeal based on the preponderance of the evidence no later than 45 days after its filing. A copy of
said decision wilbe mailed to all parties and their representatives, if any; on the date it is issued. If a
grievance is taken to the Superintendent for a hearing, the parties shall have the right to representation
at their own expense and to present witnesses and evidemomsideration by thBuperintendent of

Schools The scope of the witnesses and evidence presented to the Superintendent may extend beyond
that that presented to the Civil Rights Officer.

10. In the event that that it is determined that discriminatiati@rharassment in violation of this

policy has occurred, the Bourne Public Schools will act promptly to take the actions necessary to end
the discrimination and prevent its reoccurrence. Such steps include but are not limited to discipline of
students andr employees; referral of perpetrators to state and/or federal authorities for further action
as appropriate; restricting contact between perpetrators and the victims of such conduct, and/or
academic adjustments. Additionally, the Bourne Public Schodllpmwimptly take reasonable steps

to remedy the effects of the discrimination and/or harassment on the victims thereof.

Other Options for Complaining Party

Using the Bourne Public Schools' investigation and grievance procedure does not prohibigtbédilin
formal complaint with the government agencies set forth below. Each of the agencies has a short time
period for filing a claim (EEOG 300 days; MCAD- 300 days; OCR within 180 calendar days after the
harassment occurred.).

At any time during th process, a grievant may file a complaint with any of these agencies.
The United States Equal Employment Opportunity Commission ("EEOC")

Location: John F. Kennedy Federal Building

475 Governrant Center

Boston, MA 02203

Phone: 18006694000

Fax: 6175653196
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The Massachusetts Commission against Discrimination ("MCAD")
One Ashburton Place

Sixth Floor, Room 601

Boston, MA 02108

Telephone: §7-994-6000

TTY: 6179946196

U.S. Department of Education Office for Civil Rights (OCR)
U.S. Department of Education

Office of Civil Rights

J.W. McCormack Post Office and Courthouse

5 Post Office Square!"§loor

Boston, MA 02104577

617.289.0111

SCPolicy: ACEA

| SECTION 504/ADA GRIEVANCE PROCEDURE

Adoption Date: 1/29/2013
A - Foundations and Commitments

Policy

It is the policy of theBourne School Distridio provide a learning and working environméee from

discrimination of any kind. In comigince with Section 504 of the Rehabilitation Act of 1973 (Section 504)
and Title Il of the Americans with Disabilities Act of 1990 (ADA) the District prohibits discrimination on

the basis of disability and retaliation against persons exercising theg uigtier these law$heBourne

School Districthas adopted this internal grievance procedure to provide for prompt and equitable resolution
of complaints alleging any action prohibited bisection 504 and Title Il (i.e. failure to implement a 504 plan).
Any complaints of harassment of students on the basis of disability should be brought under the Student

Anti-Harassment ®icy and Grievance Procedufeo | i cy J |

I A.

I f

y ou

di sagr e

regarding the identification, evaluation, orgaanent of a student, you can contact the Massachusetts Bureau
of Special Education Appealswatvw.doe.mass.edu/bsea/617.626.7250.

Any student, parent, or third party who believes she/he has been subjatissditoination on the basis of
disability may file a grievance under this procedure. It is against the law fBotlrae School Distridip

retaliate against anyone who files a grievance or cooperates in the investigation of a grievance. This
procedure des not deny the right of the grievant to file formal complaints with other state and federal

agencies or to seek private counsel for complaints alleging discrimination.

The Section 504 and Title regulations may be examined in the office of the AsSigtanintendent Susan
Sleasman36 Sandwich Road, Bourne, MA 02532 (508.759.0660), who has been designated to coordinate
the efforts of the Bourne School District to comply with Section 504/Title Il. The Section 504/ADA
Coordinator will maintain the fileand records of the Bourne School District relating to such grievances.

Procedure:

A. Parents, students and/or other interested parties may file a grievance under this policy. Grievances must
be submitted in writing to the Section 504/ADA Coordinator abttew listed addredsithin ninety (90)

8 SusarSleasman
504 ADA Coordinator

Bourne Public Schools
36 Sandwich Road
Bourne, MA 02532
5087590660 Phone
5087591107 Fax
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daysof the date the person filing the grievance becomes aware of the alleged discriminatory action. Persons
seeking assistance in filing a complaint may contact the Section 504/ADA Coordinator prior to filing and
assistance will be provided to them. This time limit may be waived as determined by the Section 504/ADA
Coordinator on a case by case basis to avoid injustice. It is the policyRduhee School Distridio

process all grievances in a fair, expeditiond aonfidential manner to the extent possible.

B. A complaint must be in writing, containing the name and address of the person filing it.
The complaint must state the problem or action alleged to be discriminatory and the remedy or relief sought.
The 504/ADA Coordinator will reduce an oral complaint to writing, if necessary.

C. TheBourne School Districtvill make appropriate arrangements to ensure that persons with disabilities
are provided other accommodations, if needed, to participate in this grievacesspi®uch arrangements
may include, but are not limited to, providing interpreters for the deaf, providing digital recordings of
material for the blind, or assuring a bartfiere location for the proceedings. The Section 504 Coordinator
will be respondile for such arrangements.

D. Upon receipt of a grievance, the 504/ADA Coordinator shall make the complainant aware of the
availability of interim measures such as counseling, stay away mechanisms, and/or services or
accommaodations while the grievance isngeinvestigated and decided.

E. Informal Process: If the complainant consents, the 504/ADA Coordinator will transmit the grievance to
the appropriate principal or immediate supervisor for possible informal resolution. The informal resolution
process may bterminated at any time by either the complainant or the Bourne School District, and the
formal complaint process will then be utilized. If no informal resolution is achieved within 14 days of such
referral, the complainant will be referred to the formalcess.

F. Formal Process: A complainant may pursue the formal complaint process at any time. The Section
504/ADA Coordinator (or her/his designee) shall conduct an investigation of the complaint. Generally, the
investigation will take no longer than 1dh®ol days from the date the formal complaint is filed. This
investigation will be thorough, affording all interested persons an opportunity to submit evidence and present
witnesses to the complaint.

1. The Coordinator will make a determination using theppnderance of the evidence standard. If
the Coordinator finds that discrimination occurred, the Coordinator will act promptly to take the
actions necessary to end the discrimination, prevent its reoccurrence, and take reasonable steps to
remedy the effds of the discrimination and/or harassment on the victims thereof. Such steps can
include, but are not limited to, discipline of students and/or employees; counseling for the victim
and/or perpetrator; restricting contact between perpetrators and iheswétsuch conduct,
and/or services or accommodations.

2. Upon conclusion of the investigation, the Section 504/ADA Coordinator (or her/his designee)
will prepare and issue to both parties a written report of the investigation which shall include the
following:

i. A clear statement of the allegations of the grievance and remedy sought by the
complainant.
ii. A statement of the facts as found by the Coordinator.
ii.  Alist of all withesses interviewed and documents reviewed during the investigation.
iv.. The Co o rcdrclasen as to &lether or not discrimination was found.
v. If aviolation occurred, information about corrective action consistent with applicable
confidentiality laws.

3. Appeals: Either party may appeal the decision of the Section 504/ADA Coordinator by
writing to theSuperintendent of Schoalgthin 10 days of receiving the Section
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504Coordinatorés decision. In the appeal,

factual information was incomplete, the analysis of the facts was incorrect; tral/o
appropriate legal standard was not apptidhow this would change the Districts
determination in the case.

4.  TheSuperintendent of Schoolgll issue a response to the appeal no later than 10 days after
its filing. A copy of said decision will be ailed to all parties and their representatives, if any,
on the date it is issued.

I1l. Other Options for Complaining Party

At any time during the process, a grievant may file a complaint with either of the following:

Massachusetts Department of Education
Program Quality Assurance

350 Main St.

Malden, MA 02148023

U.S. Department of Education

Office of Civil Rights

J.W. McCormack Post Office and Courthouse
5 Post Office Square!"gloor

Boston, MA 0210H577

617.289.0111

SC Policy. AF

BULLYING & HAZING POLICY

Adoption Date: 4/7/2010, Revised: 1/29/2013
A - Foundations and Commitments

I. Policy
A. ltis the policy of the Bourne Public Schools to provide a learning and working atmosphstrelésnts
free from bullying and/or hazing. Bullying andtmsizing on the basis of race, color, religion, national origin,

ethnicity, genetic information or testing, sex, sexual orientation, gender identity, age or disability (hereinafter

Amembership in a protected cl agiagahd/omhazing baseddnab e
student 6s membership in a protect eHarassmeatPdicyand! |
Grievance Procedure, Policy JIIA.

B. Itis a violation of this policy for any administrator, teacher or other gyeploor any student to engage
in or condone bullying and/or hazing in school or to fail to report or otherwise take reasonable corrective
measures when they become aware of an incident of bullying and/or hazing.

C. This policy is not designed or imtded to limit the school's authority to take disciplinary action or take

remedial action when such bullying and/or hazing occurs out of school but has a connection to school, or is

disruptive to an employee's or student's work or participation in scHa@dectivities.

Reports of cyber bullying by electronic or other means, occurring in or out of school will be reviewed
and, when a connection to work or school exists, will result in discipiPagents of students alleged to have
engaged in dyer bullying and/or hazing will be invited to attend a meeting at which the activity, words or
images subject to the complaint will be reviewédstudent disciplined for cyber bullying will not be
readmitted to the regular school program until his oplaeent(s) attend such meeting.
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D.

It is responsibility of every employee, student and parent to recognize acts of bullying and/or hazing,

andtake every action necessary to ensure that the applicable policies and procedures of this school district
areimplemented.

E. Any employee or student who believes that he or she has been subjected to bullying and/or hazing has
the right to file a complaint and to receive prompt apdropriate handling of the complaint. Further, all
reasonable effortshallbe made to maintain the confidentiality and protecptieacy of all parties, but

proper enforcement of this policy may require disclosure of and/or all information received.

F.

The Building Principal or designee shall be responsible for assestiptpyees and students seeking

guidance or support in addressing matters relating to any form of bullying and/or hazing.

Il. Definitions

A.

B.

Bullying Prohibited

Bullying may take a variety of forms. It is unacceptable in a school or work envinbnfAsea

result, no student or employee shall be subjected to harassment, intimidation, bullying, or cyber

bullying in any public educational institute.

1. ABullying and Cyber Bullyingdo means unwel co
or gestures where a student or employee feels coerced, intimidated, harassed or threatened and
under the circumstances (1) may cause a reasonable person to suffer physical or emotional
harm to a student or employee, ¢éhpl mggedause
property, or (3) may cause a disruptive or hostile school environment. The behavior must
interfere with an employeebds ability to perf
performance or ability to perform his or her dutiesorwith st udent 6 s academi c
ability to |l earn, or interfere with a studer
activities, or privileges:

a.That are being offered through the School District; or

b.During any education program or actyior

c.While in school, on school equipment or property, in school vehicles, on school buses, at
designated school bus stops, at sctepainsored activities or at school sanctions
events;

2. Through the use of data, telephone or computer softwares thatessed through a computer,
computer system, or computer network or any public education institute.

3. As used in this section, fel ectronic commun
electronic device including a telephone, cellular phoonejputer or pager.

Hazing Prohibited

The term Ahazingd shall mean any conduct or me
student organization, whether on public or private property, which willfully or recklessly endangers
the physicabr mental health of any student or other person.

1. Such conduct shall include, but is not limited to, whipping, beating, branding, forced calisthenics,
exposure to the weather, forced consumption of any food, liquor, beverage, drug or other substance or
ary other brutal treatment or forced physical activity which is likely to adversely affect the physical
health or safety of any such student or person, or which subjects such student or other person to
extreme mental stress, including extended deprivaticteep or rest or extended isolation.
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2. Whoever knows that another person is the victim of hazing and is at the scene of such activity,
shall, to the extent that such person can do so without danger or peril to himself or others, report such
activity to anappropriate law enforcement official as soon as reasonably practicable.

C. Retaliation Prohibited

Retaliation in any form against any person who has made or filed a complaint relating to bullying
and/or hazing is forbidden. If it occurs, it colid considered grounds for dismissal of staff personnel
and/or removal from the educational setting for a student. A referral to law enforcement may be
made.

lll. Guidelines for Investigating Bullying and/or Hazing Claims

Complaints of bullyingand/diazi ng based on a studento6és member ship
paragraph IA will be processed under the Student-atassment Policy and Grievance Procedure, Policy JIIA.

In school systems, hazing may take many forms and cross many linestuBtien may be an instance of staff
member to staff member, staff member to student, student to staff member, or student to student. Guidelines for
dealing with any charge of hazing are as follows:

A. By | aw, hazing is def incanbinaboyn with bbgectiveistandardsndrs per ¢
expectations. What one person may consider acceptable behavior may be viewed as hazing by another
person. Therefore, in order to protect the rights of both parties, it is important that the victim make it
clear tothe harasser that the behavior is objectionable.

B. In all charges of hazing, bullying, or intimidation, the victim should describe in writing the specifics
of the complaint to ensure that the subsequent investigation is focused on the relevant faants. Oral
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 clear and convincing evidence. All othempdaints will be reviewed based on a
preponderance of evidence standard.

C. Any school employee that has reliable information that would lead a reasonable person to suspect that
a person is a target of hazing, bullying, or intimidation shall immediatelytri¢épo the
administration; each school shall document any prohibited incident that is reported and confirmed,
and report all hazing, intimidation, bullying or cyber bullying and the resulting consequences,
including discipline and referrals, to the Supert endent 6 s of fice as they ¢

D. A good faith report from a staff member renders the staff member immune from discipline for
making a report and is considered to have been
for purposes of M.G.L. c. 25&s a result, the school district shall indemnify staff members from any
cause of action arising out of good faith repo
inaction in connection thereto.

E. If an instance of student to student hazing i®regl to a staff member other than an administrator,
the staff membemust inform the Assistant Principal or the Building Principal.

F. If a situation involving a charge of staff member to student hazing is brought to the attention of any
staff member, thetaff member should notify the Building Principal or Assistant Superintendent
immediately.

G. In a situation involving a charge of student to staff member hazing the staff member should notify the
Building Principal or the Assistant Superintendent.
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H. In a sitation involving a charge of staff member to staff member hazing the staff member should
notify the Building Principal or the Assistant Superintendent.

I. Once a charge of hazing has been made, including charges of mental, emotional or physical
harassmentase | | as threats to a personds safety or
following course of action should be taken.

1. The Building Principal should investigate the charge through discussions with the individuals
involved. In situations inMeing allegations against a staff member, he/she should be informed of
his/her rights to have a third party present at the time of the discussion. In situations involving
students the Principal should engage the appropriate classroom or special subjeciches.

Parents will be informed of the situation and invited to participate in resolution discussions. It is
important that the situation be resolved as confidentially and as quickly as the circumstances
permit.

2. If the harasser and the victim awél ing to discuss the matter at a resolution meetinie
presence of the Principal/designee or Assistant Superintedaumpportive faculty member
and/or parent should be included in the discussion. During this discussion, the offending behavior
should [ described by the victim and administration, a request for a change in behavior should
be made, and a promise should be made that the described behavior will stop. If circumstances do
not permit a fact to face meeting the administration will presentithev i més po-gpi t i on.
verification procedures will be explained. Failure to comply after a resolution meeting will result
in appropriate discipline.

J. If after a resolution meeting with the involved parties, the Building Principal determindsrthat
disciplinary action must be taken, the following could occur:

1. Ininstances involving student to student or student to staff member hazing, the student may be
subject to discipline including but not limited to counseling, suspension, and in aafEcpises
expulsion.

2. Ininstances involving staff member to student and staff member to staff member hazing, findings
will be reported to the Superintendent of Schools for further action. Personnel action may also be
initiated at this point, consistenttiithe applicable law and collective bargaining agreement.

3. Inall cases a referral to law enforcement will be considered by the Principal or Superintendent
based on the circumstances. School officials will coordinate with the Police Department to
identify a police liaison for hazing cases.

IV. Confidentiality:

Reports of bullying and/or hazing should be kept completely confidential, consistent with necessary investigation
procedures, with the goal of protecting the victim and stopping the behavior.

For further information about these guidelines or help with bullying and/or hazing problems or any other form of
harassment, consult the Assistant Superintendent of the Bourne Public Schools.

If the alleged harasser is responsible for conducting an inviéstigthe Superintendent or School Committee
shall designate an alternative Harassment Coordinator, who is the Assistant Superintendent.
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SC Policy: JIIA
| STUDENT ANTI-HARASSMENT POLICY AND GRIEVANCE PROCEDURE

Adoption Date: 2/18/2013
J- Students

I. Policy

It is the policy of the Bourne Public Schools to provide an atmosphere for students free from discrimination
and/or harassment. Discrimination, including harassment, on the basis of race, color, religion, national origin,

ethnicity, genetic informatioor testing, sex, sexual orientation, gender identity, age or disability will not be

tolerated. Retaliation against any student or other individual who has complained of discrimination, including

harassment, or individuals, who have cooperated with antigagsn of such a complaint, is also unlawful

and will not be tolerated. The District will promptly investigate, remedy any harm, seek to prevent recurrence

of such conduct, and has developed procedures to accomplish this end. The district is regmonsible
providing a nondiscriminatory educational environment free from harassment and, to that end, will enforce
this policy in cases where harassment of a student is the result of actions not only by its agents and/or
employees but also by other studentgsimle contractors of the district, and/or others.

Il. Definitions

A. Discrimination: Treating persons differently, or interfering with or preventing them from enjoying the

advantages or privileges afforded to others because of their membership in a potdssted

Harassment: Oral, written, graphic, electronic,
perceived membership in a protected class that is sufficiently severe, pervasive or persistent so as to
interfere with oritlyi miot ptahratti cpieprastoen 6isn atbhie Di str

. Hostile Environment: Harassment also occurs when conduct (e.g., physical, verbal, graphic, or written)

based on a persondés protected cl assswithamdlous cr eat
limits the ability of a student to participate in or benefit from the services, activities or privileges provided

by the Bourne Public Schools. To determine whether a hostile environment exists, the harassment must be
severe, pervasive or pistent. The harassment must in most cases consist of more than casual or isolated
incidents to establish a violation of this policy. In some cases, a hostile environment requiring appropriate
responsive action may result from a single incident that fcuitly severe. Additionally, the age and

cognitive ability of the students involved and the special nature and purposes of the educational setting

will be considered. If it is determined that the harassment was sufficiently persistent, pervasiveeor seve
that it would have adversely affected the enjoyr
by a reasonable student of the same protected class and similar age and development as the victim, the
district will find that a hostile environmepkisted.

.Harassing conduct based on a personds protected

1 Degrading, demeaning, insulting, or abusive verbal or written statements;

i Taking personal belongings, taunting, teasing, neafiéng, or spreadig rumors;

9 Drawing or writing graffiti, slogans, visual d

1 Telling degrading or offensive jokes;

1 Unwanted physical contact of any kind;

91 Physical violence, threats of bodily harm, physical intimidatirstalking;

T Threatening | etters, email s, i nstant messages,
disciplinary authority;

19 Defacing, damaging, or destroying school or an
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I1l. Harassment Prohibited

G. Harassment: Unwelcomeegbal, written or physical conduct directed at a person based on his/her:

1.

Disability - disability or perceived disability, including but not limited to damaging or interfering
with use of necessary, equipment, imitating manner of movement, using disaléted slurs, or
invading personal space to intimidate.

National Origin- national origin, ancestry, or ethnic background including but not limited to negative
comments about surnames, customs, language, accents, immigration status or mannengf speaki

Race- race or color, including but not limited to racial slurs or insults based on characteristics of a
person's race or color, racial graffiti or symbols, hostile acts based on race, nicknames based on racial
stereotypes, negative comments abopkapance, imitating mannerisms, taunting, or invading

personal space to intimidate.

Religion- religion, including but not limited to derogatory comments about religious beliefs,
traditions, practices (includes nbelief), or religious clothing.

Gende Identity - a person's gendeelated identity, appearance or behavior, whether or not that
genderfrelated identity, appearance or behavior is different from that traditionally associated with the
person's physiology or assigned sex at birth, includimgnoulimited to slurs or insults, imitating
mannerisms, taunting, or invading personal space to intimidate.

Sexual Orientation actual or perceived sexual orientation, including but not limited tegamgtslurs
or insults, imitating mannerisms, taurgjror invading personal space to intimidate.

Sexual Harassment:

Quid pro quosexual harassmentcurs when a person explicitly or implicitly conditions participation

in a program or activity or bases a decision concerning a student on her/hissgubtoisinwelcome
sexual advances, request for sexual favors, or other verbal or physical conduct of a sexual nature,
whether or not the other person submits to the conQuitl pro quosexual harassment, occurs, for
example when a school employee cawssiident to believe (he) must submit to sexual advances to
receive a better grade than deserved, or is threatened with a loss of a promised college application
recommendation unless the student dates the employee.

Hostile environment sexual hasasentoccurs when unwelcome sexual advances, requests for sexual
favors, and other verbal, nonverbal or physical conduct of a sexual nature by a student, a school
employee, or third party on school property or at school related activities is sufficevehes
pervasive or persistent so as to interfere wit
from the Districtbs programs or activities by
also be someone affected by conduct da@toward another individual of the same protected class.
Sexual harassment may occur adult to student, student to student, adult to adult, male to female,
female to male, female to female, and male to male.

Depending on the circumstances, sexuadsment may include, but is not limited to:
a. Verbal forms of sexual harassmerihcluding repeated unwanted requests for dates,
sexual rumors, sexually explicit jokes, howling, whistles, catcalls, soliciting conversation

regarding sexual activity and exeences, making unwanted gentbassed references to a
personé6s physical characteristics;
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D.

b. Written forms of sexual harassmenincluding offensive sexual notes, emails or other
writing; sexual comments about the victim written in public places;

c. Nonverbd forms of sexual harassmenincluding offensive gestures, following or
stalking another, cornering or blocking a person, leering, pressuring for sexual activities;

d. Visual forms of sexual harassmenincluding displaying sexually suggestive or sexually
provocative photographs, pictures, objects, cartoons, or posters; or

e. Unwelcome physical touchingncluding grabbing, groping, squeezing, sexual fondling,
ki ssing, brushing against anotherés body,

It is a vidation of this policy for any administrator, teacher or other employee, or any student to engage
in or condone harassment in school or to fail to report or otherwise take reasonable corrective measures
when they become aware of an incident of harassment.

This policy is not designed or intended to limit the schools authority to take disciplinary action and/or to
take remedial action when such harassment occurs out of school but has a connection to school or is
disruptive to a student's work or participatin school related activities. Reports of cyber harassment by
electronic or other means occurring in or out of school will be reviewed and, when a connection to school
exists, will result in discipline.

. Grievance Procedure

Any student who believesahhe or she has been subjected to discrimination and/or harassment has the
right to file a grievance and to receive prompt and equitable handling of the grievance. Further, all
reasonable efforts shall be made to maintain the confidentiality and phatgmivacy of all parties, but
proper enforcement of this policy may require disclosure on any and all information received.

Any person who believes she or he has been subjected to discrimination and/or harassment may file a
grievance. This procedureemnot deny the right of the grievant to file formal grievances with state and
federal agencies and/or to seek private counsel for grievances alleging discrimination. Any complaints of
discrimination on the basis of disability, other than harassmentidshelrought under the Section

504/ADA Grievance Procedure, Policy ACEA.

It is against the law and a violation of this policy for Baurne School Distridio retaliate against
anyone who files a grievance or cooperates in the investigation of a geevan

TheBourne School Districvill make appropriate arrangements to ensure that disabled persons are
provided other accommodations, if needed, to participate in this grievance process. Such arrangements
may include, but are not limited to, providing imeeters for the deaf, providing digital recordings of
material for the blind, or assuring a barie¥e location for the proceedings. The Civil Rights Officer,
Assistant Superintendent Susaleasmanwill be responsible for such arrangements.

Initiating a Grievance

A student or parent of a student who believes that the student has been harassed or otherwise
discriminated against is encouraged to report this information immediately to the Principal. If the student
reports to another school staff persand or if a school staff person observes the harassment, the staff
person shall report to the Principal. If the grievance is against the Principal, the report can be made to the
Civil Rights Officer or the Superintendent of Schools. Reports/grievameds be filed withiminety

(90) daysof the date the student, or parent on behalf of a student filing the grievance becomes aware of
the alleged discrimination and/or harassment. The time limit may be extended for good cause.

23



The Principal, or designee f r om here forward APrincipal o, wi ||
expeditious and, to the extent possible, confidential manner. Upon receipt of a grievance, the Principal,
of appropriate, shall make the person filing the grievance aware of thabdlitgibf interim measures

such as counseling, stay away mechanisms, and/or services or accommodations while the grievance is
being investigated.

A grievance must be in writing but, if necessary, the Principal will assist the student or parent in writing
the complaint.

The grievance should state the problem(s) or action(s) alleged to be discrimination and/or harassment,
identify any witnesses and written evidence, and what the person believes will stop the discrimination and
or make the studentfeelsdfer om f urt her discri mination. The Pr
interview of the grieving party and the accused; securing any physical and/or documentary evidence;
and/or interviewing any other witnesses to events relevant to the grievetnisénvestigation must be

thorough, affording all interested persons an opportunity to present witnesses and/or submit evidence
relevant to the grievance.

The Principal will submit a written report of the investigation to the parties within thirty é3@)af the
receipt of the written grievance, which shall include the following

a. A clear statement of the allegations of the grievance.
b. A statement of the facts as found by the Principal and the basis for such findings.
c. Alist of all witnesses intergwed and documents reviewed during the investigation.

d. The Principalds conclusion as to whether
preponderance of the evidence standard of review to the evidence.

f. If a violation occurred, informatioabout corrective action and reported to each party to the
extent allowed under applicable confidentiality laws.

In the event that it is determined that discrimination and/or harassment in violation of this policy has
occurred, the Bourne Public Schooldl act promptly to take the actions necessary to end the
discrimination and prevent its reoccurrence. Such steps include but are not limited to counseling,
development of a safety plan, discipline of students up to and including expulsion, discipline of
employees up to and including termination; as appropriate, and if not done previously, referral of
perpetrators to law enforcement; restricting contact between perpetrators and the victims. Additionally,
the Bourne Public Schools will promptly take reasun steps to remedy the effects of the discrimination
and/or harassment on the victims thereof.

The Civil Rights Officer will maintain the files and records of the Bourne School District relating to such
grievances.

Either party may appeal the decisimiithe Principal by writing to thBuperintendent of Schoalgthin

10 days of receiving the Prindehpoekbdébedeof st ba. Pr
decision. Rather the appealing party must explain why he or she believeduhéifdormation was

incomplete, the analysis of the facts was incorrect, and/or the appropriate legal standard was not applied,
andhow this would change the Districtés determina
denial of the appealThe Superintendent of Schools shall issue a decision on the appeal no later than 15
days after its filing. A copy of said decision will be mailed to all parties and their representatives, if any,

on the date it is issued.
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V. Other Options for Complaining Party

Using the Bourne Public Schools' investigation and grievance procedure does not prohibit the filing of a formal
complaint with the government agencies set forth below. Each of the agencies has a designated time period for
filing a claim. Please coatt these agencies to learn about their applicable time frames.

At any time during the process, a grievant may file a complaint with any of these agencies.

U.S. Department of Education Office for Civil Rights (OCR)
U.S. Department of Education

Office of Civil Rights

J.W. McCormack Post Office and Courthouse

5 Post Office Square!"g-loor

Boston, MA 0210H577

The Massachusetts Commission Against Discrimination (MCAD)
One Ashburton Place

Sixth Floor, Room 601

Boston, MA 02108

617.994.6000

TTY: 617.994.496

Bullying Prevention and Intervention Plan ‘

In December of 2010, the Massachusetts Department of Elementary and Secondary Education accepted the
Bourne Bullying Prevention and Intervention Plan. It is the responsibility of all Bourne Public Satygolees
to adhere to and implement the Bullying Prevention and Intervention Plan as presented below.

Introduction

Bourne Public Schools expects that all members of the school community will treat each other in a civil manner
and with respect for diffences. Bourne Public Schools is committed to providing a learning and working
environment for students, employees, and visitors that is free from bullying and cyber bullying. This
commitment is an integral part of our comprehensive efforts to pronaterig and to prevent and eliminate all

forms of bullying and other harmful and disruptive behavior that can impede the learning process. Bourne Public
Schools supports this commitment in all aspects of our school community, including curricula, arstucti

programs, staff development, extracurricular activities, and parent /guardian involvement.

Consistent with state, and federal laws, and the policies of Bourne Public Schools, no person shall be
discriminated against on account of race, color, iigjion, national origin, sexual orientation, or gender

identity. Nothing in this plan, however, prevents the schools or district from taking action to remediate bullying
and/ or cyber bullying based on a pyunderdocad stateqoe fiederalr s h i
law, or district policies. Bourne Public Schools takes specific steps to create a safe, supportive environment for
vulnerable populations in the school community, including transgender students, and to provide allvgitidents

the skills, knowledge, and strategies to prevent or respond to bullying, harassment, teasing, and any forms of
retaliation.

Bourne Public Schools will not tolerate any unlawful or disruptive behavior, including any form of bullying,
cyber bullyingor retaliation in our school buildings, on school grounds, or in/during scalaéd activities. All
reports and complaints of bullying and retaliation will be promptly investigated, and the administration will take
prompt action to end such behaviodaestore a sense of safety for all.
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Per Chapter 86 of the Acts of 2014 which amended G.L.c.71 8370, we recognize that certain students may be
more vulnerable to become targets of bullying, harassment, or teasing based on actual or perceivedtt@racteri
including race, color, religion, ancestry, national origin, sex, socioeconomic status, homelessidessic

status, gender identity or expression, physical appearance, sensory disability, or by association with a person who
has or is perceived takie one or more of these characteristics. The district/schools will identify specific steps it
will take to create a safe, supportive environment for vulnerable populations in the school community, including
transgender students, and provide all studeittsthe skills, knowledge, and strategies to prevent or respond to
bullying, harassment, or teasing.

Definitions

Aggressoiis a student or member of a school staff including, bulimited to, an educator, administrator, school
nurse, cafeteria worker, custodian, bus driver, athletic coach, advisor to anreduéar activity or
paraprofessional who engages in bullying, cyber bullying, or retaliation.

Bullying is defined as the repeated use by one or more students or by a member of a school staff including, but

not limited to an educator, administrator, saolhaurse, cafeteria worker, custodian, bus driver, athletic coach,

advisor to an extracurricular activity or paraprofessional of a written, verbal or electronic expression or a physical
act or gesture or any combination thereof, directed at a target Xfeatuses physical or emotional harm to the
target or damage to the targetdés property; 2) place
damage to his/her property; 3) creates a hostile environment at school for the targetig@siiin the rights of

the target at school; or 5) materially and substantially disrupts the education process or the orderly operation of a
school [Massachusetts General Laws (M.G.L.) ¢.71, § 370)].

Confidentialityis the expectation that anything @oor revealed will be kept private.

Cyber bullyingis 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 mesiskges)ein
postings (M.G.L.c.71, § 370).

Hostile environmenis a situation in which bullying causes the school environment to be permeated with
intimidation, ridicule, or insult that is sufficiently severe or pervasive to alter the condition of a 8tsdent
education (M.G.L.c.71, § 370).

Retaliationis any form of intimidation, reprisal, or harassment directed against a person who 1) reports bullying,
2) provides information during an investigation of bullying, or 3) withesses or has reliable inforataiign
bullying.

Targetis a student against whom bullying, cyber bullying, or retaliation has been perpetrated.

Expectations
It is a violation of this plan for any administrator, teacher or other employee, or any student to engage in or

condone bullyingn school or to fail to report or otherwise take reasonable corrective measures when made aware
of an incident of bullying. This plan is not desig
action or take remedial action when Bupoullying occurs out of school but has a connection to school, or is

di sruptive to an employeebs or studentds work or pa
occurring in or out of school will be reviewed and, when a connectiaoto or school exists, will result in a

complete investigation and possible disciplinary action and corrective measures.

Bullying is hereby prohibited 1) on school grounds, property immediately adjacent to school grounds, -at school
sponsored or relategttivities/functions both on and off school grounds, at school bus stops, on busses or other
vehicles owned, leased, or used by Bourne Public Schools; 2) through the use of technology or an electronic
device owned, leased, or used by Bourne Public Scijads;a location, activity, function or program that is not
schoolrelated, or through the use of technology or electronic devices that are not owned, leased or used by
Bourne Public Schools if the bullying creates a hostile environment at school fctiire infringes on the

rights of the victim at school or materially and substantially disrupts the educational process or the orderly
operation of a school.
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Retaliation in any form against any person is forbidden. If retaliation occurs, it cottehdidered grounds for
dismissal of staff or personnel, and removal from the educational setting for a student.

Reporting
It is the responsibility of every employee, student, and parent to recognize acts of bullying and take every action

necessary to enre that the applicable policies and procedures of Bourne Public Schools are implemented. Any
employee or student who believes that he/she has been subjected to bullying has the right to file a complaint and
to receive prompt and appropriate handlinghef complaint. Further, all reasonable efforts shall be made to
maintain the confidentiality and protect the privacy of all parties, but proper enforcement of this policy may
require disclosure of any or all information received.

The safety of suspedadargets is our first consideration once a complaint is received. A safety assessment is
made immediately and provisional accommodations are implemented by appropriate staff members as deemed
necessary; the designated official for reporting (DOR) atsnddiately notifies the Transportation Director of

both suspected target and perpetrators.

Due to confidentiality issues, professional judgment is used in information disclosure. If there is an injury or
emergency on school property, or the incidemblves a former student under the age of 21 on school grounds,
the Police Resource Officer liaison (PRO) is immediately notified. The PRO liaison is also notified if criminal
charges have been filed.

At least once every four years beginning with tB&522016 school year, the district will administer a Department
of Elementary and Secondat¢veloped student survey to assess school climate and the prevalence, nature, and
severity of bullying in our schools. Additionally, the school or district witisadly report bullying incident data

to the Department.

Reporters
Designated officials for reporting are as follows: 1) school principals at each school level; 2) the Assistant

Superintendent at district level; 3) the Transportation Director for buseimisidd) Director of Student Services

for anonymous reports. The Police Resource Officer liaison is the law enforcement liaison. The Superintendent
of Schools has oversight for district compliance with this plan. Each DOR has a voice mail box aratatkesign
email address. Mail should be directed to building principals or the Assistant Superintendent.

All oral reports, in person or via telephone, are recorded on the Incident Report Form. Each designated official
for reporting maintains a binder of tleeeports.

Investigation
The DOR is responsible for conducting a prompt investigation. The nature and duration of an investigation will

depend on the circumstances, including the type, severity and frequency of the alleged conduct. The goal is to
obtan an accurate and complete account of all incidents and circumstances deemed relevant to the allegations in
the complaint. The investigation will generally include personal interviews with the complainant, the subject(s)

of the complaint and others whatmessed or may have potentially relevant knowledge about the alleged incident
giving rise to the complaint. Confidentiality guidelines will be followed. Review of documents, videos, voice
mails, emails, websites, text messages, instant messages, emitkatl deemed relevant may also be included.
Throughout the investigatory and complaint resolution process, the DOR will make reasonable efforts to regularly
inform the complainant and the subject of the complaint and their parents/guardians afithef ke

investigation and estimated timing for making a determination. While the DOR will attempt to complete the
investigation in three school days, no investigation will exceed fifteen school days except for good cause or with
consent of all partiesClaims involving physical violence or serious threats of harm will be expedited.

The DOR, in consultation with the Assistant Superintendent, will take all steps deemed necessary to protect to the
extent practicable the complainant, witnesses, and ottiwiduals from further incidents or retaliation pending
the outcome of the investigation. These steps may include, but are not limited to, ordering interim disciplinary
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action, appropriate adult supervision, reassigning classroom seating, tempiaasiigrring the student subject

of the complaint from classes with the complainant or to an alternative school assignment, instructing the alleged
perpetrator to avoid contact and maintain appropriate safe distance from the alleged target while on school
property and at school events and monitoring compliance with anyaraered protective orders. All

interviewees, alleged targets, and alleged perpetrators will be warned against retaliation and made aware of the
prohibition to speak about the matteiomier to maintain the integrity of the investigation. All interim safety
measures will be monitored for success.

Confidentiality 7 Information from a student record of a target or aggressor may not be disclosed to a parent

unless the informationisabut t he parent6s own chil d. Di sclosur e
enforcement agency is allowed under 603 CMR 49.06 without the consent of a student or his/her parent. Such
communication must protect privacy of targets, student witnessdsggressors to the extent practicable under

the circumstances. Student record information about a target or aggressor may be disclosed in connection with a
health or safety emergency if such information is necessary to protect the health and/of gsadeftudent or

other individuals per 603 CMR 23.07(4) (e), 34 CFR 99.31(a) (10), and 99.36.603 CMR 49.07(3). This is limited,
however, to instances where there is an immediate and significant threat; all such disclosures must be documentec
with reasonsvhy the health and/or safety emergency existed. All employee records are confidential.

Documentation and Records

The district has Bullying Prevention and Intervention Incident Forms for reporting and documenting bullying
claims and investigations. EyeDOR keeps written records of all oral interviews and written responses during

the investigation. All investigatory reports, written items, documents, videos, and other types of evidence are kept
in each DORG6s binder.

Responses to Bullying
1. Teaching Appropriate Behavior Through SkHsilding

Once the DOR determines that bullying or retaliation has occurred, he/she will use & rasgerses that
balance the need for accountability with the need to teach appropriate behavior as required by M.G.L.c. 71 §
370(d)(v). These may include:
9 Offering individualized skiHbuilding sessions based on our dntllying curricula;
1 Providing rekvant educational activities for individual students or groups of students, in
consultation with guidance counselors and other appropriate school personnel;
1 Implementing a range of academic and nonacademic positive behavioral supports to help students
understand presocial ways to achieve their goals.
1 Meeting with parents/guardians to engage parental support and to reinforce-thelgintj
curricula and social skills building activities at home;
9 Adopting behavioral plans to include a focus on develogpagific social skills
1 Making a referral for evaluation.

2. Taking disciplinary action

If the DOR decides that disciplinary action is appropriate, the action will be determined on the basis of facts
found by the DOR including the nature of the conductatieof the students involved, and the need to balance
accountability with the teaching of appropriate behavior. Discipline will be consistent with the plan and the
district/school code of conduct.

Discipline procedures for students with disabilitiesgoeerned by the federal Individuals with Disabilities

Education improvement Act, which should be considered in cooperation with state laws regarding student
discipline.
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If the DOR determines that a student knowingly made a false allegation of bullyietglgation, that student
may be subject to disciplinary action.

Parents of students alleged to have engaged in bullying or retaliation will be invited to attend a meeting at which
the activity, words, and/or images subject to the complaint will be reslievestudent disciplined for bullying or
retaliation will not be readmitted to the regular school program until his/her parents/guardians attend such a
meeting.

3. Promoting Safety for the Target and Others

The DOR will consider what adjustments, ifany,@ needed i n the school enviror
sense of safety and that of others. One strategy that may be used is to increase adult supervision at transition
times and in locations where bullying is known to have occurred or is likelycto.obVithin a reasonable period

of time following the determination and the ordering of remedial and/or disciplinary action, the DOR will contact

the target to determine whether there has been a recurrence of the prohibited conduct and whether additional
supportive measures are needed. If so, the DOR will work with appropriate school staff to implement them
immediately.

Training and Professional Development

Annual Staff Training: Annual training for all school staff will include staff duties as outiireThe Plan, an
overview of the steps that the DOR will follow upon receipt of a report of bullying or retaliation, and an overview
of the bullying prevention curricula to be offered at all grades. All school staff will be trained in supporting the
safay of particularly vulnerable populations, including transgender students. Staff members hired after the start
of the school year will participate in schdadsed training during the school year in which they are hired unless
they can demonstrate partiaijon in an acceptable and comparable program within the last two years.

Ongoing Professional DevelopmentAs required by M.G.L. c. 71, § 370, the content of school and district wide
professional development will be informed by reseath will include information on:
1 Appropriatesupports for particularly vulnerable populations, including transgender students
1 Developmentally, agappropriate strategies to prevent bullying;
1 Developmentally, agappropriate strategies for immediate, efifee interventions to stop bullying
incidents;
1 Information regarding the complex interaction and power differential that can take place between and
among an aggressor, target, and witnesses to the bullying;
1 Research finding on bullying, including inforrm@t about specific categories of students who have been
shown to be particularly at risk for bullying in the school environment;
1 Information on the incidence and nature of cyber bullying;
1 Internet safety issues as they relate to cyber bullying.

Professionbdevelopment will also address ways to prevent and respond to bullying or retaliation for students
with disabilities that must be considered when deve
include a particular focus on the needstoflents with autism or students whose disability affects social skills
development.

Additional areas identified by Bourne Public Schools for professional development include:
1 Promoting and modeling the use of respectful language;
9 Fostering an understaing of and respect for diversity and differencesluding gender identity and
expression
9 Building relationships and communicating with families;
Constructively managing classroom behaviors;
1 Using positive behavioral intervention strategies;

=
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Applying congructive disciplinary practices;

Teaching students skills including positive communication, anger management, and empathy for others;
Engaging students in school or classroom planning and decigi&img;

Maintaining a safe and caring classroom for alietis.
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Specific Bullying Prevention Approaches
Bullying prevention curricula will be informed by current research which emphasizes the following approaches:
9 Using scripts and role plays to develop skills;
1 Empowering students to take action by knowing wbato when they witness other students engaged in
acts of bullying or retaliation, including seeking adult assistance;
1 Helping students understand the dynamics of bullying and cyber bullying, including the underlying power

imbalance;
1 Emphasizing cyber sdife including safe and appropriate use of electronic communication technologies;
T Enhancing studentso6é skills for engaging in healt

1 Engaging students in a safe, supportive school environment that is respfetitfatsity and differences.

Initiatives will also teach students about the studelated section of The Plan including how and when the
district/schools will review The Plan with them.

General Teaching Approaches that support bullying Prevention Effors: The following approaches are
integral to establishing a safe and supportive school environment and will be emphasized in the Bourne Public
Schools. These underscore the importance of our bullying intervention and prevention initiatives:

1 Setting cleaexpectations for students and establishing school and classroom routines;

9 Creating safe school and classroom environments for all studightsegard to:
o Disabilities, physical appearance, leshian, gay, bisexual, transgender students and homeless
studerts.
Using appropriate and positive responses and reinforcement, even when students require discipline;
Using positive behavioral supports;
Encouraging adults to develop positive relationships with students;
Modeling, teaching, and rewarding psocial, halthy, and respectful behaviors;
Using positive approaches to behavioral health, including collaborative prsbleimg conflict
resolution training, teamwork, and positive behavioral supports that aid in social and emotional
development;
Using the Interat safely;
f Supporting student s o i-academicarsl extracurrotulapactivities, partipukatlyi o n
in their areas of strength.
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Counseling and Other Services Each school in the Bourne Public School District has asitensocial wdker

or adjustment counselor who works with students and parents/guardians. Upon request, referrals are made to the
following communitybased organizations:

Crisis Intervention Cape Cod and Islandsh®dir Access

Child and Family Services

Family Continuty

Bay View Associates

MSPCC

Support groups at the Bourne Community Center
Cape Cod Neighborhood Support Coalition

2-1-1
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1 Community Health Center
1 Bourne Early Childhood Council
1 The PRO liaison also works with parents as warranted.

Students with Disabilities As required by M.G.L.c.71B, 83, as amended by Chapter 92 of the Acts of 2010,

when the IEP Team determines the student has a disability that affects social skills development or the student
may participate in or is vulnerable to bullying, harassmerteasing because of his/her disability, the Team will
consider what should be included in the | EP to deve
to bullying, harassment, or teasing.

Collaboration with Families

Bourne Public Schoolgill offer education programs for parents/guardians that are focused on the parental
components of the arbiullying curricula and any social competency curricula used by the district or schools in
collaboration with the PTA, School Councils, Title 1 Astwiy Council, and Special Education Parent Advisory
Council. Bourne Public Schools provides presentations for parents on bullying and cyber bullying from the
assistant district attorneyds office andtohtlrBsE. We
I nternet Safety and share the school s current devi

Each year Bourne Public Schools will inform parents/guardians of enrolled students abouthibtyéamgi

curricula being used. This notice will incluaddarmation about the dynamics of bullying, including cyber
bullying and online safety. Bourne Public School s
related sections of this pl an ansdandinforenatidn naderavaitaltled s | n
to parents will be in hard copy and electronic formats and in the language most prevalent among them. This plan
and related information will be posted on the Bourne Public Schools website.

Notice

Bourne Public Schools wiprovide students, employees, and parents/guardians, in age appropriate terms and in
their most prevalent language, annual written notice of the Bullying Prevention and Intervention Plan. The
Bullying Prevention and Intervention Plan applies to studemismembers of a school staff including, but not

limited to, educators,, administrators, school nurses, cafeteria workers, custodians, bus drivers, athletic coaches,
advisor to an extracurricular activity and paraprofessionals. The Plan will be inoiugedrne Public Schools
student handbooks, staff resource handbooks, and will be posted on the Bourne Public Schools website.

PROHIBITION AGAINST TEEN DATING VIOLENCE

Per M.G.L. 71 § 2C Bourne Public Schools prohibits dating violence on school gratiadsshool sponsored
event, or at a school related activity, function, or program.

All complaints or reports of any alleged teen dating violence incidents on and/or off school grounds involving an
enrolled student will be documented and promptly itigated per the procedures outlined above.

SC Policy- JRA-R
| STUDENT RECORDS

603 CMR 23.00 is promulgated by the Board of Education pursuant to its powers under M.G.L. c. 71 and 34D
which directs that "the board of education shall adopt regulatsaisve to the maintenance of student records by

the public elementary and secondary schools of the commonwealth,” and under M.G.L. c. 71 and 34F which
directs that "the board of education shall adopt regulations relative to the retention, duplicatsbor,cayelof

records under the control of School Committees, and except as otherwise required by law may authorize the
periodic destruction of any such records at reasonable times." 603 CMR 23.00 was originally promulgated on
February 10, 1975 and was reved and amended in June 1995. 603 CMR is in conformity with federal and state
statutes regarding maintenance of an access to student records, and are to be construed harmoniously with such
statues.
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Application of Rights

603 CMR 23.00 is promulgated to imewparents' and students' rights of confidentiality, inspection, amendment,
and destruction of student's records and to assist local school systems in adhering to the law. 603 CMR 23.00
should be liberally construed for these purposes.

1. These rights shallébthe rights of the student upon reaching 14 years of age or upon entering the ninth
grade, whichever comes first. If a student is under the age of 14 and has not yet entered the ninth grade,
these rights shall belong to the student's parent.

2. If a students from 14 through 17 years or has entered the ninth grade, both the student and his/her parent,
or either one acting alone, shall exercise these rights.

3. If astudent is 18 years of age or older, he/she alone shall exercise these rights, subjectawitig fol
The parent may continue to exercise the rights until expressly limited by such student. Such student may
limit the rights and provisions of 603 CMR 23.00 which extend to his/her parent, except the right to
inspect the student record, by making steduest in writing to the school principal or Superintendent of
Schools who shall honor such request and retain a copy of it in the student's record. Pursuant to M.G.L. C.
71 and 34E, the parent of a student may inspect the student record regardiessucletht's age.

4. Notwithstanding 603 CMR 23.01(1) and 23.01(2), nothing shall be construed to mean that a School
Committee cannot extend the provisions of 603 CMR 23.00 to students under the age of 14 or to students
who have not yet entered the ninth grade

Definition of Terms

The various terms as used in 603 CMR 23.00 are defined below:

Access shall mean inspection or copyingaktudent record, in whole or in part.
Authorized school personnelshall consist of three groups:

1. School administrators, teagsecounselors, and other professionals who are employed by the School
Committee or who are providing services to the student under an agreement between the School
Committee and a service provider, and who are working directly with the student in arstrdiiigj
teaching, counseling, and/or diagnostic capacity. Any such personnel who are not employed directly by
the School Committee shall have access only to the student record information that is required for them to
perform their duties.

2. Administrativeoffice staff and clerical personnel, including operators of data processing equipment or
equipment that produces microfilm/microfiche, who are either employed by the School Committee or are
employed under a School Committee service contract, and whoss teguire them to have access to
student records for purposes of processing information for the student record. Such personnel shall have
access only to the student record information that is required for them to perform their duties.

3. The Evaluation Tearavaluates a student.

Eligible student shall mean any student who is 14 years of age or older or who has entered 9th grade, unless the
School Committee acting pursuant to 603 CMR 23.01(4) extends the rights and provisions of 603 CMR 23.00 to
students unddhe age of 14 or to students who have not yet entered 9th grade.

Evaluation Team shall mean the team which evaluates sclagel children pursuant to M.G.L. c. 71B (St. 1972,
C. 766) and 603 CMR 28.00.

Parent: shall mean a student's father or mother,uardian, or person or agency legally authorized to act on
behalf of the child in place of or in conjunction with the father, mother, or guafdarterm as used in 603
CMR 23.00 shall include a divorced or separated parent, subject to any written agieemveen parents or
court in order governing the rights of such parents that is brought to the attention of the school principal.
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Release shall mean the oral or written disclosure, in whole or in part, of information in a student record.

Schootage Child with Special Needsshall have the definition as that given in M.G.L. ¢. 71B (St. 1972, c. 766)
and 603 CMR 28.00.

School Committee:shall include a School Committee, a board of trustees of a charter school, a board of trustees
of a vocationatechnicalschool, a board of directors of an educational collaborative and the governing body of an
M.G.L. c. 71B (Chapter 766) approved private school.

Student: shall mean any person enrolled or formerly enrolled in a public elementary or secondary school or any
person age three or older about whom a School Committee maintains information. The term as us€#iR 603
23.00 shall not include a person about whom a School Committee maintains information relative only to the
person's employment by the School Committee.

The student record:shall consist of the transcript and the temporary record, including all information, recording
and computer tapes, microfilm, microfiche, or any other materials, regardless of physical form or characteristics
concerning a student thatdrganized on the basis of the student's name or in a way that such student may be
individually identified, and that is kept by the public schools of the Commonwealth. The term as used in 603
CMR 23.00 shall mean all such information and materials rezgsdif where they are located, except for the
information and materials specifically exempted by 603 CMR 23.04.

The temporary record: shall consist of all the information in the student record which is not contained in the
transcript. This information irhe student record which is not contained in the transcript. This information clearly
shall be of importance to the educational process. Such information may include standardized test results, class
rank (when applicable), extracurricular activities, anal@ations by teachers, counselors, and other school staff.

Third party: shall mean any person or private or public agency, authority, or organization other than the eligible
student, his/her parent, or authorized school personnel.

Policy References
Family Educational Rights and Privacy Act of 1974, P.L-38®, Amended P.L. 11382, 1994
M.G.L. 66:10; 71:34A, B, D, BBoard of Education Student Record Regulations adopted 2/10/77 and June 1995

Confidentiality Concerning Individual Educational Plans and 504Accommodation Plans

All documents pertaining to the student are confidential including IEPs and 504IPisuraportant that this
confidentiality is respected as every | EP and 504 i
disability. Psychological and related reports may also be included in the file. These documents are written
annually and are updated throughoutybar as needed.

All discussions and information shared during an IEP or 504 meeting is confidattt@mments ad

conversations in the student support services department are confidential and should not be discussed with others.
Specific concerns regarding a student should not be discussed with anyone outside the school setting who is not
directly involved with thestudent unless the parent has provided a written consent or release of information. Any

di scussions and/ or recommendations regarding a stud
the Team meeting

Mandatory Reporting

Under MGL c. 119 8bA it is mandatory for school personnel to report child abuse and neglect to the Department

of Children and Families. Please notify the principal or her/his designee when there is reasonable cause to suspec
that a student under the age of 18 is suffepimgsical or emotional injury resulting from: 1) abuse, including
sexual abuse, which causes harm or substanti al risk
malnutrition, or 3) physical dependence upon an addictive drug at birth.

A copy of G.L. c. 119 §21 may be found &ttp://www.mass.gov/legis/laws/mgl/1-Bd a.htm
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LOCAL WELLNESS POLICY

The School Committee recoiges the relationship between student s#elhg and student achievement as well as
the importance of a comprehensive district wellness program. Therefore, the school district will provide
developmentally appropriate and sequential nutrition and physicahtion as well as opportunities for physical
activity. The wellness program will be implemented in a multidisciplinary fashion and will be evidence based.

Wellness Committee

The school district will establish a wellness committee that consistdez{satone (1): parent, student, nurse,

school food service representative, School Committee member, school administrator, member of the public, and
other community members as appropriate. If available, a qualified, credentialed nutrition professidueahwill
member of the wellness committee. The school committee designates the following individual(s) as wellness
program coordinator(s): Assistant Superintendent Susan Sleasman Only employees of the district who are
members of the wellness committee may sexs wellness program coordinators. Wellness coordinators, in
consultation with the wellness committee, will be in charge of implementation and evaluation of this policy.

Nutrition Guidelines

It is the policy of the school district that all foods anddrages made available on campus during the school day
are consistent with School Lunch Program nutrition guidelines. Guidelines for reimbursable school meals will not
be less restrictive than regulations and guidance issued by the Secretary of Aggicuttuaat to law. The

district will create procedures that address all foods available to students throughout the school day in the
following areas:

9 Guidelines for maximizing nutritional value by decreasing fat and added sugars, increasing nutrition
densty and moderating portion size of each individual food or beverage sold within the school
environment;

1 Separate guidelines for foods and beverages in the following categories:

o0 Foods and beverages included in a la carte sales in the food service pyogreimol campuses;
Foods and beverages sold in vending machines, snack bars, school stores, and concession stands;
Foods and beverages sold as part of sebpohsored fundraising activities; and
Refreshments served at parties, celebrations, and meetirigg the school day; and
Specify that its guidelines will be based on nutrition goals, not profit motives.

O O0OO0OOo

Nutrition and Physical Education

The school di strict wild.l provide nutrition educatio
School Lunch Program and the School Breakfast Program in all grades. The school district will provide physical
education training aligned with the standards established by the Dept. of Elementary and Secondary Education.
The wellness program coordinatarsconsultation with the wellness committee, will develop procedures that

address nutrition and physical education.

Nutrition Education

1 Students receive nutrition education that teaches the skills they need to adopt and maintain healthy eating

behaviors

9 Nutrition education is offered in the school cafeteria as well as in the classroom, with coordination
between the foodservice staff and other school personnel, including teachers.
Students receive consistent nutrition messages from all aspects didbemogram.
Division health education curriculum standards and guidelines address both nutrition and physical
education.
Nutrition is integrated into the health education or core curricula (e.g., math, science, language arts).
Schools link nutrition edwtion activities with the coordinated school health program.
Staff who provide nutrition education have appropriate training.
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1 The level of student participation in the school breakfast and school lunch programs is appropriate.

Physical Education Activite

1 Students are given opportunities for physical activity during the school day through physical education
(PE) classes, daily recess periods for elementary school students, and the integration of physical activity
into the academic curriculum where appraf®.

9 Students are given opportunities for physical activity through a range of bafiorer afterschool
programs including, but not limited to, intramurals, interscholastic athletics, and physical activity clubs.

1 Schools work with the community to cteavays for students to walk, bike, rollerblade or skateboard
safely to and from school.

1 Schools encourage parents and guardians to support their children's participation in physical activity, to
be physically active role models, and to include physidaligcin family events.

1 Schools provide training to enable staff to promote enjoyable, lifelong physical activity among students.

Other SchocBased Activities
The wellness program coordinators, in consultation with the wellness committee, are chtrgedeloping
procedures addressing other scHomded activities to promote wellness.
1 An adequate amount of time is allowed for students to eat meals in adequate lunchroom facilities.
9 All children who participate in subsidized food programs are alétain food in a nostigmatizing
manner.
1 Environmentallyfriendly practices such as the use of locally grown and seasonal foods, school gardens,
and nonrdisposable tableware have been considered and implemented where appropriate.
9 Physical activities andf nutrition services or programs designed to benefit staff health have been
considered and, to the extent practical, implemented.
Evaluation
The wellness committee will assess all education curricula and materials pertaining to wellness for accuracy,
completeness, balance and consistency with the state and district's educational goals and standards. Wellness
program coordinators shall be responsible for devising a plan for implementation and evaluation of the district
wellness policy and are charged wagberational responsibility for ensuring that schools meet the goals of the
district wellness policy. Wellness program coordinators will report to the School Committee annually.

SOURCE: MASC
ADOPTED:  April 20, 2006

LEGAL REFS.: The Child Nutritionand WIC Reauthorization Act of 2004, Section 204,
P.L. 108-265
The Richard B. Russell National School Lunch Act, 42 U.S.C. §8 11369h
The Child Nutrition Act of 1966, 42 U.S.C. 88 1771789

CROSS REFS.: EFC, Free and Reduc&bst Food Seilves

IHAMA, Teaching About Alcohol, Tobacco and Drugs
Kl, Public Solicitations/Advertising in District Facilities

SC Policy IKAB- approved 03.06.2013

REPORTING TO STUDENTS AND PARENTS/CAREGIVERS

The Bourne Public School District believes that effective heal®ol communication is essentiahbaintain the
partnership which must exist to maximize student achievement. Ongoing commurtitatialfiows a free

exchange of comments, ideas and problem solving among the parents/caregivers, students and teachers is the be:
way to improve individual student performance.
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Parents/Caregivers will receive performance reports a minimum of four times per year irkgl@déeschool
teachers will report on the student's developmental progress a minimum of three times a year.

Students in grades-K2 will receive generalized progress reports in all curricula areas either handed to the
student, online or through the mddrogress reporting will be communicated once per quarter in grddes 5
Throughout the year teachers in all grades will report the following to students and parents/caregivers during
periods between formal progress reports:

1. All grades from homework, ggees, and tests will be made available to parents/caregivers and students
within ten school days of the material being handed in to the teacher. Teachers will communicate to
students and parents/caregivers when assignments will not be returned withyrs I6rch grade (e.g.
lengthy papers, large scale projects, etc.)

2. All grades for a given semester will be made available to students and parents/caregivers by the close of
the grading period.

3. A pattern of missing homework assignments or homework dettaht® the student's success will be
communicated to students and parents/caregivers.

4. When a student's performance has a significant decline, dropping twenty (20) points or two full letter
grades between formal reporting periods, communication by tbleciewill be initiated with the student
and parent/caregiver. Teachers will offer students and parents/caregivers the opportunity to meet to
discuss the change in performance and to develop an improvement plan for said student.

5. Inappropriate classroom bakior or significant change in classroom behavior will be communicated to
the student and parent/caregiver by the teacher.

6. If a student is removed from the classroom for inappropriate conduct, parents/caregivers will be notified
on the day of the occumee by an administrator in consultation with the teacher. If a student is excluded
from a special school event for inappropriate condbetieacher in consultation with administrator will
communicate the occurrence with the parent/caregiver.

7. Teachers il communicate when student performance/conduct improves based upon above actions or
plans utilizing preestablished communication systems.

M.G.L. C. 149 s. 185 Whistleblower Protections

An employer shall not take any retaliatory action against an galoecause the employee does any of the
following:

(1) Discloses, or threatens to disclose to a supervisor or to a public body an activity, policy or practice of the
empl oyer, or of another employer wit h nshipahatthe he e mpl
employee reasonably believes is in violation of a law, or a rule or regulation promulgated pursuant to law, or
which the employee reasonably believes poses a risk to public health, safety or the environment;

(2) Provides information to, destifies before, any public body conducting an investigation, hearing or inquiry

into any violation of law, or a rule or regulation promulgated pursuant to law, or activity, policy or practice which
the employee reasonably believes poses a risk to phddith, safety or the environment by the employer, or by
anot her employer with whom the employeeb6s employer

36



(3) Objects to, or refuses to participate in any activity, policy or practice which the employee reasonably believes
is in violation of a law, or a rule or regulation promulgated pursuant to law, or which the employee reasonably
believes poses a risk to public health, safety or the environment.

(c)(1) Except as provided in paragraph (2), the protection against retabatmn provided by subsection (b) (1)
shall not apply to an employee who makes a disclosure to a public body unless the employee has brought the
activity, policy or practice in violation of a law, or a rule or regulation promulgated pursuant to lahicbrthe
employee reasonably believes poses a risk to public health, safety or the environment, to the attention of a
supervisor of the employee by written notice and has afforded the employer a reasonable opportunity to correct
the activity, policy or pactice.

(2) An employee is not required to comply with paragraph (1) if he: (A) is reasonably certain that the activity,
policy or practice is known to one or more supervisors of the employer and the situation is emergency in nature;
(B) reasonably fearshysical harm as a result of the disclosure provided; or (C) makes the disclosure to a public
body as defined in clause (B) or (D) of the definit
providing evidence of what the employee reasonatlg\es to be a crime.

(d) Any employee or former employee aggrieved of a violation of this section may, within two years, institute a

civil action in the superior court. Any party to said action shall be entitled to claim a jury trial. All remedies

availabe in common law tort actions shall be available to prevailing plaintiffs. These remedies are in addition to
any legal or equitable relief provided herein. The court may: (1) issue temporary restraining orders or preliminary
or permanent injunctions to tesin continued violation of this section; (2) reinstate the employee to the same
position held before the retaliatory action, or to an equivalent position; (3) reinstate full fringe benefits and

seniority rights to the employee; (4) compensate the emplimyehree times the lost wages, benefits and other
remuneration, and interest thereon; and (5) order p
fees.

(e)(1) Except as provided in paragraph (2), in any action brought by an employesubs#etion (d), if the court
finds said action was without basis in | aw or in fa
costs to the employer.

(2) An employee shall not be assessedgreasohableamd ysd f e
diligent efforts after filing a suit, the employee moves to dismiss the action against the employer, or files a notice
agreeing to a voluntary dismissal, within a reasonable time after determining that the employer would not be

found liabe for damages.

() Nothing in this section shall be deemed to diminish the rights, privileges or remedies of any employee under
any other federal or state law or regulation, or under any collective bargaining agreement or employment contract;
except thathe institution of a private action in accordance with subsection (d) shall be deemed a waiver by the
plaintiff of the rights and remedies available to him, for the actions of the employer, under any other contract,
collective bargaining agreement, state/| rule or regulation, or under the common law.

(g) An employer shall conspicuously display notices reasonably designed to inform its employees of their
protection and obligations under this section, and use other appropriate means to keep its eropidgeeasd.

Each notice posted pursuant to this subsection shall include the name of the person or persons the employer has
designated to receive written notifications pursuant to subsection (c).
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| Staff Attendance Review Procedures

Standards and Indica®of Effective Teaching Practiegentify consistentaittendance as an indicator of effective
teaching practice (indicator IV.F.2).

If necessary, Wwenever an employee excedide occurrences of absenceestablishes a pattetine totheir use
of sick leare* the principal of the building to which they are assigmeay conduct a noidisciplinary attendance
review subject to the following terms and conditions:
1. An occurrence of absence is defined as any absence of one or more consecutive days regardless
of duration.
2. Although no discipline will result from the meeting, a union representative may be present at the
employee's option.
3. The following topics will be discussed at the meeting:
I. Any assistance which the bargaining unit member believes might help atwoi fu
absence. However, this provision creates no requirement that the employee request such
assistance and/or that the employer grant the assistance requested.
ii. Any anticipated future absences in the current school year,;
iii. Steps which may be taken to amelterthe effects of absences on the students for which
the unit member is responsible; and
iv. An expression by the Principal as to specific concerns, if any, which the Principal has
concerning the unit members' past absences or anticipated future absenceg. The
member is not expected to reply to any such concerns at this meeting.

*CBA Article XII (§) 1

Leave for Domestic Violence Victims

A new law recently signed by Massachusetts Governor Deval Patrick mandates that public and private employers
with 50 or more employees grant up to 15 days of unpaid leave in anprith period if the enipyee or a

covered family member of the employee is a victim of abusive behaMmr bill was signed into law on August

8 and became effective immediatelgovered employers are required to notify employees of their rights and
responsibilities under tHaw.

Key features related to employee rights and responsibilities include the following: 1) the leave must be directly
related to the abusive behavior, including, for example, seeking medical attention, counseling, victim services or
legal assistance; 2mployees are required to exhaust all available leave before using the unpaid domestic

violence leave, unless this requirement is waived by the employer; 3) employees cannot lose any benefits accrued
prior to the leave and employees are entitled to resiaraf their original job or an equivalent position; 4)

employees must provide employers with advance notice of their decision to utilize the leave unless a threat of
imminent danger exists; and 5) employees who fail to give advance notice of the dedigilire leave are

required to notify the employer within three workdays that the leave is being taken under the law.

Key features related to employer rights and responsibilities include the following: 1) employers cannot take any
negative actions aganemployees with unauthorized absences if, within 30 days of the last absence, the
employee submits documentation that the absence was due to domestic violence; 2) employers may require
documentation showing that t heerbaaspeemayietien of@busefancke3) e mp |
employers may not retaliate or discriminate against employees for exercising their rights under the law.

The law is enforced by the Attorney General, who can seek injunctive and equitable relief against violaors of th

law. Additionally, employees may bring private enforcement actions under the same enforcement provisions used
to pursue private claims for violations of the Massachusetts wage and houAR@asesult of the passage of the
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new law, covered Massachttseemployers will need to develop domestic violence leave policies that comply
with the law, update their employee handbooks, and educate their employees on the new leave requirements

Family Medical Leave Act (FMLA) \

What is FMLA?

FMLA provides eligible employees up to 12 weeks of unpaid leave fardte serious illness, birth adoptin

of a child, or the care of a seriously ill child, spouse or parent. FMLA also provides upveeR$§in a single 12

month period for military caregiver leave for employees caring for a parent, sponse,l d or fAnext of
a Acover edbered vwicteh neenmser i ous i ofjduyr BMLA alsd progidesuptonc ur r
12 weeks of leave to parents, spouses or children of National GuRekerve personnel on active duty (or call

to active duty st at ussgedefinitionbélogyyual i fyi ng exigenci eso

Who is covered?

All BournePublic School employees who have worked in theididor at least 12 months amebrked 1250

hours over the previous 48onths. The district definesthe-ftfont h per i od as a fAr ol | i ng
12-month period, &. the 12 months begins when the employee takes his or her first FMLA day.

What are the Reasons for a Leavander FMLA?

Eligible employees may seek leave during amyriihth period for the following reasons:
A The empl oyee r e @seriauehsaltmtendii that rhakds kira/lveeundble tio
perform his/her job.

A  Among other things, this generall ywikfwmhudes wt
period of time due to surgery. Shoerm conditions for which treatment aretovery are very brief
generally are not fAserious health conditions. o
A Caring for a new born child, or newly adopted
A Pl acement with the employee of a son or daught
A Caring for the emp erooyparend ehosas asesoes heahaonditor daugt

A fAiserious health condi ti onySicaliosmeatal conditidn thaiwlses eithen j ur y ,
an overnight stay in a medical care facility or continuing treatment by a healtfroeider for a condition that
either prevents the employee from performing the functions dtimp | oyeeds j ob or preven
member from participating in school or otherdailg t i vi ti es. Subject to certain
treatmtent 0 requirement ahiacgpadiyeof moee thankthyee ) cpneecutive dalendar days
combined with at least two (2) visits tdaalth care provider; or one visit and a regimen of continuing treatment;
or incapacity due to pregnanay; incapacity due to a chronic condition. Other conditions may meet the definition
of Acohtemtimegt. 0 A serious health condition of eit
inpatientc ar e or continuing treatomantnubyga threeaalttne ndaadr @ sp
visits within 30 days of the first incapacity. Chronic conditions, i.e. conditions that continue asdeaded
period of time that may cause epi s acahdittn @ eun ders FOML A
A Any fAqualifying exi gency 0son daughternogparentiofthe f t he f
employee is deployed to active duty in a foreign country (or has been notified of a call or aadieto
duty in a foreign country) andhw is in the regular armed forces, National Guard or

Reserves.
Special | eave entitlement relating to an employeeds
A spouse, son, daughter, p to 2Geworkweeks af leavenirsagte 12mbnthk i n 6 n

period to care for a current member of the Armed Forces, including a mehtberNational Guard or Reserves,
who has a serious injury/iliness incurred (includingaggravation of a preexisting condition) in the line of active
duty. (Such leave iavailable forug o fi ve years after the military mem

How canFMLA Leave betaken?
The leave may be in on a continuous basis (e.g., a block of twelve (@R3)wer if required, employeesay take
FMLA on an intermitent or reduced leave schedule (select days or hours, for example) hedausée he e mp |l o0
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own serious health condition, when medically necessary to care for their ppmrge or child with a serious
health condition, to care for a covered service nexmtr due to gualifying exigency. Those eligible employees
who are employed principally in an instructional capaaityg request leave that is foreseeable based on planned
medical treatment, and would be on leavegi@ater than 20 percent of the tatamber of working days in the
period during which the leave wouttktend, may be required either to take leave for periods of a particular
duration, not to exceed tloiration of the planned medical treatment, or to transfer temporarily to an available
alternative positiomffered by the Schools for which the employee is qualified. Other rules exist for how
instructionalemployees may use leave depending upon when it will coincide with the end of a semester, i.e.,
depending upon how many weeks before tiek & a semester it would occur.

A For birth or adopt i on,eavecanhenly beitaken aiththemprl oryeed wcse

consent

A Whether or not you apply for FMLA | eathee, i f yc
definitionalrequirements of an FMLA leave, the leave will be designated simultaneold\lasleave

as well.

Will I get May Same Job Back When | Return?
BournePublic Schools is required to reinstate you to the same jalnor i equi val enehdofpyousi t i on
FMLA leave.

What Will Happen to My Health Benefits?
The Town will continue to pay for its portion of your health insurdocéhe time you are on leavetovided,
however, that you must continue to make your regular payment of the employee portmprefrtium.

How Much Notice do | Need to Give?

You are required to give at least@a y s 6 if theonedd foeleave iofeseeable. If the leave is rioteseeable,

notice must be given as soon as practical. For planned treatments, you must cdngaiinigtincipal and make

a reasonable effort to schedule the treatment so as notto ahdutyr upt t he School 6s oper
approval of your health care provider. Employeesadiarily expected to consult with their Principal before
scheduliig treatments in order wwork out a treatment schedule which bests suits the needs of both the employee
and the School.

Prior to the commencement of any foreseeable leave, (orlgdkie is unforeseeable, as s@oacticable), you
must submit a lettepttheSuperintendentequesting the leave.

What Documentation do | Need to Provide?

After receiving the employer's request for certification, the employee must provide the requested certification
within fifteen (15) calendar days, unless not practicabtieuthe circumstances. An employee can voluntarily
choose but cannot be requiredo comply with the certification requirement by providing the employer with an
authorization, release or waiver permitting the employer to communicate directly witbatie care provider of
the employee or family member. Section 825.306(e).

When an employee submits a complete and sufficient certification signed by a health care provider, the employer
cannot ask the health care provider for additional information. edery an employer is permitted to contact the
health care provider for clarification and authentication of the medical certification, after giving the employee an
opportunity to cure any deficieies. Section 825.307(a). To make such contact, the eemgiayst use a health

care provider, a human resources professional, a leave administrator, or a management official. Under no
circumstances may the employee's direct supervisor contact the employee's health care provider.

In situations where the certifittan is incomplete, the employer shall advise an employee that the certification is
incomplete or insufficient and shall state in writing what additional information is needed. Employee must be
given seven (7) calendar days (unless not practicable)edlweiproblem by presenting additional information.
Section 825.305(c). If employee does not comply, the employer may deny the leave. Section 825. 305(d)
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i Aut h e n mmeaosgtovidngtbe health care provider with a copy of the certification qnelstang
verification that the information contained on the certification form was completed and/or authorized by the
health care provider who signed the document. No additional medical information may be recAgatedf

the employee voluntarily pvides a HIPAA compliant authorization, the employer can request records and
discuss the condition with the provider.

A Cl ar i fmeansa ¢ontacting the health care provider to understand the handwriting on the medical
certification or to understand theeaning of a response. Employers may not ask health care providers for
additional information beyond that required by the certification form.

If the Schools have reason to doubt the validity of the medical catiifin, we may request a secaminion at
our own expense. In the event of conflicting opinions, the Schools may pay for agtinich which will be finh
and binding.

A Certification is also required to take leave to care for a covemadce member or a qualifyirexigency.
BournePubl i ¢ School s will require that you ddworki n a #dnf

Formoreinformt i on, visit the United States Department of
http://www.dol.gov/esa/whd/fmla/

Responsible Use Guidelines all users \

Introduction:

Bourne Public Schools (BPS) believe the teaching f&f aad responsible online behavior is essential

for all BPS users and is best taught in partnership between homsclaool. Twentyfirst century
learning presents increasing amounts of time online to learn, socialize, and share. To e teafmia

the greatest benefit from the opportunities provided through an online environment, all BPS users need
to learn to be responsible digital citizens, particularly when no one is watching.

Safe and responsible behavior is explicitly taught atsohiool and parents/caregivers are requested to
reinforce this behavior at home.

Childrends Online Privacy Protection Act (COPPA

Congress enacted the Childrends Online Privacy
1998. COPPA required the Ferdl Trade Commission to issue and enforce regulations concerning
childrenbés online privacy. The Commi ssionbds or.

The Commission issued an amended Rule on December 19, 2012 that became effective @018ly 1
Bourne Public Schools works diligently to comply with COPPA requirements. Bourne Public Schools
does not collect student personal information or transmit such information directly to online entities for
the purpose of creating web based accounts.

Expectation of Privacy

Bourne Public Schools monitors the use of the
optimal operation of all computer and system networks. There is no expectation of privacy related to
information stored and transtt@d over this network. The information on the network in general files

and email is not private and is subject to review by the network manager at the request of administration
to substantiate inappropriate activity and to comply with requests of lancenfent agencies as part of

their investigations.
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Part A: School support for the use of digital technologies

At Bourne Public Schools we:

V Have policies in place which outline the values of the school and expected behaviors when
students use digital tecblogy and the InterneBourne School Committee Policies IME and-KF

RA
Use software designed to block access to certain sites and filter content as required by the
Chil drendés Internet Protection Act, 47 U.S.C

Make an effort to correct anynkwn gaps in the filtering of information without unduly

inhibiting the educational use of age appropriate content by staff and students.

Educate students about appropriate online behavior, including interacting with other individuals
on social networkingVeb sites and in chat rooms and cyber bullying awareness and response.
Provide supervision and direction in online activities and when using digital technologies for
learning.

V Use mobile technologies for educational purposes.

< < < <

Part B - User Agreement

When | use digital technology | agree to:

V Inform teachers or administrators of any inadvertent access to inappropriate material, in order
that there is appropriate modification of the filtering profile.

V Support others by being respectful in how | communicatte tvem and never write or

participate in online bullying (includes forwarding messages and supporting others in harmful,

inappropriate or hurtful online behavio§ee Bullying Prevention and Intervention Plan at

http://www.bourneps.org/BPIP

Talk to a teacher or administrator if user feels uncomfortable or unsafe online or sees others

participating in unsafe, inappropriate or hurtful online behavior.

Seek to understand the terms and conditions of websitesnind communities and be aware

that content | upload or post is added to my digital footprint.

Protect my privacy rights and those of other users by not giving out personal details including

full names, telephone numbers, addresses and images.

Use the Intemet for educational purposes while in school and use the equipment properly.

Abide by copyright procedures when using content on websites (ask permission to use images,

text, audio and video and cite references where necessary).

Think critically aboutote r user sé intellectual property ar

Internet.

Not interfere with network security, the data of another user or attempt to log into the network

with a user name or password of another user.

Not to cause intentional damagehi@rdware or software, or the creation or distribution of

viruses, worms or other forms of electronic mayhem.

Not create, display or transmit threatening, racist, sexist, obscene, or abusive or harassing

language or materialBourne School Committee Paés AC, ACA, ACAB, ACB, ACBA, ACE

and AF.

Not reveal my password to anyone except the system administrator.

Not bring or download unauthorized programs, including games, to the school or run them on

school computersSaving inappropriate files to any paftthe system, including but not limited

to: music files, movies, video games of all types, including ROMs and emulators, offensive
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images or files, programs which can be used for malicious purposes, Any files for which you do
not have a legal license, Affije which is not needed for school purposes or a class assignment.
Comply with teachers' request to shut down the technology device.

Not touch or use other usedgvices, computer systems, files/data or computer networks without
their permission.

Wastelimited network or bandwidth resources by streaming music or video unnecessarily.

Be a safe, responsible and ethical user whenever and wherever | use it.

<< <<

When | use my mobile phone, mp3, tablet, or other mobile device | agree to:

V Keep the device on sileduring class times and only make or answer calls and messages outside
of lesson time$ except for approved learning purposes.

Protect the privacy of others and never modbrward private information about another

person.

Only take photos and record salior video when it is part of an approved lesson.

Seek permission from classroom teacher or administrator before taking photos, recording sound,
and/or videotaping them.

Seek appropriate (written) permission from individuals involved before publishsgnding

photos, recorded sound or video to anyone else or to any online space

Be respectful in the photos | take or video | capture and never use these as a tool for bullying.
Users take full responsibility for his or her technology device and keepsiresacall times.

The school is not responsible for the security of the technology device.

V Charge my device prior to bringing it to school and runs off its own battery while at school.

<K< < << <

Consequences for Violation of Responsible Use Guidelines

Use of the comuter network and Internet is an integral part of research and class work, but abuse of this
technology can result in loss of privileges. Users who use technology devices, digital resources, and
network infrastructure, along with information technologypim@priately may lose their access

privileges and may face additional disciplinary or legal acfitve length of time for loss of privileges

will be determined by building administratorsthe user is guilty of multiple violations, privileges can

be renoved for one year or more.

Staff Expectations forSocial Networking Sites:

While teachers are encouraged to use technology and social networking sites for educational purposes,
they shouldbe cognizanbf the difference betwegorofessional and personaigfiles. Staff should

review MTA and NEA Code of Ethics.

USER STATEMENT ‘

| acknowledge and agree to follow these guidelines. | understand that my access to the Internet and
mobile technology at school will be renegotiated if | do not act responsibly.

| also understand the school network and email accounts are owned by Bourne Public School and that
Bourne Public Schools has the right to access any of the information used through these services at any
time.

| understand that this Responsible Use Guieslialso applies during school excursions, camps and
extracurricular activities.
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| STUDENT ABSENCE NOTIFICATION ‘

Pursuant to Massachusetts General Laws, ch. 76, 88P&rents, guardians and caregivarshildren
aged six to sixteen are obligated to s#rer children to school unless otherwise provided by law.
Absences are considered excused or unexcused. An absence will be consilaresedinless
permitted by law, School Committee policy and procedures developed by the Superintendent.

Student Asence Notification Program

At the commencement of each school yparents, guardians and caregiweit be sent a notice

instructing them to call a designated telephone number at a designated time to inform the school of the
student 6s adnsorforsueh abgente. tTheaotealso require such parerguardianor
caregiverto furnish the school with a home, work or other emergency telephone number where they can
be contacted during the school day. If the school does ceitveca messagfrom the parenguardian

or caregiveby the designated time, then the school shall call the telephone number or numbers
furnished to inquire about the studentds absenc

Parent(s), gardiansor caregiverwill also be notifiedvhen a student who hasleast five days in

which the student has missed two or more classes/periods (unexcused) or who has five or more
unexcused absences in the school year and a meeting will be scheduled with the building Principal (or
his/her designee), the ParentSyadianor Caregiveiand the student to develop an action plan to

i mprove the studentds attendance.

Parents, guardians and caregivames encouragea tcontact school staff and wockllaboratively with
them to correct the reasons that the student is rgissimool.

Legal Ref:

MGL c. 76 881, 1A, 1B & 2.

| STUDENT DISCIPLINE RULES/REGULATIONS

Code of Conduct, DisciplineProcedures, Regulations
RATIONALE AND SCOPE

The Code of Conduct and/or discipline code is in effect both at school and atsotiesbed events, whether or

not such events take place on school property (including, but not limited to, any and all athletic activities and
contests). Even misconduct that does not take place in school or a school sponsored event can result in discipline
if it is of a serious nature and has a direct relationship to the school or causes substantial disruption to the school
environment.

The procedures outlined in this section provide an explanation of our disciplinary process. In addition, this section
providesexamples of conduct that is prohibited. However, not every type of prohibited conduct can be listed.
Students are expected to recognize that any conduct that is inconsistent with maintaining an appropriate
environment either at school or at a scksmbn®red event could lead to discipline, including suspension or
expulsion.

CONDUCT THAT MAY LEAD TO EXPULSION and APPLICABLE PROCEDURES

Students are subject to expulsion.(ipermanent exclusion) by the Principal for the conduct listed below. (See
also, MG.L. ch. 71, 8837H
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Possession of a dangerous weapon*

Possession of a controlled substance (such as marijuana, cocaine, or prescription drugs not authorized by
the school nurse)

1 Assault on teachers, administrative staff or other educational personnel

)l
)l

*T his includes not only knives and guns, explosive devices and realistic replicas of such weapons/devices, but
also other objects used to assault another person or to otherwise create a dangerous situation, such as a baseball
bat, a pair of scissors, matclkes a | i ghter. While such objects would
administrators and educational professionals will review the circumstances of each case and make a reasonable
determination about whet hppssession poastitttés a dahgerous wdajoricthe i n
school setting. Any illegal weapon will be turned over to the Police Department. Any student who brings a

firearm to school must be expelled for a minimum of one school year, with exceptions grantedtbaly by
superintendent. (The definition of a firearm includes but is not limited to guns (including a starter gun), bombs,
grenades, rockets, missiles, mines and similar devices.)

Students are also subject to long term suspension/expulsion by the Prina@pathainged/convicted of a felony
based upon the standards and procedures set forth in M.G.L. ¢.71, 837H1/2.

Any student who is removed from school for a disciplinary offense uaderc. 71, 837H or §37HY% for more

than ten consecutive days will haveaoportunity to receive educational services and make academic progress
during the period of removal under a schatdle education service plan, and vii# so informed at the time of

the suspension/expulsion.

PROCEDURES APPLICABLE TO CONDUCT COVEREDBY M.G.L. C. 71, 837H AND 37H %

When considering the exclusion of a student from school for possession of a dangerous weapon, possession of a
controlled substance (such as marijuana, cocaine, or prescription drugs not authorized by the school nurse), or
assault on teachers, an administrator may place a student on short term suspension (ten days or less) based upon
an informal hearing, to be followed by a formal hearing before the Principal within that period of suspension to
determine whether to take additial disciplinary action, up to and including expulsion from school.

1. The informal hearing will be in the form of a conference between the student and the principal or designee. At
this conference, the student (1) shall be informed of the reasdrefoohference, (2) shall be given the

opportunity to present his or her side of the story, and (3) shall be given a decision on the suspension. If the
administrator deems delay of the hearing necessary to avoid danger or substantial disruption, this:ayoces

occur immediately after, rather than before, the suspension.

2. Prior to putting a suspension into effect, the principal or designee shall make a reasonable effort to telephone
and inform the student ds par ¢gsuspensignutiEsrsidhll iaclude attemptsdor e g i
contact the parents, guardian or caregiver at home and at work. Parents may contact the school for additional
information regarding the suspension.

3. A letter will be mailed to the parent, guardian or caergdf the suspended student stating:
a) The reason for the suspension
b) A statement of the effective date and duration of the suspension
c) A statement regarding whether or not the Principal will schedule a formal hearing to consider
further discipine, up to and including expulsion from school in accordance with M.G.L. c. 71,
8§37H

When considering a suspension/expulsion of a student charged with/convicted of felony, the Principal will use
the standards and procedures set forth in M.G.L. ¢.71, H27HIn addition, prior to initiating such procedures,
the Principal may meet informally with the student and/or his parents to review the charge and the applicable
standards if the Principal deems appropriate.
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CONDUCT NOT COVERED BY M.G.L. C. 71, 83/H AND 37H %

GENERAL INFORMATION

1. CLASSROOM-BASED EXPECTATIONS & DISCIPLINE

Students can expect that teachers will have specific expectations, both disciplinary and academic, for their
individual classes. When a student does not adhere to thes¢ativmse a teacher may have the student remain
after school, report before school, communicate with the parent via telephone, maiibrand/or

communicate with the principal or erdesignee.

T I'f a student és behavi onayindie the panent in foria comferenceeand mayh et €
issue a misconduct sligh addition, teachers magfer a student to administratifor a single incident of
serious breach of conduct.

1 Students, who participate in disruptive behavior in a class teateres with the opportunity for other
students to learn and for the teacher to teach, may be removed from the class via the course removal
procedure.

2.DICIPLINE REFERRALS

The purpose afnaking a discipline referras to bring misbehavior to the atten of theadministratiorand to
haveadditional communicatiosent home. Whendiscipline referrals madeby a teacher, school counselor or
other school personnel, the student will receive consequences if the infraction is minor in nature, or ngore seve
disciplinary action for major infractions.

3. VIDEO CAMERA USE

Video cameras may be in use in some public areas of school property, such as hallways, the gymnasium, cafeteria
and exterior locations of the school building. Appropriate disciplinarpmachay be taken for misconduct that is
recorded or observed from that security system.

Protocols related to camera use are:

1 Live monitoring may be utilized at any time, particularly during any emergency protocol or situation.

1 In cases of serious incidensuch as violence, theft, or vandalism, the principal (or designee), school
resource officer liaison, or superintendent (or designee) may view the electronic file captured by the web
based camera system. A log of such viewings will be keptinthe pidcip s o f f i ce.

1 A notice that video surveillance may take place on school property will be posted at the main entrance of
the High School. The Principal also has the option of posting such notices at other locations in the
building, at his/her discretion.

4. USE OF SCHOOL PROPERTY & FACILITIES OUTSIDE OF SCHOOL HOURS

Students are encouraged to participate in extracurricular actoffared by their schooStudents who remain
after school should be under the supervision of a coach or faculty membepantibipating in a school
sponsored activity or project.

Students are prohibited from remaining in the building or on school grounds without supervision, and such
conduct may lead to disciplinary action based on student misconduct, as describedgindbdok. In particular:

1 Students who are not supervised will be asked to leave the building after school hours.
9 Students should not loiter in the corridors or cafeteria after school.
9 Students should not loiter on school grounds, the steps, or in tiegolats.

5. SOCIAL PROBATION

Participating in events or activities such as dances, banquets, class trips, athletics, or other extracurricular
activities is a privilege, not a right. Theciaéf or e,
probationo and thus exclude a student from such par
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appropriate. One common basis for placing a student on social probation is failure to serve detention time within
one week after it is issued. &pal Note: A student who has been suspended whether in school or out of school is
automatically excluded from participation in extracurricular activities until he/she has returned to school and
completes a full day of attendance.

SERIOUS INFRACTIONS

CONDUCT THAT MAY LEAD TO LONG TERM SUSPENSION

Infractions of the nature described in the following examples will result in disciplinary action up to and including
long term suspension (up to 90 days) from school. The administration will determine thgueniess for serious
infractions of the Code of Conduaihd avoid using longerm suspension from school as a consequence until
alternatives have been tried as appropriate. Alternatives may include the use of dwabeacstrategies and
programs such anflict resolution, restorative justice, and positive behavioral interventions and supports.
Repeated minor infractions or habitual disregard of rules*

Forgery and/or Cheating

Repeated truancy

Refusing to give his/her name to a faculty member or any sdepartment personnel

Leaving the school building or grounds without authorization while school is in session

Accumulated detentions not served

Insubordination

Throwing objects, including snowballs

Smoking and/or use of chewing tobacco

Use of language (witen or spoken) that is disruptive to the educational environment

Theft

Destruction or defacement of school property

Assault (includes not only harmful or offensive touching of another person, but also the immediate threat
of such touching)

Violationsoft he Di strictods Policy Prohibiting Bullying
Vi ol ations of the Districtodos Policy Prohibiting
Harassment of other students and staff because of their gender, race, ethnicity, color, national origin,
ancesty, religion, agesexual orientation, or disability

Threats or intimidation to any student or school department personnel

Bomb Threats/False Alarnt®

Fire Setting/Arson

Possession, use or being under the influence of alcohol

Commission of an act thatslts in serious bodily injury

*After three shorterm suspensions during a school year, a student and parent may be summoned for a meeting
with the principal, who may then make a decision as
procedires for a long term suspension.

=A =4 =4 = =4 =8 =8 =888 _9_9_8_9_°
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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 setidel education service plan.

DUE PROCESS: PROCEDURES THAT APPLY TO DISCIPLINE FOR CONDUCT
NOT GOVERNED BY M.G.L. C. 71, 837H AND 37HL/2

A. IN-SCHOOL SUSPENSION FOR LESS THAN 10 CUMULATIVE DAYS DURING A SCHOOL
YEAR
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An in-school suspension is a removal of a student from regular classroom activities, but not from the school
premises. The procedure for arsithool suspension of no more than (10) school days (consecutive or
cumulatively for multipe infractions during the school year) will be as follows:

1.The administrator will inform the student of the disciplinary offense charged, the basis for the charge, and
provide the student an opportunity to respond. If the administrator determindgethtatdent committed the
di sciplinary offense, the administrat oschoavi | | i nfo
suspension, which may not exceed 10 days, cumulatively or consecutively, in a school year.

2.0n the same day as thesohool sispension decision, the administrator will make reasonable efforts to notify
the parent orally of the disciplinary offense, the reasons for concluding that the student committed the
infraction, and the length of the-gthool suspension. The administratdlt also invite the parent to a
meeting to discuss the studentodos academic perform
possible responses to the behavior. Such meeting will be scheduled on the day of the suspension if possible,
and ifnot, as soon thereafter as possible. If the administrator is unable to reach the parent after making and
documenting at least (2) attempts to do so, such attempts will constitute reasonable efforts for purposes of
orally informing the parent of theschml suspension.

3 The administrator will send written notice to the student and parent aboustienl suspension, including
the reason and the length of thesithool suspension, and inviting the parent to a meeting with the principal
for the purposeed forth above, if such meeting has not already occurred. The administrator will deliver such
notice on the day of the suspension by hdelivery, certified mail, firstlass mail, email to an address
provided by the parent for school communicationgyoother method of delivery agreed to by the
administrator and the parent.

An in-school suspension of more than 10 cumulative days in a school year will be subject to the procedures for
long-term suspension.

B. PROCEDURES FOR SHORTTERM, OUT -OF-SCHOOL SUSPENSIONS (10 CUMULATIVE DAYS
OR LESS IN A SCHOOL YEAR)

Except in the case of an Emergency Removal as provided o pagor to imposing a sheterm outof-

school suspensiail0 days or less in a school year) for conduct not covered by M.G.L. d,837H AND 37H
15, an administrator will provide the student and his/her parent oral and written notice and an opportunity to
participate in an informal hearing.

1. Notice The written notice to the student and the parent will be in English and inntepfanguage of the
home if other than English, or other means of communication where appropriate and will include the following:
a) The disciplinary offense;
b) The basis for the charge;
c) The potential consequences, including the potential leigtho he st udent s suspensi
d) The opportunity for the student to have a hearing with the administrator concerning the proposed
suspension, including the opportunity to disp
explanation of the alleged incideand for the parent to attend the hearing;
e) The date, time, and location of the hearing;
) The right of the student and the studentds pareni
participate;

Written notice to the parent may be madehbayd delivery, firstlass mail, certified mail, and email to an address
provided by the parent for school communications, or any other method of delivery agreed to by the school and
parent.

2. Efforts to Involve ParentThe administrator will make rearsable efforts to notify the parent of the opportunity
to attend the hearing. To conduct a hearing without the parent present, the administrator must be able to document
reasonable efforts to include the parent. The administrator is presumed to haveasadable efforts if the
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administrator has sent written notice and has documented at least two (2) attempts to contact the parent in the
manner specified by the parent for emergency notification.

3. Format of Hearing The administrator will discuss tliésciplinary offense, the basis for the charge, and any

other pertinent information. The student also will have an opportunity to present information, including mitigating
facts, that the administrator should consider in determining whether other rearedli@nsequences may be
appropriate. The administrator wil!/ provide the pa
and offer information, including mitigating circumstances, that the administrator should consider in determining
consequences for the student.

4. Decision The administrator will provide written notice to the student and parent of his/her 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. The notice of determination may be in the form of an update to the original written notice of hearing.

The parent, guardian or caregiverlsba requested to attend a readmission conference with the principal or
designee upon the studentdés return to school. At th
tel ephone. Expectations f or tetdathisdonfedeace.t 6s reentry

C. PROCEDURES FOR LONG-TERM SUSPENSION

Except in the case of an Emergency Removal provided ordageor to imposing a lorngerm suspension
(more than 10 days of suspension, whether-4school or outof-school, whether casecutive or cumulative
for multiple offenses during a school year), an administrator will follow the procedures for shofterm
suspension plus additionaproceduress follows:

1. Notice The notice will include all of the components for a st@nnssuspension in Section B above, plus the

following:

ayln advance of the hearing, the opportunity to r e
administrator may rely in making a determination to suspend the student or not;

b) Therightt o be represented by counsel or a |l ay person
expense;

c) The right to produce witnesses on his or her beh:
incident, but the student may not berglled to do so;

d) The right to crosgxamine witnesses presented by the school district;

e) The right to request that the hearing be recorded by the administrator, and a copy of the audio recording
provided to the student or parent upon request; and

) The right to appeal a d mi -teimsuspemsioroto tbesupedriatendesti on t o |

2. Format of Hearing The Hearing will afford the rights set forth in the notice above. The administrator will also
provide the parent, if presenttamppor t unity to discuss the studentds ¢
mitigating circumstances, that the administrator should consider in determining consequences for the student.

3. Decision Based on the evidence, the administrator will deteemihether the student committed the
disciplinary offense, and, if so, after considering mitigating circumstances and alternativestésriong

suspension, what remedy or consequence will be imposed, in place of or in addition tteantosigspension.

The administrator will send the written determination to the student and parent bgdiamedy, 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 schawid the parent. If the administrator decides to suspend the student oniexiiong
basis, the written determination will:

1. Identify the disciplinary offense, the date on which the hearing took place, and the participants at the hearing;
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2. Set out th&key facts and conclusions reached;
3. ldentify the length and effective date of the suspension, as well as a date of return to school;

4.1 nclude notice of the studentds opportunity to re
the perod of removal from school (if more than 10 cumulative days);

5lnform the student of the right to appeal the adm
Notice of the right of appeal will be in English and the primary language of the tiatimer than English, or

other means of communication where appropriate, and will include the following information stated in plain
language:

a) The process for appealing the decision, including that the student or parent must file a written notieal of app
with the superintendent within five (5) calendar days of the effective date of thielomguspension; provided

that within the five (5) calendar days, the student or parent may request and receive from the superintendent an
extension of time for fing the written notice for up to seven (7) additional calendar days; and that

b) The longterm suspension will remain in effect unless and until the superintendent decides to reverse the

admini stratorés determination on appeal
No longterm suspension witxtend beyond the end of the school year in which such suspension is imposed.

D. EXCEPTION FOR EMERGENCY REMOVAL

Notwithstanding the provisions for short or letegm suspension set forth abosestudent who is charged with a
disciplinary offense mayeésremoved temporarily from school if 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
admini stratordés |judgment , lletiateé¢he dangeror disroption.l t er nati ve a

The administrator will immediately notify the superintendent in writing of the removal and the reason for it, and
describe the danger [or disruption] by the student.

The temporary removal will not exceed two (2) sahtays following the day of the emergency removal, during
which time the administrator will provide the following, as applicable to the length of suspension:

f Make i mmedi ate and reasonabl e efforts the orally
emergency removal, the reason for the need for emergency removal, and other applicable matters;
Provide written notice to the student and parent as provided in Section B or C above, as applicable;
Provide the student an opportunity for a hearing wighatiministrator, as applicable, 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 administrator, student, and parent.
1 Render a dedign orally on the same day as the hearing, and in writing no later than the following school
day.

)l
)l

An administrator may not remove a student from school on an emergency basis for a disciplinary offense until
adequate provisions have been made for thesttdé s s af ety and transportation.

E. APPEAL TO THE SUPERINTENDENT

If a decision by an administrator, following the parent meeting, results in suspension of a student for niére than
cumulative school days for the school yehe student may appeal thectsion to the superintendent. In order to

do so the student or parent must file a notice of appeal with the superintendent within five (5) calendar days with a
seven (7) day postponement option. The superintendent must hold the hearing within suleeo(3)ays of the

50



studentds request, unless the student or parent req
the appeal is not filed within this time frame, the superintendent may deny the appeal, or may allow the appeal in
his or her discretion, for good cause.

The following apply:

1 The superintendent will make a good faith effort to include the parent in the hearing. The superintendent
will be presumed to have made a good faith effort if he or she has made efforts todijndrel dime for
the hearing that would allow the parent and superintendent to participate. The superintendent will send
written notice to the parent of the date, time, and location of the hearing.

1 The superintendent will conduct a hearing to determinehehé¢he student committed the disciplinary
offense of which the student is accused, and if so, what the consequence will be. The superintendent will
arrange for an audio recording of the hearing, a copy of which will be provided to the student or parent
upon request. The superintendent will 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.

1 The student will have all the rights afforded the studenta he admi ni str-tetmor 6 s hea
suspension as described in Section C above.

1 The superintendent will issue a written decision within five (5) calendar days of the hearing which meets
the requirements for a lortgrm suspension as described ictide C above. If the superintendent
determines that the student committed the disciplinary offense, the superintendent may impose the same
or a lesser consequence than the administrator, but will not impose a suspension greater than that imposed
bythea mi ni stratords deci sion.

The decision of the superintendent constitutes the final decision of the school district.
SELECTED PROCEDURES RELATING TO STUDENT CODE OF CONDUCT

1. INTERVIEWS AND SEARCHES

School administrators shall have the authoritydesmed necessary, to interview students regarding matters that

are relevant to the school environment. In addition, school administrators may search students and their personal
belongings on school property when the administrator has a reasonable tlasiie¥ing that the search will

produce evidence that the student has violated a school rule or a state or federal law.

Lockers, desks, and similar areas assigned to students remain the property of the school and are therefore subject
to inspection byhe school administration at any time.

2. NOTIFICATION TO THE POLICE AND OTHER AUTHORITIES

School officials may impose schelhsed discipline for misconduct in accordance with our code of conduct and
procedures. Separate from any school based disciflithe misconduct involves suspected criminal activity of a
serious nature, school administrators may notify the police or other appropriate authorities. Acts likely to be
reported include but are not limited to assaults that are sexual in haturerestiiain serious injury, serious
disruption to the school assembly, destruction of property (including graffiti, arson or vandalism), theft, hate
crimes and other civil rights violations, bomb threats and other threats of a serious nature, possessiainaor
dangerous weapon, possession or distribution of alcohol or a controlled substance as defined by law, or coming
onto school property under the influence of alcohol or other drugs. The school staff will also consult with police
officials underthedst ri ct 6s policy addressing bullying to det
policy. It is the prerogative of school officials to impose discipline for violations of school rules and policies,
whether or not police or other authoritiekdaction. Likewise, the police and other authorities, rather than school
staff, are responsible for making decisions as to the course of their investigation process and proceeding with
criminal charges.
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NONDISCRIMINATION ON THE BASIS OF GENDER IDENTITY - ‘

An Act Relative to Gender Ident{ighapter 199 of the Acts of 2014vhich became effective on July 1, 2012,
amended several Massachusetts statutes prohibiting discrimination on the basis of specified categories, to include
discrimination on the bascf gender identity. Among the statutes amended is G.L. c. 76, § 5, prohibiting
discrimination on the basis of gender identity against students who enroll in or attend the public schools. G.L. c.
76, 85 now reads as follows:

Every person shall have a rigbtattend the public schools of the town where he actually resides, subject
to the following section. No school committee is required to enroll a person who does not actually reside
in the town unless said enrollment is authorized by law or by the schimohittee. Any person who

violates or assists in the violation of this provision may be required to remit full restitution to the town of
the improperlyattended public schoolklo person shall be excluded from or discriminated against in
admission to a pulic school of any town, or in obtaining the advantages, privileges and courses of
study of such public school on account of race, color, seender identity, religion, national origin

or sexual orientation.

In June 2012, the Massachusetts Board of Efgary and Secondary Education (Board) adopted revised Access

to Equal Education Opportunity Regulations, 603 CMR 26.00, and Charter School Regulations, 603 CMR 1.00, to
reflect the broadened student adiscrimination provision in G.L. c. 76, 89.he Bard also directed the

Department of Elementary and Secondary Education (Department) to provide guidance to schaotalistsist

in implementing the gender identity provision.

All students need a safe and supportive school environment to progréemarzdly and developmentally.
Administrators, faculty, staff, and students each play an important part in creating and sustaining that
environment.This guidance is intended to help school and district administrators take steps to create a culture in
which transgender and gender nonconforming students feel safe, supported, and fully included, and to meet each
school 6s obligation to provide equal evdhuGeLact 76, 8% a | op
and the state regulans.

Below aregeneral principles based on thg thataddres£ommon issues regarding transgender and gender
nonconforming student¥he guidanceffers case studies based on experiences of schools and students in
Massachusetts, and refle¢he need to consider issues on a-tgsease basis. The list of issues is not
exhaustive, and the examples are intended to be illustrative, not prescriptive.

Definitions

Understanding the terminology associated with gender identity is importamvidipg a safe and supportive

school environment for students whose rights are protected under the law. The following terms appear in this
document and are definedlthough these are the most commonly used terms, students may prefer other terms to
desc i be their gender identity, appearance, or behavi
Mass. General Laws, as amendeddbyAct Relative to Gender Ident{tyre gender identity law)

1 Gender expressionthe manner in which a persmpresents or expresses gender to others, often through
behavior, clothing, hairstyles, activities, voice, or mannerisms.

1 Gender identity as defined in part a trela@d identitycappeatance & 7 ,
behavior, whether or mohat genderelated identity, appearance or behavior is different from that

traditionally associated with the personds physi
1 Gender nonconforminga term used to describe people whose gender expression differsdreatygtic
expectations. The terms figender varianto or fAger

4The Act can be found &ttp://www.malegislature.gov/Laws/SessionLaws/Acts/2011/Chapter199

52


http://www.malegislature.gov/Laws/SessionLaws/Acts/2011/Chapter199

1 Transgenderan umbrella term used to describe a person whose gender identity or gender expression is
different from that traditionally associated with the assignedsbitth.

The Law

The gender identity law amended G.L. c. 76,°8&establish that no person shall be excluded from or
discriminated against in admission to a public school of any town, or in obtaining the advantages, privileges and
courses of studof such public school on accountgd#nder identityamong other characteristics. The amended
Access to Equal Educational Opportunity regulations, 603 CMR 26.00, and taésndmination provision of

the Charter School regulations, 603 CMR 1.00, irecgchools to establish policies and procedures, provide
training, and implement and monitor practices to ensure that obstacles to equal access to school programs are
removed for all students, including transgender and gender nonconforming students.

Thegender identity law reflects the reality that transgender and gender nonconforming students are enrolled in
Massachusetts public schools. These students, because of widespread misunderstanding and lack of knowledge
about their lives, are at a higher rfsk peer ostracism, victimization, and bullying. The 2011 National School
Climate Survey by the Gay, Lesbian & Straight Education Network (GLSEN), found that 75.4% of transgender
students had been verbally harassed in the previous year, 32.1% had lsézailptmarassed, and 16.8% had

been physically assaulted. Educators play an essential role in advocating for theingetif these students and
creating a school culture that supports them.

Understanding Gender Identity

The gender identity law defindlsgender i denti ty o iretatediideatity, afpaarapceors on' s
behavior, whether or not that gendelated identity, appearance or behavior is different from that traditionally
associated with the person's physiology or assigned sexrathfth e | aw al so srelaades t hat

identity may be shown by providing evidence including, but not limited to, medical history, care or treatment of

the genderelated identity, consistent and uniform assertion of the geretied identity nany other evidence

that the genderelated identity is sincerely held as part of a person's core identity; provided, however, that gender
related identity shall not’" be asserted for any i mpr

Transgender youth are those whose assignéudsx does not match their internalized sense of their gender
(theirré@dgendeéri dentityodo), and gender -relaedidentityfdoes mi n g
not meet the stereotypically expected norms associated with their assignetigbx @ transgender boy, for

example, is a youth who was assigned the sex of female at birth but has a clear and persistent identity as male. A
transgender girl is a youth who was assigned the sex of male at birth but has a clear and persisteas identity
female. Gender nonconforming youth range in the ways in which they identify as male, female, some

combination of both, or neither.

The responsibility for determining a studentds gend
studens not yet able to advocate for themselves, with the pa@nte 6 s gender i dentity is
inflexible characteristic of each individual 6s pers
at which individuals cometourdr st and and express their gender ident
and familial social developmefitAs a result, the person best situated

that student himself or herself.

5The Act amends several other statutesagl, including G.L. c. 151B (governing nondiscrimination in

employment), to prohibit discrimination on the basis of gender identity.

6Mass. Gen. Laws. Ch. 4, § 7 (2012).
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In one Massachusettawn, the parents of a prechootage biologically female child noted throughout

the childés early years that their child identif
child preferred to play with boys rather than girls, wanted a shaircut, rejected wearing any clothing

that the child identified as Asomething a girl v
stereotypically feminine name. When it was time for the child to enter kindergarten, the child said to his
parens, AYou have to tell them when | go to kinder

Consistent with the statutory standard, a school sh
when there is fAconsi st en t-relateddentitynor dnpother evidsnsecthratitieo n o f
gender el ated identity is sincerely held a-mlatpdddertity,of a
appearance, or behavior meets this standard, the only circumstance in which a school nmaypquesti st uden't
asserted gender identity is where school personnel
related identity is being asserted for some improper purpose.

I n most situations, det erimplen A stiglenawhassays she is & girlandgvishes] e r
to be regarded that way throughout the school day and throughout every, or almost every, other area of her life,
should be respected and treated like a girl. So too with a student who says he ischvishemto be regarded

that way throughout the school day and throughout every, or almost every, other area of his life. Such a student
should be respected and treated like a boy.

The statute does notquire consistent and uniform assertionofgendetent i ty as | ong as th
thatthegender el at ed i dentity is sincerely held as part of
experience discrimination, and some experience violence due to their status. Some engnoranéeel safe

and inclusive, and others |l ess so, challenging a pe

aspects of life. For example, it is possible that a biologically male student with a female gender identity who lives
as a girl does not express her female gender identity all the time. In one case, such a student agreed to present as
boy when visiting relatives until the studentbds par
The fact that the stwaht did not exclusively assert her female identity did not alter the fact that she had a female
gender identity.

Confirmation of a studentodés asserted gender identi:t
school staff member familiar ¥ the student (a teacher, guidance counselor, or school psychologist, among

others), or other family members or friends. A letter from a social worker, doctor, nurse practitioner, or other
health care provider stating that a student is being providetahedre or treatment relating to her/his gender

identity is one form of confirmation of an asserted gender identity. It is not, however, the exclusive form upon
which the school or student may rely. A letter from a clergy member, coach, family &igethtive stating that

the student has asked to be treated consistent with her/his asserted gender identity, or photographs at public event
or family gatherings, are other potential forms of confirmation. These examples are intended to be illustrative
rather than comprehensive.

In one Massachusetts middle school, a biologically male student explained to her guidance counselor that
she was a transgender girl who expressed her female gender identity only at home. The stress associated
with having to hidéner female gender identity at school was having a negative impact on her mental

health, as well as on her academic performance. The student and her parents asked if it would be okay if
she expressed her female gender identity at school. The guidamseloowassured the student and her
parents that she could do so. The fact that the student presented no documentation to support her gender
identity was not a concern since the school had no reason to believe the request was based on anything
other than asincerely held belief that she had a female gender identity.

¢ NI y a3 Sy I Trarfédefidr TKile1-54.
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Gender Transition

Many, though not all, transgender youth undergo the
transitiond describes the exngendidentifyl@as bng gemderitocclivinga per
and identifying as another. For most youth, and for all young children, the experience of gender transition
involves no medical intervention. Rather, most transgender youth will undergo gender transitidmahroug
process commonly referred to as fAsocial transition,
consistent with their gendeelated identity. Some transgender youth who are close to reaching puberty, or after
commencing puberty, may compient social transition with medical intervention that may include hormone
suppressants, crogender hormone therapy, and, for a small number of young people, a range of gender
confirming surgeries. The decision about whether and how to undergo genditiotrds personal and depends

on the unique circumstances of each individual. There is no threshold medical or mental health diagnosis or
treatment requirement that any student must meet in order to have his or her gender identity recognized and
respectd by a school.

Some transgender and gender nonconforming students are not openly so at home for reasons such as safety
concerns or |l ack of acceptance. School personnel sh
gender nonconformit or transgender status with the studentbés
personnel should discuss with the student how the school should refer to the student, e.g., appropriate pronoun
use, in written c¢ommunhorguaadiannon t o the studentdos pare

Names and Pronouns

The issue of the name and pronoun to use in referring to a transgender student is one of the first that schools must
resolve to create an environment in which that student feels safe and supported. Transgenteofstinden

choose to change the name assigned to them at birth to a name that is associated with their gender identity. As
with most other issues involved with creating a safe and supportive environment for transgender students, the best
course is to engadhe student, and in the case of a younger student, the parent, with respect to name and pronoun
use, and agree on a plan to initiate that name and pronoun use within theTdolipddn also could include when

and how this is communicated to studentsthedt parentsln the case of a transgender student who is enrolling

at a new school , it is important that the school re
name.

In one situation where a transgender girl was entering higfosk she and her parent asked the

principal to inform her teachers that even though her school records indicate that her name is John, she
goes by the name Jane and uses female pronouns. The school principal sent the following memorandum
to the cdtascsgmtodms t eachers: AThe student John Smi
Smith, a name t hat i s consistent with the studer
student 6s preferred name iomlinggptohouns.dtistmg expestgtiondhat we |
students will similarly refer to the student by her chosen name and preferred pronouns. Your role

modeling will help make a smooth transition for all concerned. If students do not act accordingly, you

may speaka them privately after class to request that they do. Continued, repeated, and intentional

misuse of names and pronouns may erode the educational environment for Jane. It should not be
tolerated and can be grounds for student discipline. If you needsmmgtance to make sure that Jane

Smith experiences a safe, nondiscriminatoriy cl as
Mr. Jones, Principal.o
Massachusetts6é | aw recognizes common | awsdiifegzente chang

from the name that appears on his or her birth certificate provided the change of name is done for an honest
reason, with no fraudulent intent. Nothing more formal than usage is re4fuirdsshce, when requested, schools

10 For certain transactions, such as bankmg and applylng for governmental benefits or licenses, it may be necessary to have
I F2NXIFEf t€S3Ff R20dzyYSyid SadlofAakKAy3d 2ySQa OKFy3aS 2F ylLY
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should accuratelyrecod t he studentés chosen name on all record
provides the school with a court order formalizing a name change.

The Department has a procedure in place to update name changes and gender markers inttimécBhogtaon
Management System (SIMS) upon request. The doculxssigning State Assigned Student Identifiers (SASIDs)
to Massachusett s 6 wiiHan mdyibecfousdath o o | Student s,
http://www.doe.mass.edu/infoservices/data/sims/sagiddes schools through changing names and gender
markers on school records.

In sum, school personnel should use the studentodos ¢c
identity,regad | ess of the studentés assigned birth sex. Fo
undergo gender transition while attending the same school, it is important to develop a plan for initiating use of

the chosen name and pronouns consistenttwi t he st udent 6s gender identity.

Privacy, Confidentiality, and Student Records

Under state | aw, information about a studentds assi
gender transition, medical or mental health treatment relatgender identity, or any other information of a
similar nature, regardless of i tseeMassachosetts Staderp Records o f

Regulations, 603 CMR 23.00), is confidential, and must be kept private and secureiretcdjed

circumstances. 603 CMR § 23.840ne circumstance is when authorized school personnel require the
information to provide administrative, teaching, counseling, or other services to the student in the performance of
their official duties. Forransgender students, authorized school personnel could include individuals such as the
principal, school nurse, classroom teacher(s), or guidance or adjustment counselor.

When a student new to a school is using a chosen name, the birth name is copsiggesitiformation and may

be disclosed only with authorization as provided under the Massachusetts Student Records Regulations. If the
student has previously been known at school or in school records by his or her birth name, the principal should
directs c ho o | personnel to use the studentdés chosen nam
(for exampl e, Il ndi viduali zed Education Programs) wi
the student 6s asoridgsn evdi thh rtthhe nsatmed e ntRéesc assi gned bi
confidential file.

One school nurse dealt with information in the s
chosen name, entered previous medical information (fongxé e, i mmuni zati ons) unN:{
chosen name, and created a separate, confidenti e
and birth name.
When determining which, if any, staff enttyisdiflerdiént s s
from the assigned birth sex, decisions should be made in consultation with the student, or in the case of a young
student, the studentés parent or guardian. The key

benefit the wident.

In one case, parents of a transgender maleemale elementary school student requested that only the
school principal and the school nurse be aware that the student was assigned the sex of male at birth.
After a discussion with the school win pal , the parents agreed that t
secretary, and the district superintendent would also be informed. In this situation, the school principal
kept the studentoés birth certi f ipalaouléacéess, aadpsta p a
note in the studentds other file saying that t
another situation, where a biological male came to school after April vacation as a girl, the school
principal and guidane counselor, in collaboration with the student and her parents, developed a plan for

r e
h e

1 The tderal Family Educational Rights and Privacy Act, 20 USC 1232g, also protects the privacy of education records and
requires that personally identifiable information be kept secure and confidential.
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communicating information regarding the student ¢
included who was going to say what to whom, and when the commomiaatuld take place.

Transgender and gender nonconforming students may decide to discuss and express their gender identity openly
and may decide when, with whom, and how much to share private information. A student who is 14 years of age
or older, or whdhas entered the ninth grade, may consent to disclosure of information from his or her student
record. I f a student is under 14 and is not yet in
decide on disclosures and other studerandmatters!?

Gender Markers on Student Records

A gender marker is the designation on school and ot
student s, records that include an i ndgnedaithisexnFoof a s
transgender student s, however, a documented gender
record) should reflect the studentds gender identit

transgender studentwse gender identity is male has a school record that reflects an assigned birth sex as female,
then upon request by the student or, in the case of young students not yet able to advocate for themselves, by the
parent or guardian, the school should chahgegender marker on the record to nt&l&chools are advised to

collect or maintain information about studentsdé gen

One school reviewed the documentation requests it sent out to families and noticed that field trip
permissionfo ms i ncluded a | ine to fildl in indicating
determined that the requested information was irrelevant to the field trip activities and deleted the line
with the gender marker request.

In addition, transgeder students who transition after having completed high school, may ask their previous

schools to amend school records or a diploma or tra
When requested, and when satisfied with the gender igémftirmation provided, schools should amend the
studentdés record, including reissuing a high school
gender.

Restrooms, Locker Rooms, and Changing Facilities

All students are entitled taalie access to restrooms, locker rooms and changing facilities that are sanitary, safe,

and adequate, so they can comfortably and fully engage in their school program and activities. In meeting with

the transgender student (and parent) to discuss thea issuforth in thisection it is essential that the principal

and student address the studentds access to the res
to be reviewed and addressed based on the particular circumstancesuafeéheasid the school facilities. In all

cases, the principal should be clear with the student (and parent) that the student may access the restroom, locker
room, and changing facility that <corr es pdemswdentst o t he
will want that arrangement, others will not be comfortable with it. Transgender students who are uncomfortable
usingases egregated restroom should be provided with a
restroom orthemmr seds restr oom. Similarly, some transgend
changing facilities that correspond to the student
school officials have responded to these sibna:

e
0

12See 603 CMR §8§23.01 and 23.07. If a student is fromrbddh 17 years of age or has entered ninth grade, both the
parent and the student may make decisions concerning the student record, or either the student or the parent acting alone
may decide.
13 As discussed in the section on Names and Pronouns, theNdepa S vy (i Q a  Asdiignirig State Aisaighefl Student
LRSYGAFASNE o{!{L5a0 (2 adguiies HishitdraffShiotgh e prodesds ohalding @ kedisng { ( dz
SIMS data.
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In one elementary school, a transgender seagader socially transitioned from female to male. The

principal informed the staff: For the remainder
toward the end of the year we will mak&fe determinations of restroom use in consultation with his
family.

In one middle school, a mate-female transgender sixtrader socially transitioned after spring
break. For the rest of t he s c hoaherunjsexestroomsaitbe u s e ¢
school . Beginning in seventh grade, she used t he

In one high school, a transgender mabefemale student was given access to the female changing
facility, but the student was uncomfortable using the female aigfarility with other female students
because there were no private changing areas within the facility. The principal examined the changing
facility and determined that curtains could easily be put up along one side of a row of benches near the
group lackers, providing private changing areas for any students who wished to use them. After the
school put up the curtains, the student was comfortable using the changing facility.

Some students may feel uncomfortable with a transgender student usingéisesaegregated restroom, locker
room or changing facility. This discomfort is not a reason to deny access to the transgender student. School
administrators and counseling staff should work with students to address the discomfort and to foster
understading of gender identity, to create a school culture that respects and values all students.

School staff as well as students and their families may find the use of restrooms and changing facilities to be
among the more challenging issues presented byethaer identity law, perhaps due to issues of personal
privacy. As emphasized in other sectiotfsgese issues should be resolved on a-bgsmse basis, through
dialogue with students and parents, and through leadership in creating safe and supporingénvironments.

Physical Education Classes and Intramural and Interscholastic Athletic Activities

Physical education is a required cour s e-basedathldétitcs gr ad
are an important part of manydte nt s6 | i ves. Most physical educatior
coed, so the gender identity of students should not be an issue with respect to these classes. Where there are sex
segregated classes or athletic activities, including intrarandhinterscholastic athletics, all students must be

allowed to participate in a manner consistent with their gender identity. With respect to interscholastic athletics,

the Massachusetts Interscholastic Athletic Association will rely on the gender det@&smmade by the
studentds district; it wild.l not make separate gende

At one school, a transgender girl joined the gir
studentds participati on o toatedional dorapetition, hbvewemn sevetale t e
of the team members raised a concern that the school would be made to compete in the coed cheerleading
portion of the competition rather than in the-gltls portion for which they prepared. With the

permissiorof the student, the principal wrote a letter that she gave to the coach to take to the competition
in case officials at the competiitgiion sdueotrito med |

event. The | etter ex |slatansgender girlfividothas theema memhkerohtee S mi t
girl sé6 team since (date). Jane has a sincerel.y
state |l aw must be permitted to participate as a

participated in the regional competition without incident.

Other Gender-Based Activities, Rules, Policies, and Practices

As a general matter, schools should evaluate all gdvedesd policies, rules, and practices and maintain only
those that have a cleand sound pedagogical purpose. Geitiidesed policies, rules, and practices can have the
effect of marginalizing, stigmatizing, and excluding students, whether they are gender nonconforming or not. In
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some circumstances, these policies, rules, and peaatiay violate federal and state law. For these reasons,
schools should consider alternatives to them.

Whenever students are separated by gender in school activities or are subject to an otherwise lawful gender
specific rule, policy, or practice, studemhust be permitted to participate in such activities or conform to such
rule, policy, or practice consistent with their gender identity.

The new law on gender identity provides a good opportunity for schools to review their-distidet policies.
Forexample, some schools require students to wear géaded garb for graduation or have geruhiesed dress

codes for prom, special events, and daily attire. Schools should eliminate gendered policies and practices such as
these. For example, one schdwttpreviously had blue graduation gowns for boys and white ones for girls

switched to blue gowns for all graduates. The school also changed its-gasdérdress code for the National

Honor Society ceremony, which had required girls to wear dresses.

Similarly, some classroom teachers may routinely include gdvatard practices in the classroom. For example,
some teachers may have boys and girls line up separately to leave the classroom to go to lunch, the gymnasium,
restrooms, or recess, and may nénare considered the educational value ofgendered alternatives, such as

having students line up in the order of their birthdays, or alphabetically by name, or in the order in which they are
sitting 14

Conclusion

This section cannot anticipate everguation in which questions may come up in the implementation of
this law, and the needs of each transgender or gender nonconforming student should be assessed and
addressed on a cabg-case basis. The Department of Elementary and Secondary Educdtion wi
continue to provide assistance, support, and resources as we work together to create a safe and
supportive school environment for all students.

This section was adapted from the DESEdance for Massachusetts Public Schoel€reating a
Safe and Suppiive School Environment Nondiscrimination on the Basis of Gender Identity

| Joint Labor Management Meetings20162017 \

9 Building based housekeeping meetings are intended to be at ground zero foelktimrs concerns or
issues brought forwartd immediate supervisors/administrators for clarification and/or resolution. This is
an opportunity to enhance buildibgsed relations with administrators and employees. A housekeeping
meeting has an established labslations agenda and subsequent aueothat are to be shared with all
employees. In addition, there is an established Joint Labor Management Committee meeting at the district
level with the BEA President/Vice President, Superintendent/Assistant Superintendent, school committee
member, andther administrators as necessary. Joint labor management committee items should be
unresolved buildindpased housekeeping agenda items.

9 Joint Labor Management Committed here will be a joint labor management committee that will meet
on a monthly basis ding the school year. The committee will be comprised of the Superintendent, at
least one member of the School Committee, other necessary administrative staff, and BEA leadership.
The committee will meet to discuss any major local, state, and/or fedéedivies, and new district
initiatives, programs and curricula. The agenda will be created jointly one week prior to the meeting and
shared with the School Committee, administration, and staff. Within one week after the meeting, the
outcome(s) of the maag will be jointly created and shared with the School Committee, administration,
and staff.

14 Gender and Children: A Place to Begin for Educators www.waigsetiools.org
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Educator Evaluation System Summary20162017

DEADLINES: ONE - YEAR
PLAN

B CTioNs.

ONE-YEAR PLAN

1styear of practice or 1st
year assigned under new
licensure and all NPTS

At least one announced**
and two unannounced
observations required
(unannounced no less than
10 minutes)

2 and 39 year NPTS
require 2 unannounced
only.

No later than September 15

Evaluation process is
explained by superintendent,
principals, or designees

No later than October 3

Evaluators meet with
educators to assist with self-
assessment and goals.
(Evaluator retains copies.)
Two goals ¢ one
professional and one
student learning. Must
include induction and
mentoring goals for 1 styear
of non -PTS.

Self-Assessment Formsigned by
evaluator and educator.

Goal Setting Form submitted with
Selt-Assessment.

No later than October 1 7

Evaluators meet with
educators to establish plans

Educator Plan Form

No later than No vember 4

Evaluator signs Educator
Plans within 5 days of receipt
(retains copy)

Educator Plan Form signed by
educator and evaluator

No later than November 1 7

First observations non-PTS
completed

Evaluator Record of Evidence Form
Includes brief written feedback
within 5 -7 days, delivered in
person or in mailbox

January 6 (or 4 weeks before
Formative Assessment

Educator submits evidence
on parent outreach,

Educator Collection of E vidence
Form signed by educator and
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Report date)

professional growth,
progress on goals and other
standards

evaluator

No later than
February 3

Evaluator completes mid -
cycle Formative Assessment
Report

Formative Assessment Report
Form signed by evaluator and
educator.

No later than the Monday
after vacation

Formative assesment
meeting if requested by
either evaluator or educator

No later than Friday before
Patriots Day (April 17, 2016
or 4 weeks prior to
Summative Evaluation date)

Educator submits evidence
on parent outreach,
professional growth,
progress on goals andother
standards

Educator Collection of Evidence
Form

No later than May 1 7

Evaluator completes
Summative Evaluation
Report

Summative Evaluation Report
Form signed by evaluator and
educator

June 2

Evaluator meets with
educators who rate Needs
Improveme nt or
Unsatisfactory

June 16

Summative meeting
(proficient or exemplary) if
requested by either evaluator
or educator

June 16

Educator signs Summative
Report (and adds response if
any) within 5 school days of
receipt

Educator Response Formsigned by
evaluator and educator

*Announced Observations:

1 Date selected by evaluator

9 Discussion about any specific goals for observation

9 Within 5 days educator informs evaluator about nature of lesson, student population

served, and other helpful information; dra ft of lesson or activity required; meeting

optional; changed plan requires educator to update evaluator with new plan prior to

observation

1 Required post -observation conference within 5 school days

1 Written feedback from evaluator within 5

-7 school days of conference
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TWO -YEAR SELFDIRECTED PLAN

At least one unannounced observation in evaluation two

-year cycle required.

Directed Growth Plan for 1 or less years for PTS educators rated needs improvement require at least 2

unannounced observations.

Improvement P lan for at least 30 days to 1 year for PTS educators rated unsatisfactory require 4

unannounced and 1 announced in a year; require 2 unannounced and 1 announced if plan is less than
6 months.

DEADLINES YEAR ONE
SELFDIRECTED PLAN

Previous rating proficien t or

All educators on 2 - year plans

must collect artifacts and
evidence during both years.

Forvis I

No later than September 15

Evaluation process is explained
by superintendent, principals, or
designees

No later than October 3 of
Istyear

Evaluators meet with educators

to assist with self-assessment and
goals. (Evaluator retains copies.)
Two goals ¢ one professional

and one student learning

Self-Assessment Formsigned
by evaluator and educator.
Goal Setting Form submitted
with Self-Assessment.

No later than October 1 7 of
1styear

Evaluators meet with educators
to establish plans

Educator Plan Form

No later than November 4 of
1styear

Evaluator signs Educator Plans
within 5 days of receipt (retains

copy)

Educator Plan Form signed by
educator
and evaluator

No later than May 19 of 1 st
year (mutually agreed upon
date)

Educator provides evidence of
family outreach and engagement,
fulfillment of professional
responsibility and growth,
progress on attaining
professional practice and student
learning goals

Educator Collection of
Evidence Formsigned by
evaluator and educator

No later than June 9 of 1st
year

Formative Evaluation submitted
face to face. Meeting before or
after if requested by either
educator or evaluator

Formative Evaluation Report
Form

7 more school days

Educator may reply in writing to
Formative Evaluation Report and
signatures required

DEADLINES YEAR TWO
SELFDIRECTED PLAN

Previous rating proficient or

Formative Evaluation Report
Form signed by evaluator and

educator
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No later than Friday before
Patriots Day of 2 year
(April 17 or 4 weeks prior to
Summative Evaluation date)

Educator submits evidence on
parent outreach, professional
growth, progress on goals and
other standards

Educator Collection of
Evidence Form

No later than May 1 7 of 2
year

Summative Evaluation
submitted face-face or mailbox.

Summative Evaluation Report
Form

June 16 of 2" year

Summative evaluation meeting
(can be before May 15 also) if
requested by either educator or
evaluator

June 16 of 2 year

Summative Evaluation Reports
must be signed by evaluator and
educator

1 Announced Observations:

o Date selected by evaluator

o Discussion about any specific goals for observation

o0 Within 5 days educator informs evaluator about n ature of lesson, student population
served, and other helpful information; draft of lesson or activity required; meeting
optional; changed plan requires educator to update evaluator with new plan prior to

observation

Required post -observation conference wi thin 5 school days

Written feedback from evaluator within 5

-7 school days of conference
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SECTION Il

Learning Community Responsibilities
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Teacher s contractual hour s

Teacherat the high school and middéehool levemustbe on dutyl5* (**) minutes before the formal opening
of school andhigh school teachers wilemainl5 minutesand middle school teachers will remain 10 minutes
after the formal closing of schqakith the exception of appliealt teaches at the middle schoaltho are not
required to remain past tifiermal closing of schoolleachers at the elementary level maesion dutyl5 minutes
before the formal opening of school and remain 30 minutes after the formal closing of school. (CBALByticle
section 2) Contractual stafhiours are as follows:

Bourne High school 7:05 att57pm

Bourne Middle School 7:45 a2i132pm

Bourne Middle SchoolSpecialists**teachers 7:45 ai®:22 pm
Peebles and Bournedale Elementary Schools 8:43:ahpm

= =4 -4 =9

*CBA Article X (s) 1
**CBA Atrticl e X (9 28h

Administrative Duties \

Teachers who are assigned to duties perform a vital and necessary service to the school. Good supervision
ensures smooth operation of the school and enhances the learning experiencetiof thie@ent body.
Administrative duties may include, but is not limitedagsignments ithefollowing areas

Bus

Recess
Cafeteria
Hallway

Bus

Parking lot
Homeroom
Directed study
Library

Main office
In-school suspension
Team Meetings

=4 =4 =8 -8 -8 -8 889999

| AdvertisementgNotices

Permission must first be obtained from the principal before any pupil or staff member may directly advertise or
offer for sale any noschool paper, magazines other items on the school premises.

Teachers are expected to seek approval frorprineipal prior to the distribution of materials via teacher
mailboxes or other media.

| Cafeteria

Students are able to socialize with peers during lunch. However, this should not interfere with the safety and
enjoyment of othersTeachers monitoringihchesare expected to maintain a safelgleasant atmosphere by
arriving on time and providing a structure that inhibits roaming.
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| Change of Location \

Teachersnustnotify personnel inhemainoffice and put a sign on the classroom door indicating evtiesy
have gone if a class is taken to another area or to the fimedfia centeduring a regularly scheduled period. A
teacher should contact the office if he/she needsnmve their class to another location duart@mergency.

In the event thateachers want to take students outside for instructional purposes it is suggested that teachers give
students 24 hour notice if proper clothing such as sneakers are reRBuioedb relocating outside, teachers must
review the section on nurse contguage 68 Staff members are expected to inform main office personnel when

you leave and when you retuivhen outsideteachers are required to have eithewogking cell phone or a

walkie-talkie. Teachers are expectedgmvide the office with theell phone numbean orderto facilitate

communication.

Classroom Attendance

Teachersnustmaintain classroom period attendance for each class for the psigb@sade reporting and
attendance.

All teachers must completefeort morning and/or periodttendance withithefirst 15 minutes of the school day
and/or periodStaff is responsible faeviewingthe daily absence report areporting any and all discrepancies
to the office. Staffmust report to the office immediagedny students missing from their class.

| Classroom Management \

It is the philosophy of the administration tlaggciplineis a learning process whereby the individual learns to
develop habits of setfontrol and recognizes his/her own responsibilitiesomety. Though prevention is the
main criterion, corrective action may be employed as needed to prevent continued misbehavior.

Every teacher will develop a set of norms for appropriate behavior with her/his students, post the norms in the
classroom, angrovide appropriate consequences for students that make poor choices by violating the norms or
disruging the learning environment. All will handle their own detentions for minor incidents occurring within the
teacherds juri sdi cltbe @ommunidaedhormheesand wil betassigrted vdtim as24 mour notice

or same day if communicated with parent/caregiver. If a student fails to report for a teacher detention, the teacher
will confer with the student (parent/caregiver) and determine whethertht udent 6 s expl anati o
student will be reassigned a teacher detention if the explanation is acceptable or if the explanation is unacceptable,
a written discipline referral will be made to administration indicating that the studenttaiéhow to a teacher

assigned detention and parent/caregiver communication of such has been completed.

Office referrals will result when teachers have exhausted classroom consequences and/or a behavior is extreme
enough to warrant removal from classtudents removed from class should be sent tddhignated area meet
with an administrator unless otherwise notified.

Secondary Staff Classroom Management Register: All teachers must maintain a register that includes the
following information;Date, Behavior, Consequences, Date Consequence was SamneiflParent Contacted
(Y/N), Notes.

Teachers should not leave a class or directed study room unsupervised.

NOTE: Discretion is necessary if a teacher suspects a student is under the influéockeabfoa drugs.Notify
administration immediatelgbout the suspicionAll dress code violations should be reported and handled by the
school nurse.
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Providing Student Assignments \

When students are placed in a temporary seférggout-of-schoolsuspensiorin-school suspension, special
education classroom, main offi¢cé)is the responsibility of the classroom teachers to provide and assess required
and/or alternative assignments, as requested.

For safety and confidentiality reasons and in order to maintain the least disruptive environment, teachers should
not isolate students in the corridor or otherwise outside the classroom. If a student is to be removed from the
room, thestudent must be directed to the main office or other supervised area.

| Corporal Punishment |

Chapter 71, Section 37G of the Massachusetts General Laws strictly prohibits any kind of corporal punishment.
Corporal punishment of students is prohibited. Thegyaf the school committee or of any teacher or other
employee or agent of the school committee to maintain discipline upon school property shall not include the right
to inflict corporal punishment upon any pupil.

All teachers should familiarize themseles with theCode of Conducfor students, which are outlined in the
Student Handbook.

Corridors/Lavatories \

Maintaining order in the corridoendlavatoriedeads to a safe and optimal environment for learniftgese
areashould be viewed asanextenes n o f o0 n eShaff mambesissaie expectatgi@et students at their
classroom doors and be awarestnfdents whanaynotbein their assigned classroor#sl staff members are
responsible for the conduct of all students throughout all schoahdsand activities.

All teachers are required to maintain documentation for all students leaving the classroom. Documentation should
include studenhame and destination. At the high school and middle school level the documentation should also
include thetime left the classroom, and the time returned to the classroom.

At the high school gssesirerequired in theorridors thereford is expected that teachers ask all students to see
a pass. If teachers find students whose whereabouts are questithegidbould walk them back to class.

E-mails, Mailboxes, and Print Centers

Because of the amount of written and electronic communication that often occurs during any given day, it is
important that teachers check theimail and mailboxes before schaach day and before leaving in the
afternoon. Studentre notpermitted tagpick up mail from your mailboand use copy machines

| Cellular Telephones/Electronic Devices

Stef members want to demonstratescretion with the use of personal communigatdevicesfor personal use. It
is expected that these devices will not be used in the presence of stadpatsonal use

Marking/Grading Belief Statement & Procedures

Itis the districh s b e Igradedeflettéind communicatthe acgisition of content and skill§.herefore,
students should be affordegportunitieso demonstrate learning througitakes and/or makeups. No student
will receive a grade less than &0 Terms 12, and 3unless approved by administration
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Every teacher is required to maintgirades and attendance using an electronic grade book, as provided by the
district.

Teachers are required ipdatetheir electronic grade book within 10 school dafter an assignmeist due date.

A minimum of 5 substantial grades are required for every quarter, not including homework and class
participation.

A substantial gradis defined byany ofthe following criteria: It measures two more curriculum objectives or
student outcomeg; is derived from a defined rubric; it results from an assessment vehicle requiring student
effort.

In subjects where homework is given, the teachdrwild et er mi ne each studentds ter
manner:

Eighty percent of the grade will be determined bydiestantial markdescribed above and other evaluation
tools developed by the individual teacher.

| Project Based Learning

Project based learning is a function of fthoolstherefore teachers must plan for ample time in sctowol
implementation and completiofio ensure student ey, requiredparental and/or homavolvementfor
completionshouldbe minimal

| Guest Speakers

Guest speakers can enhance curriculum. However, before scheduling a speaker, teachers must obtain
administrativeapproval. The administration must also lo¢ifred prior to the day a guest lecturer will be
speaking.

Videosi Digital Viewing

The viewing of movies and/or television shows as an instructional practice is strongly discouraged.
Administrative approval is required fany video clip that is ten miutes or more in length apérents/caregivers
must be notifiedneweek prior to the activity if theideo clipis rated PGPG-13, or R Teachers are expected to
preview all videosind identify all controversial segments as part of the approval process.

To conclude this process:

If parent/caregivershoose to exclude their student from the viewing, they have that right and it is necessary for
you to have an alternative assignment that addresses the presented concepts

Maintenance and Technology Requés

All maintenance and technology requestshie submitted electronicallyrugh our website at
www.bourneps.org

Housekeeping \

Teachers are required to inspect their rooms regularly to maintain a clean, orderly learning environment. Any
graffiti, vandalism, or other damage in the roand desksnustbereportedmmediately to administration. Any
student who is caught intentionally vandalizing propertistbe referred to the office. Students should pick up
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large pieces of paper on the flaordplacechairs on desks prior to exiting their l&dbck class. Desks should be
kept clean. Whiteboards should be reasonably clean. Bulletin boards should be utilized effectively to enhance the
curriculum

Please close all windovesdlock doors and turn off ligtsbefore exiting your classroom or office.

Movement of large pieces of furniture

Please ask for assistance from our custodians when moving large cabinets, student desks, tables, and the teacher
desks. They are more than willing to assist you.

Food

With increased incidences of food allergies, all staff must refrain from serving students food in the classrooms.
Staffwill not permit the serving/distribution of food by studetsff will be responsible for following the below
procedureThe serving ofood to teams or classes must adhere to the following procedure:

1. Food served or distributed through @afeteria
2. Meet with school nurse to review food allergy procedures, food items to be served and class lists.
3. Administrative approval

At the high school and middle school levels classroom/team parties/celebrations including those prior to holidays,
long weekends, weekends or school vacations are not permitted.

Leaving the Building: |

Reference CBA Atrticle 10, section 2(g)

Teacher Plan Books \

It is expected that teachers will maintain a planning document that typically represents 3 days of advanced
planning. While there is no district standard for administrative review of planning documents, they will be made
available upon request.

Leave Requests ‘

http://www.bourneps.org/documents.cfm?id=2883.16514

Pets/animals ‘

All staff members and students must receive approval from administration to bring an animal, (i.e. dogs, cats,
birds, lizards, fish, geckos, etc.)gohoolat any time.

Text and Trade Books \

Teachers must keep a record of books issued to stuatehteport any and all missing items and the replacement
cost (if applicable) to the office.
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Teacher Absence from Scbhol

Substitute Protocol- Absences:
1. Staff are required teubmitall absencethrough Substitute Onlin@ww.substituteonline.com
2. For any absence requiring administrative approval staff must submit santebgéinone weelof said
approval.
3. Notice must be given to the building principal whestatf member knows that they will be out for
consecutive days due to illness or injury to ensure proper planning and coverage.
4. Teachers may schedule a prefersatistitute after confirming that the substitute is available.

In the event that a staff member is going to be absent and has not yet reported itln an hour of the
building start time, the staff membermust contactthe building principal. .

Emergency requests to leave school:
1. Requiregdirect communication with a building administrator
2. Must be sbmittedto Substitutes Online
3. Required forms must be completed following the absence

For questions regarding absences please cdniidaing administrators

Classroom Coverage

Teachers may be assigned to cover a class in the event that there is shortage of staff. All efforts will be made to
not i mpact preparatory t i nreassigitontfiefpirmseadupervisingst r at i ve
students in a classroothteachers volunteer to provide coverage during their preparatory time compensation

will be provided as referenced in CBA artidlé, section 5(b).

| Substitute Plans

All teachers must maintain (and update as neegi®dygency substitute plans. A copy of shibstituteplans

(not necessarily materialshould besubmitted to thenain officeby the first Thursday of the school
Emergency plans left for substitutes should be simple and require no cagatimegring 6 equipmentor research
on part of the substitute

1. The following informationmust be submitted with your plans
a. Class lists
b. Seating charts for every class with students full néhamplicable)

c. Three designateddays of emergency plans and locationlaés materials (Copies/book sets,

etc.)
d. Teaching schedule
e. Your administrative duty
f. 504/IEP student accommodations

g. Medical/allergy information

Request for Information

It is the responsibility of the teacher to seek permission from the building adatimigirior to soliciting
feedbackrom parents that is intendéor decisionmaking purposes.
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Course Objectives/ Expectations

A written explanation of the course expectations/requiremmuastbe provided to every student within the first
week of school Copiesare tobe provided to parents at teeheduled Back to School Night andapymust be
on filein the main officeno later tharthe Tuesday following Labor Dagourse objectives and expectations
should be consistent with those listed in ATLAS.

Field Based Curriculum Experiences

All field trip proposalsnust be reviewd by thePrincipaland submitted on the district trip requedoem, 30days
in advanceA list of all students going on the field trip must be supplied torthim dfice. Every student must
have a signed parental permission slip.

The followingchecklisthas been designed to assist in the scheduling a field trip.

1
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Arrangements must be made with the building principal one week in advance for any special assistance
that is required including supports needed for students on an IEP or 504 plan.

Price quote must be received in writing from trip destination

Price quote mustébreceived in writing from the busmpany

Obtain written directions to the destination for yoursetf #re bus driver

Chaperones @entsCaregivers must have CORtheck4 weeksor one monttprior to trip

Permission slips must be distributed and collected from students

Specific details of field trip must be supplied to the mdfit®

Teacher s ilitiBse sponsi

T
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Twenty-days prior to the field trip, a list of teacher chaperones must be submitted to administration for
approval. Note, teachers who have teaching responsibilities (students who are not designated to attend the
field trip) maynot be approvedsachaperones.

Ten days prior to the scheduled trip, teachers must meet with the school nurse to review attending
studentsd medical needs.

Teachers should make sure that they explain the rules to students/chaperones before the trip begins.
Count the numbeof students, chaperones and teachers (inclughay prior to departure.

One teacher with the directions is to sit in front of the bus. One teacher or chaperone is to be seated in the
last seat of the bus; the last seat on the other side may be usediéos. Nothing is to be in the aisle or
blocking the emergency door. It is suggested that one teacher or chaperone be seated in the middle of the
bus. It is easier to maintain discipline on a moving vehicle when these procedures are followed. (The
number of chaperones may vary withirei nci pal 6 s approval .)

All passengers are to be seated at all times. Nothing is to be in the aisles or near the windows.

Students will not be permitted to eat food on school busses.

No one is allowed to board the bugheut the permission of the teacher. If an incident occurs that

requires you to be stopped, either the driver or teacher is to get off the bus and exchange the necessary
information. Return to the bus, as soon as possihliresume your schedule.

Teader chaperones must submit a contact cellular telephone number to the office prior to the time of
departure.

Be prompt in returning to the bus at the designated time of departure. Make sure all students and
chaperones are accounted for.

After the trip iscompleted, the bus should be cleaned of all garbage.
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Out of State/Overnight Field Based Curriculum Experiences/Athletics \

Please review requirements as outlined on the electronic form.

Professional Development \

Professional development can be obtaitedugh attendance at seminars, educational courses and degree

programs that once acquired will assist the employee in performing his or her essential job functions and increase
the employeeds contribution to t hienthoughRDExpessfor on. En
review and approval to attend and to receive reimbursement for desired training and/or resource. The request must
include applicable course of study, purpose, job relevance, cost, dates, times of coursework and name of the
institution or source of training. Upon satisfactory completion of the training and/or coursework, the employee

must provide documentation to support completion and payment in order to receive reimbursement.

Tuition Reimbursement* |

In each academic year of ttgreement (July tthrough June 30 the Committee will reimburse full

time regular bargaining unit membgtinit A] up to $,500for costs of graduate level courses related to
their teaching position satisfactf{orilay icompihe tae
course situation) or for the costs of attendance at conferences, workshops, professional meetings,
visitation to other school districts, or for ac
the Principal/Primary evaator. Bargaining unit membef&/nit A] shall be reimbursed pursuant to this

article within 30 calendar days of submission of the necessary fBargaining unit members must

submit for reimbursement within thirty days of receipt of final grade or cdraplef the
course/workshop/conference/meeting/school visit. Extensions may be requested in the event that the
final grade has not been postdexcept for costs of attendance at professional development requested
and/or required by the Administratiosubstitute costs incurred as a result of the attendance of

bargaining unit membef&/nit A] at activities covered by this Article during the workday will be

deducted from th€ o mmi tgtoss @amosint budgeted as set forth above

*CBA Article IX (s) 120152018 CBA

Nurse Contact

Dismissal for lliness

If a student indicates a desire to see the nurse, the claswacer shouldllow thestudent to go to the health
clinic. If a student appears to be in immediate need of help, the teacher is to call assigjance from the
nurse.

Universal Precautions

Universal precautions refer to the usual and ordinary steps all school staff need to take in order to reduce their risk
of infection with HIV, the virus that causes AIDS, as well as all other Bbmsdeorganisms (such as the

Hepatitis B virus).

These precautionsra universal because they refer to steps that need to be taken in all cases, not only when a staff
member or student is known to be HIV infected.

They are precautions because they requiredight and planning, and should be integrated into existing safety
guidelines.

Appropriate equipment (mops, buckets, ble#ci water, hand soap, disposable towels and latex gloves) are
readily available to custodians who are responsible focldaupof body fluid spills.
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Treat human blood spills with caution.

Clean up blood spills promptly.

Inspect the intactness of skin on all exposed body parts, especially the handsalCapem cuts or

broken skin, or ask another staff member to datban gp. Latex gloves contribute an added measure of

protection, but are not essential if skin is intact.

4. Clean up blood spills with a solution of one part household bleach to ten parts water, pouring the solution
around the periphery of the spill. Disinfecops, buckets and other cleaning equipment with fresh bleach
solution.

5. Always wash hands after any contact with body fluids. This should be done immediately in order to
avoid contaminating other surfaces or parts of the body (be especially carefuloumhtgdour eyes
before washing up). Soap and water will kill HIV.

6. Clean up other body fluid spills (urinepmit, feces) unless grossly blood contaminated, in the usual

manner. They do not pose a significant risk of HIV infection.

wN e

Adapted fromUniversalPrecautions for School Settinddassachusetts Department of Educationiedical
Update to Massachusetts Policy Guidelines: Infants, Toddlers and Preschoolers with HIV Infection / AIDS in
Early ChildhoodSettingg(Junel1989).

Allergies
Reference Schdé@ommittee Policy JU foPeanut, Peanut Product, and Tree Nut Procedure

In addition, heBourne Public Schools S) will maintain a systewide response plan to address life
threatening allergic reactions. Parecaségiversprimary care physicians afod allergists a& encouraged to
provide recommendations in writing to the appropriate building prinofgalrding the content of an Individual
Health Care Plan (IHCP) for any student who has dHifeatening allergy.

|. IMPLEMENTATION OF THE LIFE -THREATENING ALLERGY P ROTOCOL (LTA)
The Bourne Public Schools &) will:

A. Provide lifethreatening allergy awareness edumatind EpiPen training for alllEBSemployees based
on Department of Public Health and Departn@rElementaryandSecondary Educiain
recommendations.

B. Ensure that the use fifod for curriculum instruction or special luncheons during the schoalilay
be restricted to approval by the principal and school nurse. The use of fooelhasdin any classroom
will be eliminated, ukess otherwise specified in an Individualized Education Plan (IEP) or 504.

C.lmpl ement a #fANo F o @rdctice, withpparteulas foclet tHe lelememntarygchool
level to be monitored by the principal or her/tiésignee

D. If necessaryeach elementary school will provid#ergy "specific'free tables in theafeteria in the

elementary schoolReasonabl e efforts wildl be nderdifed f or suc!l
allergens as deemed needed for an individual student through eloegion fromthes t udent 6 s pr i
care physician or board certified allergist. At the middle and $ijools accommodations will be made

as needed.

E. Not permitbake sales dheelementary or middle schools during the school Bake sales conducted
outside the school day are limited to those at which only adultdlaveed to purchase products. At the
high school level, the sale of food products asnaraiser will be at t discretion of the principal /&S
staff is not responsible famplementirg the Life Threatening Allergy Policy and related protocols and
proceduresiuring (1) school sponsored events beyond the school day that are open to thie gublic
school athletic contests, plays, or ceremgrieg2) programs or events oPB propertyhat are
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sponsored by various staff, parent, community, or private gr@ab®ol nurses are not available after
school hours.

F. Make reasonable efforts to create L-§&fe classrooms for students at élementary level, when a
student 6s nbeidand BAsaferervieodment s clearly documented by a board certified
allergist, and clear directioriiom the allergist are provided P will make reasonable efforts to create
LTA-safeclassrooms for the studentPB reserves the right to consult wétlvoard certifiedllergist of

its choice to review the recommendation to determine if it will authorizejtementation.

G. Include how to respond to a life threatening allergic reaction in each school's Incident Management
Plan. Theplan will be revewed annually by each buildinincipal and will be part of all LTA and
EpiPen administration training.

H. Sponsors accepesponsibility for assuring that appropriate provisions concerning LTA's of participants
are in placdor evens outside of the regal school day which is neitheponsoredby BPS nor part of the
BPS curriculum.

[I. EMPLOYEE/CONTRACTOR TRAINING AND EDUCATION

A. Life-threatening allergy (LTA) awareness training will be required of all teachers, aities,
secretaries and studdgatichers in the school system.

B. The custodial staff either will be included in staff LBAvareness training or will beffered
informational sessions on lHreatening allergies by the building principal.

C. All substitute teachers contracted by theBwill receive LTAawareness trainindollowing the BPS
curriculum. No substitute will be employed in the system who haeneived this training. ThBirector
of Special Education and Students Services and the school wilisesresponsible for ensing that
personnel wh@rovide contracted services t&B studentand substitute teachers are provided LTA
awareness training.

D. Foodservice personnel contracted b8 will be given buildindased LTAawarenessaining
annually.

E. The BPSDirector d Business Servicedffice will offer to bus drivers the opportunity for LFA
awarenestraining annually, and will as part of the specifications with the bus contractor, repiire
participation.

F. Principals or their designees will be responsiblecteedule LT Aawareness training their schools
and to ensure that all employees are trained.

RESOURCES
MA Department of Public Health: 105 CMR 210.100

Sicherer MD Scott, eta | fPreval ence of peanut and tree nut al |
Yearfollow-up st udy o ()DlewnalmfbAkergy addQirBcal Immunology

AReport on Epi Pen Administration in Schools.o0o (2009
of Public Health School Health Unit.

i Ma n a g i-TheateningfFeod Allegi es i n School s0 Massachusetts Dep
Education (2002).

Sheetz, A. H. & Goodman, I. F. (Eds.). (200Me Comprehensive School Health Manual.
Boston, MA: Massachusetts Department of Public Health.
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First Aid Procedures

Stay with the student (dwt move him/her.
Contact the main office and send for nurse (via student messenger if appropriate)
o Givelocationof injured person
0 Give brief description of problem
Immediately move all other students/bystanders to an alternate location
The teacher shoulcbmmunicate directly with the nurse/healthcare provider when they arrive on scene
regarding specific details of the incident

)l
1

= =4

| Staff Meetings*

1 (a) No more than two building based staff meetings per month not to exceed one hour in duration. On
district-wide basis, all faculty meetings shall be held on Wednesdays. These meetings shall be schedu
within the same three Wednesdays each month across the district, leaving one Wednesday open for o
meetings. Start and end time of the staff meetirlgb&i determined by the building level Principal. The
meeting will start after all assigned duties are completed. An agenda item in one faculty meeting per mor
wi || be |isted as Aothero to all ow fnmembed are prasents i
(i.e. not broken off for team work)

9 All systemwide meetings; such meetings not to be called more than twice a year, except for an unusu
circumstance.

9 (c) All District Coaches and Extracurricular Advisors will not be absent or exdum®da staff meeting due
to practices, rehearsals, events, or scrimmages. Coaches and Extracurricular Advisors shall be excusec
scheduled games and competitions with advanced notice to the Principal.

9 (d) Anyone who misses a staff meeting will b@ested to follow up with the building level administration.

Peebles & Bournedale Elementary Sclkdaktulty meetings will be held on thé'2and 4" Wednesday of
each monthunless otherwise noted by the building principalhe joint PES/BES faculty megg will be

held on the second Wednesday of the month, rotating meeting locations. ESPs will be expected to attend
joint faculty meeting dates.

Bourne Middle School content area meetings will be held onstWgednesday of the month and the faculty
meeting will be held on the"Wednesday of the month, unless otherwise noted byuiiding principal.
ESPs will be expected to attend the content area meeting dates.

Bourne High School team leader meetings will be held the Monday beforeatheneethg. Team meetings will be
held on the ® Wednesday of the month and the faculty meeting will be held on"theedting of the month, unless
otherwise noted by the building principal. ESPs will be expected to attend the faculty meeting dates.

The Direcor of Special Education and Student Services will meet thighfollowing staff:Social Worlers, School
Psychologists, Behaviorist, Related Service Providgrsci@l Education Teachers, aSdecial Education ESP®n

the following datesMiddle School andHigh School staff will attend meetings from 2:8@0 pmand elementary
staff will meet from 3:364:30 pm. Middle School staff will be released from building responsibilities early in order to
attend these meetingStaff members that work across multifiieildings/levels can clase which meeting time to
attend and should I&dthe Director of Special Education and Student Services know their schedulestoreheired
meetingswithin the first 2 weeks of the school year.

1 October26
1 January 25
1 March 22
1 May?24

*CBA Article X Hours 20152018 CBA
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Teacher Licensurei Finger Printing

In order to teach in the BPS(s) you must hold an active and valid Massachusetts teaching license.

The Massachusetts Department of Elementary and Secondary Edisagigponsible for licensing all

professional educators including teachers, psychologists, guidance counselors, nurses, speech language
pathologists and many other professionaipans in the Bourne Public Schools. You can apply for your license
and maintain your license through ydltAR accountat DESE. It is very important for you to be familiar with

your ELAR accouat which houses your demographic data, schools attended, license information and status, as
well as other important documents that have been scanned into your file such as correspondence from DESE,
MTEL test scores and other important documents. At thenadf your profile, you will find all of this

information.

Whether you are applying for a new license or renewing an existing license, it mayat@akenonthsor DESE
to process your request. Please plan accordingly.

Your license allows you to teach ifassachusetts, and every public school system is required by law to employ
only teachers with an appropriate, valid license. Please be sure your license is always up to date and in good
standing.The Superintendentill assist you at any time you need i@ understanding the process or to help
navigate the DESE.

National Criminal Background Checks

As you are aware in 2013 the Governor signed into law the requirement for all public school employees to have a
onetime national criminal background chedidnlike CORYI, this check will examine criminal activity in all

states including Massachusetts. All new employeesequired to comply with this requirement as a condition of
employment.

The fingerprinting process requires two stephe first step is to register online for an appointment to have your
fingerprints taken.The second step requires you to go to a location to physically have your fingerprints taken.

Please visihttp://www.identogo.com/FP/Massachusetts.dsmegister for a date, artithe to have your

fingerprints takenThe location to have your fingerprints taken is located in Bourrid) Bortside Drive, Unit F,

Suite 2. Appointment hours are Tuesday, Thursday, and Friday from 8:00 a.m. to 4:30 p.m. and Wednesday from
8:00 a.m. to/:00 p.m[Map (opens new browsér)

When you are asked to provide a "Provider ID" please use the following codes for the schootkythe most:

Peebles Elementary School 00360010
Bournedale Elementary School 00360005
Bourne Middle School 00360325
Bourne High School 00360505
Bourne District 00360000

1 The fee is $55 for employees who hold a positivhich requires a DESE license and $35 for those who
hold positions that do not require a DESE licengeu will need to pay with a credit card while online.

1 Please print the confirmation page and note the identification you will need to bring wiih tyeu
fingerprinting center.
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http://www.doe.mass.edu/Educators/e_license.html?section=k12
https://www4.doemass.org/auth/Login
http://www.identogo.com/FP/Massachusetts.aspx
http://maps.google.com/maps?f=q&hl=en&geocode=&q=50+Portside+Drive,+Unit+F,+Suite+2+Pocasset,+MA

1 At the completion of your fingerprinting enrol]l
enrollment agent will provide you a receipt.

Massachusetts Disclaimeis part of the Commonwealth of Massachusetts StatewjaliEdgt Fingerprint

Identification Services (SAFIS) program, the Massachusetts Department of Criminal Justice Information Services
(DCJIS) will disseminate state and national criminal history record check results to public school districts and
private schols using the Commonwealth's secumail system known as SecureMail. The DCJIS requests each
public school district and private school to identify one individual to serve as a point of contact who will be
responsible for receiving all SAFIS results. Rleaote: due to security requirements, the DCJIS will only
disseminate results to an official organizatiemail account.

NEA: National Education Association Great Public Schools for Every Child

Code of Ethics of the Education Profession

Preamble

The elucator, believing in the worth and dignity of each human being, recognizes the supreme importance
pursuit of truth, devotion to excellence, and the nurture of the democratic principles. Essential to these goe
protection of freedom to leaiand to teach and the guarantee of equal educational opportunity for all. The
educator accepts the responsibility to adhere to the highest ethical standards.

The educator recognizes the magnitude of the responsibility inherent in the teaching procdessirétier the

respect and confidence of one's colleagues, of students, of parents, and of the members of the community
the incentive to attain and maintain the highest possible degree of ethical conduct. The Code of Ethics of t
Education Profesion indicates the aspiration of all educators and provides standards by which to judge cor

The remedies specified by the NEA and/or its affiliates for the violation of any provision of this Code shall |
exclusive and no such provision shall becerégable in any form other than the one specifically designated by
NEA or its affiliates.

PRINCIPLE |

Commitment to the Student

The educator strives to help each student realize his or her potential as a worthy and effective membel
society. The edzator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and
understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the educator

Shallnot unreasonably restrain thedent from independent action in the pursuit of learning.
Shall not unreasonably deny the student's access to varying points of view.
Shall not deliberately suppress or distort subject matter relevant to the student's progress.
Shall make reasonable eff to protect the student from conditions harmful to learning or to health an
safety.
Shall not intentionally expose the student to embarrassment or disparagement.
Shall not on the basis of race, color, creed, sex, national origin, marital statitsalpmiireligious beliefs,
family, social or cultural background, or sexual orientation, unfairly
i. Exclude any student from participation in any program

ii. Deny benefits to any student

iii. Grant any advantage to any student
Shall not use professional relatiships with students for private advantage.
Shall not disclose information about students obtained in the course of professional service unless
disclosure serves a compelling professional purpose or is required by law.

bR
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PRINCIPLE I
Commitment to the Profession
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The education profession is vested by the public with a trust and responsibility requiring the highest ide
professional service.

In the belief that the quality of the services of the education profession directly influences the nati®n an
citizens, the educator shall exert every effort to raise professional standards, to promote a climate that
encourages the exercise of professional judgment, to achieve conditions that attract persons worthy of
to careers in education, and t@iasin preventing the practice of the profession by unqualified persons.

In fulfillment of the obligation to the profession, the educator

1.

2.
3.

2

© ~

Shall not in an application for a professional position deliberately make a false statement or fail to ¢
amaterial fact related to competency and qualifications.

Shall not misrepresent his/her professional qualifications.

Shall not assist any entry into the profession of a person known to be unqualified in respect to char
education, or other relevaritrébute.

Shall not knowingly make a false statement concerning the qualifications of a candidate for a profe
position.

Shall not assist a needucator in the unauthorized practice of teaching.

Shall not disclose information about colleaguesiakthin the course of professional service unless
disclosure serves a compelling professional purpose or is required by law.

Shall not knowingly make false or malicious statements about a colleague.

Shall not accept any gratuity, gift, or favor that ntighpair or appear to influence professional decisiol
or action.

Adopted by the NEA 1975 Representative Assembly
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SECTION I

Emergency Planning and Procedures
Staff Resource Handbook

BournePublic Schools plans to egt a new strategy for school lockdowns known as A.L.I.C.E.

A.L.I.C.E. is an acronym for Alert, Lockdown, Inform, Counter, and Evacuate and is a more
sophisticated and enhanced approach to school lockdomnesphilosophy of A.L.I.C.E. is to use
technolg@y and information in a way so that staff and students can make informed decisions. In a crisis,
this program recommends removing as many people as possible from the dangéumendy, our
lockdown procedures call for staff to lock doors, move stdenhidden areas of a classroom and to

remain quet until clearance is giveA.L.l.C.E. represents a new way of thinking to enhance student
safety during a critical incident.

It is our intention to train staff and students in this approach across thiet@ss school year.
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SECTION 1l - Emergency Planning and Procedures
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A Guide to Emergency Planning and Disaster Preparedness

To ensure effective and timely execution of school emergency plans, staff must be trained in emergency
response procedures. Drills and exercisesessential parts of emergency planning. They provide a real

test of staff and student awareness and the plano
year.

Communications

This guide includes instructions for paths of communicadimoeng administrators, staff, teachers, district
officials and community emergency responders. Linking people through multiple means of
communication is the key to a quick and accurate response.

Crisis Management Team

Members: Building Administrators
School Nurse
Support Staff Members (2)
Secretary (1)
Custodian (1)

1 The crisis management team will meet at least annually and following any incident.
T Building administrator ac planvassesees thestlwrdatparder6 s e mer
protective measures such as lockdown, evacuation or $h@ligace; notifies district authorities

and provides situation updates; requests resources; establishes priorities, identifies issues and
prepares an action plavith incident commander.

We all must work as a team, reqgardless of anticipated roles, in the event of any emergency.
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EMERGENCY TELEPHONE NUMBERS

Emergencies--911

Police Department (neemergency)
Fire Department (neemergncy)
State Police Bomb Squad

Protective ServiceBepartment of Social Services

Poison Control Center
NSTAR Electric/Gas
Telephondine trouble
Toby Hospital

Falmouth Hospital

Mental Health Department
American Red Cross
Boston Weather Bureau

Emergency Response Network

Administration
Superintendent

Principal, Bourne High School
Principal, Bourne Middle School
Principal, Bournedale Elementary School

Principal, Peebles Elementary School

508-759-4420
5087594412
5088202121
8004232338
800-682-9211
800-592-2000
411

508-295-0880
508-548-5300
508-747-1500
508586-4790
617-561-5754
5087477783

508-759-0660

508-759-0670

5087590690

508-743-3800

5087590680
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FIRE

In the evenof a fire, smoke from a fire or detection of a gas odor:

=

=A =4 =4 =4 4 4

Staff/students may pull fire alarm to notify building occupants.

Staff and students evacuate silently and with a purpose to designated area.

Staff and students follow primary fire drill route wheaepossible, follow alternate route if
primary route is blocked or dangerous.

Teachers take class roster and remind students to line up as a class.

Teachers take attendance.

Teachers report missing students to administrator immediately.

Building adminstrator notifies fire department (c&ll1)and Superintendent.

Building administrator or designee meets with emergency officials as soon as possible.

Staff and students do naenter building until declared safe by building administrator or fire

officials.
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LOCKDOWN PROCEDURES

One means of securing the school is to implement lockdown procedures.
These procedures may be called for in the following instances for internal and external threats.

1 Building administrator will oder and announce LOCKDOWN, THIS IS NOT A DRILL, repeat
announcement several times.

All students, staff and visitors go to nearest classroom or secured space.
Teachers direct students to the purple B where they must crouch down and be silent.

T Teachers chek hallway making every reasonable attempt to clear hallways, restrooms and other
rooms that cannot be secured.

1 Teachers lock doors and block view from classroom using paper, cabinet door and shut lights.

Teachers with classes that are outside of theibgilHHOULD NOT enter the building, move
outside classes to designated site in woods, wait there for instructions from police or crisis
management team.

I Teachers remain with students at all times, silence maintained, no phone calls, do not respond to
any fire drill signals or announcements to leave rooms.

T Iflunchis in progress, students will be directed to the secure location(s) adjacent to the cafeteria.
Staff and students do not respond to anyone at any door until ALL CLEAR.

SAFE MODE

Administratian in conjunction with the Police Department may exercise a cautionary step called "Safe
Mode" if there is factual knowledge that the school building and occupants are not in imminent danger
but that the comings and goings of all parties must be closeligareshto ensure the highest level of
security given the unpredictability of the information shared externally via the media, en masse
communication systems and/or through word of mouth.
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HAZARDOUS MATERIALS

Incident occurs in school:

=a

=a =4 = =4 =4

Staff notify building adninistrator/office.

Administrator/office calP11.

Staff, when appropriate, close doors, windows, block off contaminated area and shut down
ventilation system to prevent further spread of hazardous materials.

Staff and students aguate silently and with a purpose to designated area.

Staff and students follow primary route whenever possible, follow alternate route if primary route
is blocked or dangerous.

Teachers take class roster and remind students to line up as a class.

Teaders take attendance.

Teachers report missing students to administrator immediately.

Fire officer in charge will determine additional evacuation actions and will advise administration.

Building administrator notifies superintendent and parents/carsgivar students were
evacuated.

Incident occurs near school property:

Fire or law enforcement will notify school officials.

Building Administrator consider closing outside air intake, evacuating students to a safe area or
sheltering students inside thaeiloling until emergency passes or relocation is necessary.

Fire officer in charge of scene will instruct school officials on the need for sheltering or
evacuation.

If evacuation is not ordered, be aware of and remain alert for any change in healtoceioditi
students and staff, especially respiratory problems, seek medical attention if necessary.
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SEVERE WEATHER
WATCH/WARNING has been issued in an area near school:

T Building Administration monitor NOAA Weather Radio All Hazards (Natioveather Service)
or emergency alert radio stations

T Building Administration assist in bringing all persons inside building
Staff close windows
Crisis management team communicate as necessary with staff and emergency personnel
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BRIDGE CLOSURES

9 Each school year a list of students residing in Buzzards Bay, Sagamore Beach, and Bournedale
will be generated and maintained in the main office in hard copy form. Lists will include student
name, parent names, village, ppaorumbers, and bus number.

9 Building administrator will notify the building of bridge closures.

1 The Crisis Team will convene as necessary to review procedures and strategies.

1 Available staff members will be assigned the responsibility for contactingtpaceensure
appropriate dismissal of students.

91 Identified students will be directed to the designated area in the building.

1 With parental permission students may be released or dismissed to go with a family friend or
relative.

9 Staff members are reqgait to fulfill their contractual staff meeting day hours. Volunteer staff will
remain with students after contractual hours.

9 For more lengthy periods of time arrangements for food, entertainment, and sleeping will be
made, as necessary.
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MEDICAL EMERGENCY

Lifei threatening injury or illness, or death:

1

Staff member notify nurse and building administrator to make emergency calls, if unable to reach
them call911

Staff, give full attention to the victim(s).

Staff, do not attempb move a person who is ill or injured unless he/she is in immediate danger
of further injury.

Staff, if possible, isolate the affected student/staff member, disperse onlookers and keep others
from congregating in the area.

Staff helps stop bleeding, apgyessure, and use gloves.
Staff checks for vital signs.

Trained first aid/CPR staff administer necessary procedures to victim, if untrained seek trained
staff.

Staff comforts the victim(s) and offer reassurance that medical attention is on the way.
Crisis management team, after immediate medical needs have been cared for, remains to assist
emergency medical services personnel with pertinent information about the incident.
In case of traumatic medical emergency or death at school administration will:
o0 Notify superintendent
o Notify wvictimbs parents/ caregivers
0 Activate POSTCRISIS procedures if necessary

Non-life-threatening injury or illness:

T

For all nonlife-threatening illnesses and injuries call the nurse
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FIGHT/DISTURBANCE

Staff menbers ensure the safety of students and staff first.
Staff notify building administrator.

Staff, donét | et a crowd incite participants.
Staff disperses onlookers and keeps others from congregating in the area.

Staff, when participants are separated, do¢siow further visual or verbal contact.

Staff document, in writing, all activities witnessed.
Building administrator notify parents/caregivers of students involved in fight.

=4 =4 =4 =4 4 4 -4 -4

Building administrator will notify superintendent and police may be notifiatkasssary.
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ASSAULT

=A =4 =4 -4 4 =4

Staff member ensure the safety of students and staff first.
Staff member notify building administrator.

Building administrator notify law enforcement if circumstances lead you to believe ithatadr
activity is involved, e.g., if a weapon is used, if there has been a sexual assault or there is a
physical injury that causes substantial pain.

Staff seal off area to preserve evidence and disperse onlookers.
Staff, if victim requires medical atteah, follow Medical Emergencyprocedures.

Staff, do not leave the victim alone.

Building administrator notify parents/caregivers and Superintendent.
Staff document, in writing, all activities witnessed.

Crisis management team assesses counseling nekosm@ement$OST-CRISIS procedures
as needed.
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INTRUDER
An intruder is an unauthorized person who enters school property.

9 Staff politely greet intruder and identify yourself
o Consider asking another staff person tooaggany you before approaching intruder
Staff inform intruder that all visitors must register at the main office
Staff ask intruder the purpose of his/her visit, if possible, attempt to identify the intruder/vehicle
Staff, i f i ntr uidnate askhim/hertpleageeaccorspany inttudel te exit t

Staff take mental note description of intruder/vehicle

= =4 =4 4 =4

Staff back away from intruder if he/she indicates a potential for violence, allow an avenue of
escape, to the extent possible maintain visualaobn

=

Staff notify building administrator or law enforcement

1 Building administrator may determi®ckdown Proceduresnecessary

9 Staff document, in writing, all activities witnessed

Staff members who interact with a stranger at school, uge the CAI& o
Intercept

Contact

Ask

Notify
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WEAPONS

1 Staff who are aware of a weapon brought to scimwlediately notify building administrator or
ask a neighboring teacher to do so and provide the following information:

(0]

o O O o o o

o
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(0]
(0]
(0]

Name of person suspied of bringing the weapon
Location of the weapon

Whether the suspect has threatened anyone
Any other details

Type of weapon

Safety of persons in the area

State of mind of the suspected person.
Accessibility of the weapon

Building administrator conduet weapons search
Building administration will contact law enforcement
Building administrator separate student/staff member from weapon

Staff who suspect that a weapon is in the classroom:

STAY CALM
Do not call attention to the weapon

Staff, if possible,solate the student/staff member with the weapon and quietly disperse
students and others within the area.

Do not leave the classroom

Staff, if the suspect threatens you with the weapon, DO NOT try to disarm him/her, back
away with your hands up, STAY @M

9 Building administrator will notify superintendent and parents/caregivers
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BOMB THREAT

All bomb threats will be taken seriously until they are assessed by the building administrator, law
enforcement and fire officials

1

= =4 =4 =

Staff or buildng administrators if you receive a bomb threat by phone call, falhew
CHECKLIST FOR TELEPHONE THREATS.

Staff or building administrator, if you receive a written bomb threat:
o0 Preserve evidence
o Place note in plastic bag, if available
0 Photograph words witen on walls
Staff notify building administrator.
Building administrator, notify law enforcement.
Building administrator, if appropriate, convenes crisis management team.

ALL INDIVIDUALS, any suspicious devices, packages, etc., should be pointed outetgemy
respondersjo not touch.

ALL INDIVIDUALS, do not use cell phones, radios or fire alarm systetvecause of risk of
activating a device.

Staff, if evacuation is called for, routes should be altered accordingly if the location of the device
is known.

ALL INDIVIDUALS, if evacuating, leave everything ds, leave room doors unlocked.

Staff followsFIRE procedures if evacuation is called.
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CHECKLIST FOR TELEPHONE THREATS
Staff, if you receive a telephoned threat (bomb/chemicaither):

 Remain calm

1 Do not hang up, keep the caller on the line as long as possible and listen carefully
Staff asks the following questions and document responses if possible:

Where is the bomb/chemical or other hazard?
When will it explode/be activati®

What does it look like?

What kind of bomb/hazard is it?

What will cause it to explode/activate?

What is your name?

Did you place the bomb/hazard? WHY?

=A =4 =4 =4 4 -4 -—a -4

Where are you?

)
D
h

, after hanging up document the following:
Caller ID information: male, femalayyenile, and adult?
Call origin: local, internal, long distance, cell phone?
Call erb6s voice: cal m, excited, | oud, stutterin
Background noises: voices, airplanes, music, horns, motor, static, animals, other?
Threat langage: wellspoke, taped, foul, irrational, and other?
Did caller indicate knowledge of the building? Give specifics
Name of person receiving call
Location of call received
Length of call
LEAVE YOUR PHONE OFF THE HOOK, DO NOT HANG UP AFTER CALLER
HANGS UP

E R
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SUICIDE
Suicide Threat:

Staff consider any reference to suicide as serious
Staff do not leave the person alone

1
1
1 Staff notify the building administrator immediately
1

Staff stay with the person until the building administrator arrives
Do not allow the person to leave school alone

Suicide Attempt in School

1 Staff notify building administrator and call 9¥Xhe person needs medical attentihas a
weapon, needs to be restrained.
Staff tries to calm the suicidal person.
Staff stays withhe suicidl person until intervention staff arrives.
Staff isolates the suicidal person or the area, if possible.
Building administrator notify superintendent.
Crisis management team implemeRBST-CRISIS procedures.
Safe Mode Proceduresafe mode provigs an increased level of security through monitoring
and awareness of surroundings including entrances and exits.
The building administrator will announce to th
A DRI LL. O
1 Extra precaution will be taken for anyoaecessing the building. All staff will be hypeigilant
of whereabouts and transitions of students, staff, and visitors.
1 The building administrator will inform personnel of the appropriate procedures to manage the
situation, including the management dochtion of students.
Building administrator will notify the superintendent, law enforcement, and parents/caregivers.
Building administrators will notify the building when the safe mode is concluded.

= E R ]

=a =
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SHELTERTINTPLACE PROCEDURES

Shelering in place provides refuge for students, staff and the public inside the school building during an
emergency. Shelters are located in areas of the building that maximize the safety of inhabitants.
Sheltering in place is used when evacuation would pople at risk. Shelter areas may change

depending on the emergency.

Crisis management team identifies safe areas in each school building.

Building administrator announces that students and staff must go to shelter areas.
Staff, bring all persons insidaiitding.

Staff, take class rosters and account for all students once you arrive at shelter.
Staff; close all exterior doors and windows, if appropriate.

Staff, turn off ventilation leading outdoors, if appropriate.

= =4 =4 4 4 -4 =4

All persons remain in shelter areas uatbuilding administrator or emergency responder declares
that it is safe to leave.

If all evacuation routes are blocked:

Stay in room and close door.

Keep air as clean as possible by sealing door. Open or close windows as appropriate, limit
movement andhalking in room.

1 Communicate your situation to crisis management team or emergency officials by whatever
means possible.
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EVACUATION/RELOCATION

Evacuation:
1 Building administrator initiates evacuation procedures.
1 Staff, evacuatiomoutes may be specified according to the type of emergency, know the alternate
routes.

1 Staff, do not lock classroom doors when leaving.
9 Staff, take class rosters and account for all students.
Relocation:
9 Building administrator determines whether studeantd staff should be evacuated to a relocation

center.
1 Building administrator and crisis management team notify relocation center.
1 Building administrator coordinates transportation to relocation center if necessary.
1 Staff stays with class en route to tleéocation center and takes attendance upon arriving at the
center.
1 Crisis management team use student release forms for students who are picked up from a
relocation center.
f Building administrator notify superintendentés

Relocation Centers:

Bourne High School
1 Primary Bourne Middle School
1 Secondary  Peebles Elementary School

Bourne Middle School
1 Primary Bourne High School
1 Secondary Peebles Elementary School

Peebles Elementary School
1 Primary Bourne Middle School
1 Secondary  Bourne High School

Bournedale Elementary School

1 Primary Bourne Community Center
i Secondary St . Mar garet 6s School
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POST-CRISIS INTERVENTION PROCEDURES

1 Crisis management team assesses the situation to determine the needddsigasterventions
for staff, students and families.

1 Crisis management team provides possis briefings for staff, students and families as
appropriate.

Staff ra establish school and classroom routine as quickly as possible.
Crisis management team consider interventions:

o Defusingi Provide defusing sessions for students and staff as quickly as possible after
the emergency, defusing are brief conversations with individuals or small groups held
soon after an incident to help people better understand and cope with the effects of the
incident,should be conducted by trained individuals.

o Debriefingi Conduct criticalincident stress three to four days after the emergency,
formal group discussion designed to help people understand their reactions to the stress
of an event and to give refal information,should only be conducted by trained
individuals.

o0 Counseling Provide grief counseling.

1 Crisis management team provide$ going monitoring, support and intervention as necessary for
staff, students and families.
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