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CORE VALUES

C  Claypit is safe and welcoming.

    R  Respect strengthens our community.

       E  Effort equals success.

          A  All children can achieve.

             T  Teaching and learning is our responsibility.

 E  Everyone is included.

MISSION STATEMENT

Children deserve an opportunity to learn and to develop to their maximum potential.  We at Claypit Hill School provide each student with a challenging educational program in a supportive environment in order to inspire a life-long love of learning, foster creativity, nurture self-confidence, and encourage personal achievement.

We develop a sense of community where all members are invested in the school and committed to each other.  We promote an awareness of social and global responsibility while understanding and celebrating our community and its diversity.

VISION STATEMENT

We, the Claypit Hill School community, are committed to creating an inclusive, safe, cooperative environment, centered on excitement, joy, and enthusiasm, which:

· Encourages respect and caring within our diverse school community

· Celebrates the unique talents, strengths, and differences of all

· Empowers all to reach their fullest potential and feel successful

· Challenges all to become creative problem-solvers and responsible decision-makers

· Promotes self-esteem, self-discipline, and teamwork

· Supports the risk-taking necessary for personal and academic growth

· Fosters a sense of responsibility for self, community, and environment

· Nurtures a lifelong love of learning

· Values honesty, trust, and hard work

· Has high expectations for continued commitment to academic and professional excellence


INTRODUCTIONPRIVATE 

The Claypit Hill School Handbook is intended to serve as a source of information to the staff of the school.  It should be particularly informative for those teachers new to Claypit, serve as a ready resource for substitutes and be a reference for veteran teachers.

Additional information on items included in this handbook may be found in the Wayland Teachers' contract.  Staff members are encouraged to read the contract and become familiar with its contents. 

Additions, deletions, or corrections to this handbook may be made throughout the year.  Please keep it up-to-date and available to substitute teachers.  Any questions on policies or procedures not covered by either the handbook or negotiated contracts may be directed to the building principal.
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PROFESSIONAL EXPECTATIONS

The professional teacher is one who conforms to the technical or ethical standards of his profession, a profession being a vocation requiring specialized knowledge and long and intensive preparation.  To teach by guiding the studies of a child is a formidable task but falls short of a professional who educates by bringing out the latent capabilities of those students with whom she/he comes in contact.

Teaching a body of knowledge and a standard set of skills are necessary and important tasks of schools and educators.  Professionally educating children, however, takes us beyond this cognitive area and into a role that commands us to broaden our scope and involve ourselves in the total educational effort for every child.

The daily interaction between teacher and child comprises the major part of the professional's efforts with necessary planning, preparation and involvement being equally important to the educational atmosphere established in the school.  The professional contributes through:


A.
Planning and Organization



 1.
General objectives of the class are outlined and followed.



 2.
Realistic goals for achievement, growth and behavior are established and defined for the students.



 3.
Students are encouraged to form individual goals.



 4.
Planning provides for the individuality of each student.



 5.
Subject matter is selected on the basis of its worth toward accomplishing outlined objectives.



 6.
Activities are varied and relevant to the content of each lesson.



 7.
Presentations are in a logical sequence and accurate in content.



 8.
Students are involved in classroom management procedures and encouraged to meet desirable expectations.



 9.
Planning is done in advance making use of varied learning materials and resources.



10.
A plan is established to handle daily classroom routine.



11.
Classrooms are neat and attractive with materials organized for the best possible use by students and teacher.


B.
Relationships with the Students



 1.
Professionals work to establish sincere relationships with students.



 2.
Emphasis is on a success-oriented experience for the student.



 3.
Student participation is encouraged and contributions are acknowledged in a positive manner.



 4.
Teachers model exemplary personal deportment.



 5.
Classroom discipline techniques are used equitably with emphasis upon the act rather than the individual.



 6.
Students are assisted in forming a positive self-image through appropriate recognition of individual achievements.



 7.
Criticism is always of a constructive nature.



 8.
Attempts are made to recognize the individual needs of each child and to present appropriate activities.



 9.
Teachers assist students with personal problems in and out of the school setting.



10.
Independent learning, creative expression and thinking, and self-evaluation are encouraged and provided for through the use of materials and classroom procedures.



11.
Expectations and goals are clearly communicated to all students.



12.
Teachers serve as leaders and act as a catalyst and resource.



13.
Teacher behavior is consistent with classroom and school expectations.



14.
Information concerning a student's background or performance is always held in professional confidence.


C.
Evaluation



 1.
The professional develops a procedure for continuous self-evaluation.



 2.
Lessons and procedures are evaluated on the basis of their contribution toward established goals and objectives.



 3.
Students are evaluated according to abilities and in view of objectives.



 4.
Students are involved in the evaluative procedure.



 5.
Available pupil personnel services are used to assist the teacher in evaluating students.



6.
Pupil evaluations are viewed as constructive tools to plan succeeding lessons and activities.



7.
Evaluations of teachers are used to improve instruction.



8.
Evaluations are considered confidential and shared only with those necessary to be involved.


D.
Professional Growth



 1.
A plan for professional growth is followed. 



 2.
Professional literature is shared with colleagues.



 3.
The teacher willingly contributes and participates in In‑Service sessions.



 4.
New ideas and materials are shared and evaluated.



 5.
A professional develops competence in using equipment and materials necessary to present a varied approach to teaching.



 6.
Participation in conferences, workshops and committees is sought.



 7.
Ideas and materials are shared with colleagues.



 8.
The professional seeks advice from colleagues when necessary.


E.
Contributions to the School



 1.
School policy is followed.



 2.
In areas of disagreement, the professional contributes constructive suggestions to improve school or system policies.



 3.
Teachers show an interest in all the students of the school and present consistent expectations in all situations.



 4.
Teachers support the programs of the school and attempt to improve all phases of its operation.



 5.
The teacher willingly assists in unusual or emergency situations.



 6.
The professional communicates in the school's best interest and according to policy.



 7.
The teacher supports the effort of colleagues or offers alternatives to reach a mutual understanding.

MAINTAINING A CHILD‑CENTERED LEARNING ENVIRONMENT
A child learns...


  -
Through the efforts of a concerned community


  -
by knowing and reacting to his peers and understanding, sympathetic adults

 
  -
with the help of teachers and other adults who believe in children


  -
through the magic of words

   
  -
in a child's way


  -
through self‑expression


  -
through varied and meaningful experiences from this environment.

As we plan our programs throughout the school year, we should keep in mind the essence of how children learn and what it takes to implement a program that provides for true learning.  It is obvious that because of our individuality, methodology will differ in each classroom.  However, it is essential that there be a common understanding and acceptance of some guidelines if we are to provide continuity in our program.
Each classroom program should be conducted with consideration toward these guidelines.


 1.
Children learn at different rates, in different styles and through different experiences.


 2.
The development of concepts is often a slow process, which requires reinforcement and varied methods.


 3.
Learning takes place through a sequence of experiences and is more easily attained if the child can relate one to the other.


 4.
Abstractions can only follow firsthand experiences and should be verbalized only after the child has had such experiences.


 5.
A teacher is involved in hundreds of interactions with children each day.  The affect of a positive adult image and example is significant in the child's learning process.


 6.
Preparation and organization allow the teacher to spend classroom time most effectively.


 7.
The physical environment a child contacts influences her/his perception of the adult world around her/him.

The "Affective Domain" of education influences all that is done throughout the school years.  It is critical that educators incorporate these humanistic experiences into every program.  "The child's productivity is affected by the manner in which she/he perceives the teacher's feelings about herself/himself.  Academic achievement and classroom behavior are enhanced when the child perceives these feelings to be favorable."

Desirable Strategies and Practices:

Help the child feel wanted and liked by...



  -
greeting all children warmly each day



  - 
listening to children



  -
teaching students a skill or behavior useful to them immediately



  -
encouraging her/his uniqueness



  -
accepting what she/he does say



  -
recognizing what the child does right, correctly or creatively attempting to understand the reasons behind her/his behavior; not merely reacting to it.


Provide self‑help opportunities by...



  -
gearing the difficulties of the tasks to the child's rate of achievement



  -
encouraging co-operative learning



  -
utilizing self‑help materials designed to reach specific achievement levels



  -
giving support at the appropriate time so that the child succeeds at the task presented.


Provide group help by...



  -
arranging for a group study and presentations


Help the child with self-evaluation by ...



  -
exploring specific strengths



  -
praising accomplishments honestly



  -
showing her/him the progress she/he has made.


Providing opportunities for the child to explore by...



  -
using role playing and creative dramatics



  -
reading stories and poems about children with problems



  -
discussing feelings and how to cope with them



  -
giving work situations where the child feels at ease and can see success.


Providing situations for the child to express feelings through...



  -
physical activity



  -
role playing



  -
drawing and painting



  -
writing about his feelings



  -
listening 



  -
magic circles and class meetings


Provide practice situations for the child to acquire behavior acceptable 
to others by...



  -
permitting and helping the child explore ways of acting in a socially acceptable manner



  -
letting the child interpret characters in a story through dramatic play



  -
explaining and demonstrating respect for the child as a person even though behavior may be unacceptable by our standards



  -
setting a model for the child by being friendly, courteous, honest, trusting and thoughtful



  -
expecting the child to succeed at appropriate tasks.

In this kind of school situation, "discipline" should be dealt with in a manner that coincides with the overall philosophy of a "child-centered" learning environment:


Children should ...



  -  Understand the concept of common courtesy






  -  Be aware of the expectations of the school 

When dealing with a situation we should all follow these guidelines:


 1.
Be personal and personable -‑ it is the act not the person.


 2.
Deal with the present -‑ past experiences are not the immediate concern.


 3.
Assist the child in making a value judgment ‑- Why? What?


 4.
Make a plan for future action ‑ how will the situation be handled another time?


 5.
Get a commitment from the child ‑ put responsibility on the child to check back, etc.


 6.
Our goal is to modify behavior and to improve the situation.

CLASSROOM OBSERVATIONS/TEACHER EVALUATIONS

The primary purpose of the evaluation process is to formally acknowledge positive practices and offer constructive recommendations.  The goal of evaluation is to improve instruction.

The professionalism of each staff member can help to make evaluation procedures most meaningful.  An evaluation report is confidential information between the teacher and administrator.  Specific details of the evaluating procedure may be found in the teacher's contract.

Procedures
Short, informal visits will be made to each classroom throughout the year.

Visitations of a full class period will be made periodically.

After all formal observations, each teacher will have the opportunity to discuss any written observation completed as a result of that visit.  It is the responsibility of the teacher to schedule such a post-observation conference.


 1.
The "Teacher Evaluation Handbook" included in the Wayland Public Schools Teachers' Contract will be followed.  Teachers are and should direct any questions to the building principal as soon as possible.


 2.
Do not stop a lesson when an observer enters or leaves.


 3.
Do not include the observer in class discussion (you may use the observer as a resource).


 4.
Teachers may request observation of particular classes, subjects or students.


 5.
Under the special education law "766", it will be necessary for additional personnel (Guidance, psychologist, social worker, tutors, etc.) to observe children in the classroom setting.  Our staff should be aware of this procedure and assist in any way possible.

CURRICULUM INSTRUCTION
The Wayland School Committee has approved curriculum Guides and each teacher is expected to implement the program as described.  Team Leaders will give each teacher a copy of the relevant portion of curriculum guides.  The goals of the program take precedence over content.  Teachers may accomplish the goals in a way differing from the curriculum guide provided they discuss their approach with a curriculum specialist and/or principal and receive approval.
Instruction should follow a diagnostic-prescriptive model where the teacher diagnoses the instructional needs of a student and then instructs the student.  An assessment of the child's performance occurs using a range of assessment tools and the process is repeated.

TIME ALLOCATION FOR CURRICULUM AREAS  GRADES 1, 2 AND 3
*Highest Priority 

1. *Literacy time should be equivalent to five 2-hour blocks per week.

2. *Math time should be equivalent to five 60-minute periods per week.


3.
It is expected that classroom teachers will have their children visit the library weekly either individually, in small groups or as a class.


4.
 Science and Social Studies.


GRADES 4 AND 5
*Highest Priority 


 1.
*Literacy (reading, writing and spelling) should be equivalent to five 2-hour blocks per week.


 2.
*Math time should be equivalent to 5 periods @ 60 minutes per week. 


 3.
Students should visit the library either individually, in small groups or as a class at least once a week.


 4.
Science and Social Studies

Homework Policy

Homework Philosophy

The research on the value of homework at the Elementary School level varies. Most researchers agree that homework at this level does not improve academic achievement. (Cooper, 1994) However, most homework advocates do agree on homework’s importance in developing traits like self-discipline and time management. They theorize developing early habits will produce more disciplined students in high school.

We feel homework at this level will introduce students to developing the responsibility of managing and completing short and long-term assignments during their 1-5 experience. Homework may consist of written or non-written tasks assigned by the teacher to be completed outside of the classroom. The type of assignment might include the following areas or topics: reading, writing, observing, practicing, developing, memorizing, collecting, or communicating. 

Parents should modify these guidelines depending on the individual needs of their child. If your child needs support these guidelines may be counterproductive and parents should use good judgment.

We believe homework has the following values:

· Gives parents insight into what students are learning at school.

· Represents a meaningful extension of the daily classroom activities

· Develops independent work habits and self discipline

· Facilitates a sharing of school expectations between the child and the parent

Claypit Hill School Guidelines:

Suggested time allotments per day for homework:

Grade 1

15 minutes

Grade 2

15-20 minutes

Grade 3

20-30 minutes

Grade 4

30-45 minutes

Grade 5

45-60 minutes

Parental Expectations:

· Support their children and provide assistance where appropriate

· Help students prioritize tasks and plan accordingly

· Set aside a designated space for homework with proper lighting and space

· Discuss the rules and procedures for doing homework and be consistent

· Praise, reassure, and motivate your child to preserve.

· Allow your child to take a break when necessary

· Inform teachers of the reason for incomplete homework

· Discuss concerns about homework with the classroom teacher

· Provide a time when the student can check with a parent regarding their homework.
GUIDELINES FOR COMMUNITY USE OF CLASSROOMS

 1.
Guest users are asked to respect the personal property of the host classroom.


 2.
Guest users should bring all their own supplies for projects.  Please remember school supplies are for school time only.


 3.
Guest users are asked to cover all table and counter areas used for projects.


 4.
Guest users are kindly asked not to erase information left on the chalkboard by the teacher.  


 5.
Guest users rules for general cleanup.  



a.
Re-stack the chairs.



b.
Pick up all scraps off the floor.



c.
Check the sink.



d.
Wipe off all areas used.



e.
Please leave the furniture the way you found it.


 6.
FOOD AND DRINK ARE PERMITTED BUT PARTICIPANTS ARE EXPECTED TO CLEAN THE AREA AFTER USE.

ATTENDANCE POLICIES

Attendance Forms
Teachers will fill out an attendance form prior to 8:50 each day.  Absence notes, tardy notes, should be sent to the office with the attendance form.  Teachers are responsible for the accuracy of the attendance forms.  Any changes in the usual after school destinations are to be recorded on the Change of Destination form in the back of the attendance binder.

Absence Policy

 1.
Children returning to school from an absence MUST have a note from home explaining the absence.  All notes are to be sent to the office.


 2.
Written excuses for absences due to communicable diseases should be forwarded to the office and the children are to see the nurse before returning to class.

Tardiness Policy

 1.
Students are tardy if they are not in class at 8:50.  TARDY STUDENTS ARE TO BE SENT TO THE OFFICE BEFORE being admitted to class only if teachers have already sent attendance forms to the office.  If teachers still have attendance forms they should simply note T next to the child's name.

Dismissal Policy

 1.
The principal is the only one who, by School Committee regulation, can dismiss a pupil.  UNDER NO CIRCUMSTANCES WILL ANY TEACHER DISMISS A PUPIL OR SEND ANY CHILD ON AN ERRAND OFF SCHOOL GROUNDS.

 2.
Parents who request dismissal of their child must do so in writing.  These requests are to be forwarded to the office.


 3.
Teachers must have written permission from the parents in advance when there is a change from the child's daily destination and transportation from school.  Children are discouraged from calling home to ask for permission to change their destination from school.


 4.
Dismissal due to illness will be handled by the school office.  Transportation will be arranged and the teacher notified of the child's dismissal by the school secretary.  The office will always notify the teacher.


 5.
In all cases of dismissal, the child must be picked up by the parents or designee at the school office.  THE PARENTS/DESIGNEE MUST also sign for the child.


 6.
In cases where neither parent has a document establishing legal custody, the child will be dismissed to the parent who registered the child.  The office keeps a record of these situations.

STAFF RESPONSIBILITIES
1. Teacher hours are 8:30 a.m. to 3:30 p.m., Monday through Friday.  Wednesday hours are 8:30a.m. -2:20 p.m. (system-wide in-service is 3:45 p.m.) Refer to in-service calendar for alternating Wednesday times.

2. Teachers should be in their rooms by 8:30 a.m.

3. All pupils should go outside for recess unless medical reasons prohibit and the child has a note from home.  If a child is to remain inside from recess for any reason, HE OR SHE MUST BE SUPERVISED. IT IS THE TEACHER'S RESPONSIBILITY TO MAKE ARRANGEMENTS FOR PROPER SUPERVISION. 
4. Recess shall not be withheld from any child on a regular basis.  Loss of recess as a disciplinary action should be used only when absolutely necessary.  When this measure must be used frequently, a pre-referral discussion should be held with the Child Study Committee.  Child Study forms are to be completed by the classroom teachers, copied and distributed to committee members by the SPED secretary prior to meeting date.  Meetings are held once a month, more often based on need.

5. Specialist teachers may meet with teachers in their room prior to school opening or during free periods of time.  Classes should not be disturbed once in session except for emergency reasons.

6. Every attempt will be made to use the intercom system only when necessary.  Bulletins will be distributed to staff as needed via e-mail. Please make note of all notices.  Every attempt will be made to hold announcements to the end of the day and to have as many announcements made by students as possible.

7. Teacher mailboxes should be checked at least three times daily.  The lunch period has been designated as one of those times. Also check e-mail daily.

8. Teachers should examine each child's records to determine if any unusual circumstances exist.

9. Cumulative records should be returned to the office files each day. Cumulative records should not be taken out of the building for any reason.  The log in front of each drawer of records should be signed each time a record is taken from and returned to the file.

10. Scheduling within classroom hours remains flexible.  An effort should be made to work within the scheduled times for lunch, recess and the special subject areas of Art, Music, Physical Education, Technology and Library.

11. Each teacher should keep some record of daily attendance.  This should be available during Fire Drill procedures as well as assistance at Report Card issue.

12. ALL FACULTY MEMBERS SHARE RESPONSIBILITY FOR SUPERVISION OF LAVATORIES, CORRIDORS AND OTHER GENERAL USE AREAS.  EACH TEACHER IS EXPECTED TO UPHOLD THE STANDARDS OF THE SCHOOL AND RESPOND TO ALL STUDENTS.
13. Any special requests for use of cafeteria equipment and/or supplies should be cleared through the building Principal.  (See Field Trip Procedure #2.)

14. Attendance and lunch count should be at the Office and cafeteria, respectively, prior to 9:00 a.m.

15. Teachers should not ask any specialist to reschedule a class period that has been cancelled.  All requests for adjusting the building schedules should be made directly to the Principal.
16. Teachers must bring their children to a specialist's classroom at the prescribed time.  If a class is late for a specialist, the period cannot be extended.

17. Teachers must supervise pupils to exits used during recess.  No class should move outside their classroom unsupervised.  Rules of common courtesy will be followed as pupils move anywhere in the building.  Children should be reminded that other classes are in session during their recess time.

18. Students should pass quietly in a straight line to show respect for other classes.

19. Teachers should review all rules with their new class each year.

20. Fire evacuation will be practiced within the first week of school in September, and reviewed with students periodically throughout the school year.  The Wayland Fire Department performs four unscheduled fire drills each year.  The first is often the first week of school.

21. Teachers must arrive on time for lunch and to scheduled programs or productions.

22. All students should arrive to the cafeteria prepared for lunch.

23. Teachers who need to leave school during the school day must have the approval of the Principal.

24. Teachers who attend conferences/workshops are expected present at the next staff meeting and arrange with the Principal to be included on the agenda. 

25. CELL Phone Use During Work – cell phone, including text messaging, may be used before or after work hours, during lunch and/or personal time.  If you have a personal emergency, please call the office to arrange coverage so your call can be made in private.

SCHOOL CALENDAR

A Claypit Hill School Annual Calendar for staff members will be posted on line.  All known special activities, conferences, vacation and responsibilities will be noted on this document and are subject to change.  Teachers are asked to refer to this calendar frequently to keep informed relative to the school schedule and to note changes communicated through the staff bulletin.

STAFF MEETINGS/CURRICULUM MEETINGS

1. Staff Meetings and an Optional Curriculum Meeting dates and time will be set by the Principal at the beginning of each school year

2. Agendas will be circulated at the meeting.

3. Any member of the staff may propose an item to be put on the agenda of a meeting.

4. Time will be allowed at each meeting for open discussion and evaluation of any phase of the school's functioning.
5. It is the responsibility of a teacher to review the agenda with a colleague of any meeting they are unable to attend.

6. Staff Meeting Minutes will be published and distributed via e-mail.
7. Wednesday’s in-schedule schedule is included in the schedule section.
SUPPLIES
General Supplies will be ordered by each Grade Level Team.  Teachers are responsible for anticipating their needs for the entire school year.

DUTIES
Teachers are assigned supervisory duties throughout the year.  Each teacher should be at the assigned area on time and follow the standardized procedures for each duty.  It will be beneficial to the children if we, as a staff, display consistency.

Morning Bus Duty ‑ 

 1.
Children wait outside the front doors in two lines


 2.
Normal conversation is encouraged.


 3.
Children enter the building at 8:30 a.m.



 5.
All classroom teachers are expected to be IN THEIR CLASSROOM DOORWAY to greet the children as they enter the room and to assist with the supervision of the hallways as the children move through the building.

Afternoon Dismissal Duty 
1. Assigned teachers will be on duty in the designated area.

2. Dismissal time  (M.T.Th. F.) 3:00 p.m. and (W) 1:50 p.m.

3. Students remain in their classrooms and dismissed by announcement from the office.

4. Students will be dismissed by groups.

5. Walkers will be dismissed after school buses leave the front of the school.

6. Any child who misses their bus should be sent to the Office where transportation will be arranged.

Lunch Recess Duty ‑ Assigned Times

Each team should outline their specific procedures for the playground and inside recess in accordance with established policy.

RECESS POLICY
Active outdoor play is considered to be an integral part of our total school curriculum.  Children are encouraged to participate in outdoor recess activities throughout the school year, weather permitting.  The purpose of recess periods are:


 1.
To provide activity commensurate with the physical development of an elementary age child.


 2.
To foster positive interpersonal relationships between children of all grade levels.


 3.
To fulfill the requirements established in Massachusetts State Education laws regarding physical activity.


 4.
To provide the teacher with additional means to evaluate both the physical and social needs of the student.

Supervision

 1.
Each recess period shall be supervised by a team of staff members.


 2.
Children who do not observe the rules and respect the rights and safety of others:



 a.
Shall be immediately restricted from play during that period



 b.
Be reported to their classroom teacher at the conclusion of that recess period.


 3.
Children should not re‑enter the building without the permission of the supervising teacher.

Designated Play Area

 1.
Children will play within view of a supervising teacher.


 2.
Equipment may be restricted by weather conditions.

Appropriate Recess Activities

 1.
Adventure playground play.


 2.
Organized games ‑ kickball, basketball, relay races, dodge ball, etc.


 3.
Individual activities ‑ jump rope, hopscotch, ball play.


 4.
Sharing of equipment and materials.

Unacceptable Behavior During Recess

 1.
Fighting ‑ hitting or physically bothering another child.


 2.
Interfering in others games or play.


 3.
Throwing ‑ snowballs, stones, and other inappropriate objects.


 4.
Excessive physically aggressive games "prisoner, king of the mountain, whips, piggy back, tackle, red rover, keep away".


 5.
Inappropriate language.


 6.
Play with or damaging articles of clothing.


 7.
Playing in restricted areas.


 8.
Defacing property.


 9.
Other activities that inhibit the safety and rights of others (including the rights of the professional staff).

Recess Discipline Procedures

 1.
Each supervising teacher shall note serious violations.


 2.
Violations will be reported to the building Principal.
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Each school has a “Bully Binder.”   Use this binder to store this document and all completed incident and investigation forms, alphabetically by aggressor and their date of graduation.  You may also find it useful to store blank incident and investigation forms in the binder.  
· Discipline information is part of each student’s temporary record.  Keep bullying records for six years.

· Temporary records must be destroyed no later than seven years after the student graduates. (this includes electronic records)

· Your personal “notes” can be kept indefinitely, as long as you don’t share with or consult them in the presence of parents or students.
Please also note the Building Administrator Checklist at the end of this packet to be used annually to ensure that your building is in compliance with the Anti-bullying law.
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Policies and Procedures for Reporting and Responding to Bullying and Retaliation

File:  JICFB

WPS Bullying and Cyber-bullying Policy 

It is the policy of the Wayland Public Schools to provide a learning environment that is free from bullying and cyber-bullying (similar policies exist and define sexual harassment and hazing). It is a violation of this policy for any student to engage in bullying or cyber-bullying, or for any employee of the Wayland Public Schools to condone or fail to report acts of bullying or cyber-bullying that they witness or become aware of (i) on school grounds and property immediately adjacent to school grounds; (ii) at school-sponsored or school-related activities, functions or programs, whether on or off school grounds; (iii) at school bus stops;(iv) on school buses or other vehicles owned, leased or used by the school district; or (v) through the use of technology or an electronic device owned, leased or used by the school district. 

It is also a violation of this policy for any student to engage in bullying or cyber-bullying at a location, activity, function or program that is not school-related, or through the use of technology or an electronic device that is not owned, leased or used by the school district, if the bullying creates a hostile environment at school for the victim, infringes on the rights of the victim at school, or materially and substantially disrupts the education process or orderly operation of the school, as determined by school administrators. 

The School District will not tolerate retaliation against a person who reports bullying or cyber-bullying, provides information during an investigation of bullying or cyber-bullying, or witnesses or has reliable information about bullying or cyber-bullying. 

“Bullying” is defined as the repeated use by one or more students of a written, verbal, or electronic expression, or a physical act or gesture, or any combination thereof, directed at a victim that: (i) causes physical or emotional harm to the victim or damage to the victim’s property; (ii) places the victim in reasonable fear of harm to himself or of damage to his property; (iii) creates a hostile environment at school for the victim; (iv) infringes on the rights of the victim at school; or (v) materially and substantially disrupts the education process or the orderly operation of a school. 

“Cyber-bullying” is defined as bullying through the use of technology or any electronic communication, which includes but is not limited to any transfer of signs, signals, writing, images, sounds, data or intelligence of any nature transmitted in whole or in part by such things as electronic mail, internet communications, instant messages or facsimile. Cyber-bullying includes (i) the creation of a web page or blog in which the creator assumes the identity of another person or (ii) the knowing impersonation of another person as the author of posted content or messages, if the creation or impersonation is a violation under the law. Cyber-bullying also includes the distribution by electronic means of a communication to more than one person or the posting of material on an electronic medium that may be accessed by one or more persons, if the distribution or posting is a violation of the law.

It is the responsibility of every student, parent and employee of the school district to recognize acts of bullying, cyber-bullying and retaliation. Any student who believes that he or she has been the victim of bullying, cyber-bullying or retaliation should report it immediately to his or her teacher or principal.  Students, parents and members of the school staff ( including but not limited to educators, administrators, school nurse, cafeteria worker, custodian, bus driver, coach, advisor, advisor to an extracurricular activity, or paraprofessional), who witness or become aware of bullying cyber-bullying or retaliation should immediately report it to the principal. 

Reports of bullying or cyber-bullying will be promptly investigated. If the school principal or a designee determines that bullying or retaliation has occurred, the school principal or designee will (i) notify the police if the principal or designee believes that criminal charges may be pursued against the perpetrator; (ii) take appropriate disciplinary action; (iii) notify the parents or guardians of the perpetrator; and (iv) notify the parents or guardians of the victim, and to the extent consistent with state and federal law, notify them of the action taken to prevent any further acts of bullying or retaliation. 

The School district will provide age-appropriate instruction on bullying prevention and provide professional development to build the skills of staff members, as required by law. The Superintendent will develop a Bullying Prevention and Intervention Plan which shall sets forth the administrative guidelines and procedures for the implementation of this policy. Such Bullying Prevention and Intervention Plan shall include, but not be limited to: procedures for reporting, responding to and investigating reports of bullying or retaliation; the range of disciplinary actions that may be taken against a perpetrator for bullying or retaliation or against someone for making a false accusation of bullying; procedures for remedying incidents of bullying and restoring a sense of safety for a victim and assessing that victim’s needs for protection; strategies for protecting from bullying or retaliation a person who reports bullying or provides information during an investigation; any notification requirements consistent with state and federal law; a strategy for providing counseling or referral to appropriate services for perpetrators, victims and family members; and provisions for educating and informing parents about bullying and the School District’s bullying prevention curriculum. 

Students and parents or guardians will receive notice of the relevant student-related section of the Plan annually and faculty and staff at each school shall be trained annually on the plan applicable to the school. Each building principal shall be responsible for the implementation and oversight of the Plan at his or her school. The building principal or designee shall assist students, parents and employees of the School District who seek guidance or support in addressing matters relating to any form of bullying, cyber-bullying or retaliation. 

Chapter 92 of the Acts of 2010 

Approved: August 3, 2010 

Wayland Public Schools

Definition of Bullying

Massachusetts law gives school officials the power to investigate and discipline bullying that occurs on or off school grounds (e.g., cyber bullying from a home computer) if that bullying creates a hostile environment at school for the victim (‘target”), infringes on the rights of the target at school, or materially and substantially disrupts the education process or orderly operation of the school, as determined by school administrators. 
· repeated use by one or more students of a written, verbal or electronic expression or a physical act or gesture or any combination thereof, directed at a target that: (must include at least one of the following)

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

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

· creates a hostile environment at school for the target; 

· infringes on the rights of the target at school; or 

· materially and substantially disrupts the education process or the orderly operation of a school.  

· Retaliation from reporting of previous incident (not part of official School Committee definition)
Note regarding Technological/Cyber-bullying: Bullying through the use of technology or any electronic communication including, but not limited to:

· the creation of a web page or blog in which the creator assumes the identity of another person, or 

· the knowing impersonation of another person as the author of posted content or messages, or 

· the distribution by electronic means of a communication to more than one person or the posting of material on an electronic medium that may be accessed by one or more persons
Reminders to all staff responding to bullying

· Do not ignore bullying: Bullies count on adults to ignore bullying behaviors, and this allows them to continue bullying activities. (Steiner, A. 2002). 

· Intervene immediately; bullying is common, but not benign. Bullies are much more likely to grow up to have criminal or violent behaviors. Targets of bullies suffer disproportionately from mental health problems, school problems, and social problems.  Children who witness bullying spend an inordinate amount of time seeking to avoid it and worrying about it.

· Separate alleged bully & target: do not use mediation or attempt to force them to confront one another.  

· Bullying is different from conflict. Conflict is an equal-power quarrel or problem between two students. Bullying is abuse; it occurs when a socially powerful (popular or feared) student mentally or physically abuses a weaker (fearful) student, for the purposes of making them afraid and hurt.  

· Stay neutral and calm.   The tone you take with students during investigations will affect your ability to defuse the bullying.  

· Don’t make promises or deals until your investigation is complete.

· Reassure reporters and target(s) that they have done the right thing by reporting.  Make sure they know they will be protected from retaliation.

· Empower aggressors to change. Remind aggressors that they have power to stop the bullying.  Teach them strategies to stop (e.g., “for now, stay off of Facebook”).

· Maintain confidentiality but ACT: it is important to protect reporters from retaliation, but information on bullying MUST be acted upon.  There are no “off-the-record” conversations. 

· Be objective in your note-taking; your emails and the notes you take in meetings about students become part of their official record.

· Be timely!   The faster you talk to all students involved, the less likely that the students will feel social pressure to change their stories.

Reporting bullying or retaliation  

Reports of bullying or retaliation may be made by staff, students, parents or guardians, or others, and may be oral or written.  

1.
Reporting by Staff

A staff member will report immediately to the principal or designee when he/she witnesses or becomes aware of conduct that may be bullying or retaliation.  The requirement to report to the principal or designee does not limit the authority of the staff member to respond to behavioral or disciplinary incidents consistent with school or district policies and procedures for behavior management and discipline.

2.
Reporting by Students, Parents or Guardians, and Others

The district expects students, parents or guardians, and others who witness or become aware of an instance of bullying or retaliation involving a student to report it to the principal or designee.  Reports may be made anonymously, but no disciplinary action will be taken against an alleged aggressor solely on the basis of an anonymous report.  Students, parents or guardians, and others may request assistance from a staff member to complete a written report.  

Students, parents, and others will be provided practical, safe, private and age-appropriate ways to report and discuss an incident of bullying with a staff member, or with the principal or designee.

Oral reporting: Oral reports made by or to a staff member shall be recorded in writing onto an Incident Reporting Form (see appendix).  

Anonymous reporting: Reports may be made anonymously using the anonymous reporting form available on each school’s web site.  

Incident Reporting Form: Use of an Incident Reporting Form is not required as a condition of making a report.  

Notification of reporting procedures and distribution of reporting forms: 

Each school will: 1) include a copy of the Incident Reporting Form in the beginning of the year packets for students and parents or guardians; 2) make it available in the school’s main office, the counseling office, the school nurse's office, and other locations determined by the principal or designee; and 3) post it on the school’s website.  The Incident Reporting Form will be made available in the most prevalent language(s) of origin of students and parents or guardians in the district (i.e., English).  

At the beginning of each school year, the school or district will provide the school community, including administrators, staff, students, and parents or guardians, with written notice of its policies for reporting acts of bullying and retaliation.  A description of the reporting procedures and resources, including the name and contact information of the principal or designee, will be incorporated in student and staff handbooks, on the school or district website, and in information about the Plan that is made available to parents or guardians.

Procedures for School Staff Receiving a Report of Bullying
1. Review the definition of bullying (see 20), ideally with the reporter present (e.g., target, friend of target, parent, etc.).

a. If incident does not seem to meet the definition of bullying, treat the incident with standard school disciplinary or conflict resolution procedures.

b. If incident meets the definition, or you have any doubts about whether it might be bullying, continue to follow the procedures below or immediately refer the situation to an administrator.  

2. Notify the reporter that because this incident may constitute bullying, we have an obligation to investigate and take action in a timely manner including:

· interview all students involved,

· collect evidence including digital or hard copies of electronic communication, web pages, notes, etc., 

· review previous disciplinary records of all students involved,

· notify parent(s)/guardian(s) of all students involved,

· notify the police if it is believed that criminal charges may be pursued against the aggressor,

· apply appropriate disciplinary action,

· notify target’s parent(s)/guardian(s) of action taken to prevent further acts of bullying, to the extent consistent with state and federal confidentiality laws (note: we cannot share the extent of all disciplinary actions with the target’s family).

3. Refer investigation to administrator or administrator’s designee.

4. If time allows, complete a copy of the Incident Reporting Form (see appendix).
Administrative Investigation Procedures
1. Use WPS Bullying Investigation Form (see appendix).
2. Review Incident Reporting Form if one was submitted.
3. Develop Initial Safety Plan
· Before fully investigating the allegations of bullying or retaliation, take steps to assess the need to restore a sense of safety to the alleged target and/or to protect the alleged target from possible further incidents.  Responses to promote safety may include, but not be limited to, pre-determining seating arrangements for the target and/or the aggressor in the classroom, at lunch, or on the bus; identifying a staff member who will act as a “safe person” for the target; and altering the aggressor’s schedule and access to the target.  
· Take additional steps to promote safety during the course of and after the investigation, as necessary.

· Implement appropriate strategies for protecting from bullying or retaliation a student who has reported bullying or retaliation, a student who has witnessed bullying or retaliation, a student who provides information during an investigation, or a student who has reliable information about a reported act of bullying or retaliation.  

4. Prepare to interview students:
· Review students’ discipline and school records (include: IEP, 504s) to see if there are prior similar incidences.
· Consult, as needed, with additional staff (e.g., SPED Liaison, METCO advisor, counselor, nurse).
· Determine which additional staff, if any, needs to be present during student interviews and/or decision process (e.g., SPED Liaison, other administrator, staff member of same gender as target, etc.).
· Take reasonable precautions to ensure that students are unable to communicate or undermine the investigation (e.g., confiscate phones, call all students to the office at the same time, but interview separately).  

· Determine which students need to be interviewed.  Include target(s), aggressor(s), and bystander(s).

5. Interview all students involved, ideally one at a time (e.g., confiscate cell phones and house one student in one office while talking to another student in another office).  

· Read back to the student a summary of his or her account to ensure accuracy of your notes.   
· Remind the alleged aggressor, target, and witnesses that retaliation is strictly prohibited and will result in disciplinary action.
· If applicable, ask students to provide written statements.

6. If physical injuries occurred, ask nurse to examine target.
7. Collect and compile evidence:

· Print-outs of blog posts, social networking pages, emails, etc.

· Make copies (as applicable) of student notes, nurse report(s), police report(s), and other written statements.
8. Determinate whether bullying has occurred.
· If the student has an IEP, work with his or her liaison to determine whether the behavior is a manifestation of the student’s disability.

Response Plan

9. Working with the aggressor, complete a Behavioral Remediation Agreement (included in the packet) that includes warning against retaliation and repeat offences.  It should include disciplinary actions, strategies and supports to be used to stop the bullying and restore a sense of safety for the target, including steps taken to ensure there is no retaliation against the targets or reporters.  See the table below for a menu of options.  Note the following:

· Aggressors can be required to undergo counseling with an in-house counselor (i.e., authorized school staff) as part of their remediation agreement or behavior plan.  

· We can require outside counseling, but the district would pay the cost UNLESS the student has been charged with a felony and/or been expelled (e.g., 37H.5) in which case we can require parent-sponsored counseling as a condition of returning to school.
10. Notify the aggressor of his or her rights and the process to appeal your decision.
11. Meet with the target and/or bystanders to develop a safety plan.  
	Disciplinary Actions
	Remediation Actions
	Target Safety

	· Admonishment, warning

· Temporary removal from the classroom

· Loss of privileges

· Classroom or administrative detention

· In-school suspension during the school week or the weekend

· Out-of-school suspension

· Legal action

· Expulsion or termination 

· Consequences for repeat offenses
	· Meetings between parents

· Counseling

· Education including strategies to avoid repeating behavior.

· Academic and nonacademic positive behavioral supports

· Revision of IEP, if applicable

· Individual Behavior Plan (for repeat offenders; form is included in this packet)

· Referral to Special Education (for repeat offenders who fail to respond to Individual Behavior Plans)
	· Guidelines for avoiding further unnecessary contact with the target

· Clarification about who will be notified

· Notify staff about incident and danger of further contact

· Strategies to avoid further bullying (e.g., script, role playing, etc)

· Identifying trusted adults and “safe areas”

· Education about rights to be free of retaliation and reasonable expectations about social consequences for being part of a bullying investigation (e.g., people will talk about it, but they may not retaliate)

· Periodic check-ins

· Whole community meetings

· Identification and empowerment of bystanders

· Education about technology


Notification 
12. Notify parent(s)/Guardian(s) of the target and aggressor about your determination and—to the extent allowed by confidentiality laws—actions taken.
· Do not share student names or disciplinary actions with a third party.  Parents of targets do NOT have the right to know the name of the aggressor (or disciplinary actions taken against aggressor).
13. Consult with police, as needed.

· There is no such thing as “criminal bullying” but we should consult with police if the aggressor used another criminal action (e.g., harassment, stalking, assault/battery).
14. Contact other schools, coaches, and staff members (as appropriate) for implementing the disciplinary, remediation, and student safety actions.
· School administrators may not share information about students with anybody except part or full time “authorized school personnel” (this include coaches and contracted service providers).   In order to maximize the privacy and safety of students, administrators should exercise discretion when informing staff members.   

· Administrators may only share information with Wayland Youth and Family Services if we have the permission of the student’s family.  

Documentation

15. Each school has a “Bully Binder.”   Use this binder to store incident and investigation forms, alphabetically by aggressor and their date of graduation.
· Discipline information is part of each student’s temporary record.  Keep bullying records for six years.

· Temporary records must be destroyed no later than seven years after the student graduates. (this includes electronic records)
· Your personal “notes” can be kept indefinitely, as long as you don’t share with or consult them in the presence of parents or students.
16. Use your school’s student information system (e.g., iPass, student files) to document the results of your investigation, including:
a. Determination of bullying

b. Disciplinary, remediation, target safety actions taken.
· Do not use the iPass “alert system” to label aggressors. 

17. File copies of Bullying Investigation Form, Incident Reporting Form (if any), Behavioral Remediation Agreement (if any), and Individual Behavior Plan (if any, for repeat offenders only) in your school’s Bullying Binder. 
18. Give copies of relevant forms to Guidance Counselors and Special Education staff (e.g., in cases of repeat offenders)
DEFINITIONS 

Several of the following definitions are copied directly from M.G.L. c. 71, § 37O, as noted below.  

Aggressor is a student who engages in bullying, cyberbullying, or retaliation.
Bullying, as defined in M.G.L. c. 71, § 37O, is the repeated use by one or more students of a written, verbal, or electronic expression or a physical act or gesture or any combination thereof, directed at a target that: 
i. causes physical or emotional harm to the target or damage to the target’s property; 
ii. places the target in reasonable fear of harm to himself or herself or of damage to his or her property;
iii. creates a hostile environment at school for the target; 
iv. infringes on the rights of the target at school; or 
v. materially and substantially disrupts the education process or the orderly operation of a school.  
Cyber-bullying, is bullying through the use of technology or electronic devices such as telephones, cell phones, computers, and the Internet.  It includes, but is not limited to, email, instant messages, text messages, and Internet postings.  See M.G.L. c. 71, § 37O for the legal definition of cyberbullying.
Hostile environment, as defined in M.G.L. c. 71, § 37O, is 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 conditions of a student’s education.

Retaliation is any form of intimidation, reprisal, or harassment directed against a student who reports bullying, provides information during an investigation of bullying, or witnesses or has reliable information about bullying. 

Staff includes, but is not limited to, educators, administrators, counselors, school nurses, cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular activities, support staff, or paraprofessionals.

Target is a student against whom bullying, cyberbullying, or retaliation has been perpetrated.

RELATIONSHIP TO OTHER LAWS

Consistent with state and federal laws, and the policies of the district, no person shall be discriminated against in admission to a public school of any town or in obtaining the advantages, privilege and courses of study of such public school on account of race, color, sex, religion, national origin, or sexual orientation.  Nothing in the Plan prevents the district from taking action to remediate discrimination or harassment based on a person’s membership in a legally protected category under local, state, or federal law, or district policies.    

A. Relationship to non-discrimination laws: Consistent with state and federal laws, and the policies of the district, no person shall be discriminated against in admission to a public school of any town or in obtaining the advantages, privilege, and courses of study of such public school on account of race, color, sex, religion, national origin, or sexual orientation. Nothing in the Plan prevents the district from taking action to remediate discrimination or harassment based on a person’s membership in a legally protected category under local, state, or federal law, or district policies.

B. Relationship to existing disciplinary regulations

In addition, nothing in the Plan is designed or intended to limit the authority of the district to take disciplinary action or other action under M.G.L. c. 71, §§ 37H or 37H½, other applicable laws, or local school or district policies in response to violent, harmful, or disruptive behavior, regardless of whether the Plan covers the behavior.

In addition, nothing in the Plan is designed or intended to limit the authority of the school or district to take disciplinary action or other action under M.G.L. c. 71, §§ 37H or 37H½, other applicable laws, or local school or district policies in response to violent, harmful, or disruptive behavior, regardless of whether the Plan covers the behavior.

APPENDIX

	Wayland Public Schools

INCIDENT REPORTING FORM

	Directions: The Wayland Public Schools is committed to providing a safe environment to all members of our community. Despite our best intentions, incidents between students do occur at times. If you wish to report a disturbing incident between two or more students, complete this form and return it to the Principal at the student’s school. Contact the school for additional information or assistance at any time. This form can be completed anonymously by omitting signature and name. Every reported act of bullying will be investigated.  Parents of aggressors and targets will be contacted in cases of confirmed bullying.

	Date of report:
	

	Name of student target:

	Age: 


	Grade:


	School :




	Name(s) of alleged aggressor(s) (If known):


	Age: 


	Grade:


	School :




	Name(s) of witness(es) (If known):


	Where did the incident(s) happen (choose all that apply)?

( On school property 
( At a school-sponsored activity or event off school property 
( Online/via technology

( On a school bus 
( On the way to/from school 



( Other:_____________



	What best describes what happened (choose all that apply):

( Teasing 

( Threat/Property Damage 
( Stalking 

( Theft/Property Damage

( Social exclusion 
( Intimidation 


( Physical violence 
( Public humiliation


( Retaliation

( Sexual Harassment

( Other:______________ 


	What did the alleged aggressor(s) say or do? (Include dates.  Attach a separate sheet if necessary)



	Did a physical injury result from this incident?

( No 

( Yes, but it did not require medical attention 
( Yes, and it required medical attention



	Is there any additional information you would like to provide? (Attach a separate sheet if necessary)



	Name Of Person Reporting Incident (Optional):  

Telephone (optional)______________________________                E-mail (optional):_________________________

Place an X in the appropriate box: ( Student 
( Parent/guardian  
( Other: ___________________

Signature:  _______________________________________


Date: __________​​​_______



	Administrative Action Taken: 
Date: 

Administrator:




(Form modeled after Polk County Public Schools Harassment or Bullying Reporting Form)
	Wayland Public Schools

BULLYING INVESTIGATION FORM 

	Investigation start date:
	

	Name of student target:

	Age: 


	Grade:


	School :




	Name(s) of alleged aggressor(s) (If known):


	Age: 


	Grade:


	School :




	Investigation

· Review & Attach Incident Reporting Form
· Review students’ discipline and school records (include: IEP, 504s)

· Consult as needed with additional staff (e.g. SPED Liaison, METCO advisor, counselor, nurse).  Include names here:

· Determine which additional staff, if any, needs to be present during student interviews and/or decision process.  Include names here:

· Conduct students interviews 

· Read back to each student a summary of his or her account to ensure accuracy of your notes.   

· If physical injuries occurred, ask nurse to examine target.  

· The following checked items are attached to this report

· Incident Reporting Form (if available)

· Print-outs of blog posts, social networking pages, emails, etc.

· Copies of other evidence

· Copies of investigator’s notes (e.g. transcripts of interviews, etc.)

· Nurse report(s)

· Police report(s)

· Written statements from interviewees, reporters, etc.

	Determination:

· Check all that apply:

· repeated use by one or more students of a written, verbal or electronic expression or a physical act or gesture or any combination thereof, directed at a target that: (must include at least of the following)

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

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

· creates a hostile environment at school for the target; 

· infringes on the rights of the target at school; or 

· materially and substantially disrupts the education process or the orderly operation of a school.  

· retaliation from reporting of previous incident
· Provide brief description of the nature of the bullying (if any): 

· Provide a Final determination: 

· Incidents did not meet the standard of bullying 

· Bullying has occurred and will be dealt with in-house

· Criminal bullying has occurred and police should be notified of possible criminal charges

	Response Plan (if any)
Disciplinary Actions:

Remediation Actions: 

· Behavioral Remediation Agreement attached

· Individual Behavior Plan attached (repeat offenders only)
Student Safety Actions:



	Notification and Documentation

· Parent(s)/Guardian(s) of the target 

· Parent(s)/Guardian(s) of aggressor 

· School information system (e.g., iPass or student files)

· School alert system (if necessary)

· Counselor of target

· Counselor of aggressor

· Special Education (for repeat offenders)

· Police (if criminal charges may be pursued)

· Other schools, coaches, and staff members (as appropriate) for implementing the disciplinary, remediation, and student safety actions.  Please describe:



	Administrator/Investigator Signature
	Date:


	Wayland Public Schools

BEHAVIORAL REMEDIATION AGREEMENT

	Date:
	

	Name of student:

	Age: 


	Grade:


	School :




	Reason for Behavioral Remediation Agreement:



	I agree to the following terms to change my behavior:



	I will need the following support(s) to help me meet the obligations of my agreement: 



	The implications of me NOT meeting the expectations are as follows:



	Student Signature: 
	Date:

	Parent/Guardian Signature:
	Date:

	Administrator/Investigator Signature
	Date:


	Wayland Public Schools

INDIVIDUAL BEHAVIORAL PLAN

	Date:
	

	Name of student:

	Age: 


	Grade:


	School :




	Reason for Behavior Plan:



	Student Behavior  Goal:

	1. Objective

	2. Objective

	3. Objective

	Student Supports

	Timeline/Monitoring Of Plan And Progress Towards Goals

Daily___Team Contact______________________________

Weekly__Team Contact_____________________________



	Termination From Plan

Date Of Termination:



	Student Signature: 
	Date:

	Parent/Guardian Signature:
	Date:

	Plan Coordinator:
	Date:

	Administrator/Investigator Signature


	Date:


BUILDING ADMINISTRATOR CHECKLIST

This checklist is designed to be used annually by building administrators to ensure that their buildings are in compliance with the new law and WPS’s Bullying Prevention Plan.
· Maintain “Bullying Binder” with new forms and procedures

· Distributed/publicized mechanisms for reporting

· Incident Reporting Forms

· main office

· nurse’s office

· counseling office

· on school webpage

· Anonymous web-based reporting form

· Student handbook includes definition and reporting procedures

· Acceptable Use Policy includes references to cyber-bullying

· Faculty handbook includes reporting procedures

· Social “curriculum” includes bullying-prevention

· Parent outreach (meetings, events, and website)

· Resources

· Information about curriculum

· Information about how the school responds to bullying
· Information about how to report bullying
· Implementation of surveys or other mechanisms to collect data re: bullying

· Training of faculty and staff
· Bullying prevention

· Procedures for responding to bullying
CAFETERIA POLICY
The school lunch program is offered to insure that each child has the opportunity to receive a well‑balanced and nutritionally sound noon meal.  Children are encouraged to participate in the hot lunch program or bring an appropriate lunch from home.  Additionally, it is the goal of our school to use the lunch period as a means of teaching:


 1.
Proper behavior in-group situations


 2.
Appropriate decorum when eating with others


 3.
Responsibility toward the physical condition of the school building


 4.
Positive interpersonal relationships between children of all grade levels.

The preparation, serving and accounting in the lunch program are mandated by state regulation and are under the direction of the school lunch program manager.  The procedure and conduct of the cafeteria dining area are the direct responsibility of the school.

Supervision

 1.
Each lunch period shall be supervised by a teacher assistant.


 2.
Each teacher shall escort his/her assigned children to the cafeteria on time.  The assistant will direct students to the serving line. 


 3.
Children should not leave the cafeteria during lunch periods unless it is absolutely necessary or the teacher assistant has granted permission.

Desirable Cafeteria Conduct

 1.
Children shall walk in the cafeteria at all times.


 2.
Conversation among children at each table is encouraged.


 3.
Children shall be responsible for proper disposal of all refuse.


 4.
Use of proper utensils and appropriate table manners.


 5.
Assisting one another in emergency or difficult situations.


 6.
Reasonable conversation tone and volume when speaking.


 7.
Responsibility for lunch card and/or lunch boxes.

Unacceptable Behavior During Lunch Periods

 1.
Throwing rubbish or food in the cafeteria.


 2.  
Deliberate improper disposal of refuse.


 3. 
 Inappropriate language.


 4.  
Failure to respect the dining privileges of others. 


 5. 
 Running in the cafeteria.


 6. 
 Defacing property (tableware, marking tables, etc.).


 7. 
 Other actions that inhibit the rights and/or safety of others.

Lunch Period Discipline Procedure
1. Unacceptable behavior shall be reported to the Principal.

2. See Family Handbook: Cafeteria Policy

PLAN BOOKS

 1.
Plan books should be kept three days in advance.  It is understood that plans may vary or change.  Changes should be noted when determined.  Plan books should be left on the teacher's desk and must be available daily.


2.
The following information should be kept with each plan book:



 a.
Teacher's Handbook ‑ fire and fire drill procedure included



 b.
Duty schedule information



 c.
Current seating plan



 d.
Specific grouping instructions ‑ Reading, Math ‑ names, times



 e.
Special needs students service schedule



 f.
Attendance and lunch forms and cards

HOME ‑ SCHOOL COMMUNICATIONS

The ability of elementary age children to provide sustained communications between the school and home is often limited.  We have the responsibility of supplementing this so that the home and school may work together for the benefit of the child.

1.
Conferences are our most effective means of communicating throughout the year.  Teachers, parents, or administrators may initiate conferences.  The teacher may contact the parents or ask our secretary to call during the school day.  When an appointment has been confirmed, you may wish to notify the Office in order that the parent may be properly greeted when visiting the school.

2.
Teachers are encouraged to include students in conferences when it is appropriate.  Discussions of a child's school behavior or effort are often more effective when the child is present.  Conflicts between how the child perceives his behavior and how you evaluate it may be resolved when the child is present with both the teacher and parent.        
    


3.  The Principal is available to sit‑in or assisting a conference when invited to do so.         
    

4.  Prepare adequately for each conference and record the results for future reference.         

5.  Insure that all communications from school to home are legible and appropriately presented.

6.
Positive communication to the child's parents should supplement other messages.  TAKE TIME TO NOTE THAT A CHILD HAS BEEN ESPECIALLY COOPERATIVE DURING THE WEEK OR THAT HE/SHE HAS DONE A GREAT JOB IN MATH THE PAST FEW DAYS, ETC.  

7.
All teachers are encouraged to contact student's homes during the first month of school to introduce themselves to their families.

PARENT-TEACHER CONFERENCE RECORDS

Parent-Teacher conference dates and those attending the conference will be recorded on designated form found in the front of student cumulative record file.

WHO CAN TALK TO A STUDENT

ONLY A CERTIFIED STAFF MEMBER OF THE WAYLAND PUBLIC SCHOOLS MAY SPEAK WITH A CHILD IN ANOTHER CLASSROOM WITHOUT PARENTAL PERMISSION.  IF AN ADULT COMES TO YOUR DOOR AND ASKS TO SPEAK TO A STUDENT AND IT IS NOT THE CHILD'S LEGAL GUARDIAN, PLEASE DIRECT THEM TO THE OFFICE.

STUDENT RECORD LAW
The law is summarized in the PTO Parent Handbook.  Teachers and para-professionals that work normally with the records may continue to do so.  Others must sign the log in the folder.  When copies of student's records are sent elsewhere, the notation must be made on the log.  A student's records cannot be sent anywhere without parental approval.  The office takes care of sending records.  Parents wishing to see their child's folder need to make an appointment with the principal. 

SCHOOL VISITORS

All visitors to our school must report to the Office, sign in and wear a visitor badge.  Strangers or any other unauthorized person seen in the immediate area of the school grounds should be reported to the Office.  Teachers are encouraged to bring visitors and resource people to their classrooms.  Please inform the Principal of your intentions and introduce them when they arrive.

GENERAL SCHOOL RULES

 1.
No child is to leave the school grounds during school hours.  All dismissals will be made through the Office.

 2.
The sale or advertisement for sale of any items in the building is not permitted unless authorized by the building Principal.  This is to be strictly adhered to and any questions should be answered before acting.

 3.
CHILDREN SHOULD NOT BE SENT TO THE OFFICE FOR DISCIPLINARY REASONS UNLESS TEACHERS SEND AN EXPLANATION OR HAVE MADE PRIOR ARRANGEMENT WITH THE PRINCIPAL.
 4.
Children dismissed from school prior to the end of the school day should have a note from his/her parent and should report to the Office at the appropriate time.  Children participating in Brownies or other after‑school activities will be dismissed with the walkers.

ASSEMBLY BEHAVIOR PROCEDURES

1.
The teacher should lead the class to the program at the scheduled time.

2.
The teacher will receive instructions as to where the class is to sit.

3.
Students must sit with their class.

4.
Teachers should sit as close as possible to their class.

5.
The homeroom teacher is responsible for the behavior of his/her class.   BUT, WHEN NECESSARY, THE TEACHER NEAREST THE PROBLEM SHOULD INTERVENE.

6.  
 Hats are not to be worn in the building at any time.


FIELD TRIP PROCEDURES

 1.
Plan date and destination of trip well in advance.

 2.
After consultation with the building Principal or designee make reservations ‑ obtaining all particulars ‑ costs number of children, time, eating arrangements, special programs.  The building Principal or designee will be available to assist you with this function.

 3.
Notify the Principal or designee three weeks in advance so that transportation may be arranged.  Notify cafeteria of trip if class will not be present for lunch (3‑week notice is necessary).

 4.    Send permission slips home two weeks in advance of the scheduled trip.  Checks should be made out to    Claypit Hill School.  Classroom teachers are responsible for securing chaperones.

 5.
When permission slips and money are returned, send money only to the Office.  If a family cannot provide trip fees, have the permission slip signed and other arrangements will be made for the funds.

 6.   Come to the front of the building at the designated leave time.  The bus(s) will be waiting.

 7.   Each teacher should speak with the school nurse to arrange to take a First Aid Kit. 

SCHOOL TELEPHONES
To allow for the efficient functioning of the school and to insure proper emergency communications both into and out of school, we ask that the following procedures be strictly adhered to:

         1.  Teachers should use the school phone for school‑related business.  

         2.  Only school related toll calls are allowed.

PUPIL SAFETY

UNDER NO CIRCUMSTANCES SHOULD A STUDENT BE ASKED TO MOVE SCHOOL EQUIPMENT OR AN A-V CART.  THE TEACHER, CUSTODIAN, OR ANOTHER ADULT MUST DO THIS.

CLASSROOM SAFETY / FIRE DRILLS / LOCKDOWN / SHELTER IN PLACE
The safety of our students should always be of prime concern.  Please note the following precautions and follow them carefully:

1. Nothing may be suspended from your ceiling light fixtures.

2. Classroom doors should not be propped open when room is empty. (Fire Department rule)

         3.  Flammable classroom accessories should be sprayed with a flame retardant chemical.  

         4.  Bookcases under 18" wide and over three feet tall should be fastened to the wall.

         5.  Boxes may be stacked only 2 high on shelves.

         6.  Objects that can cause harm to any person should not be on top of any bookcase or shelf.

         7.  All fire exits must be clear for easy access and be posted with directions.

         8.  All doors must allow for viewing into the classroom space.

         9.  Adjoining classroom doors must be clear and allow for an easy exit path.

       10.  Class attendance lists should be brought out and verified at each fire drill.

       11.  Specialists shall deliver children to their appropriate teachers after exiting during a fire drill.

       12.  Teachers should move at least 75 feet from the school during a fire drill.

       13.  Children should be told to walk quietly and calmly as they exit during a fire drill.

       14.  Teachers will be notified when it is safe to re‑enter the school after a fire drill.

LOCKDOWN

Place colored cards inside your classroom next to the interior door.  Leave them in place year round.

Lockdown means staff and students are secured in place and no one is allowed to enter, or leave, secured areas under any circumstance

In the event of a “Lockdown”

· Lock your classroom/office and direct students to move away from the windows and doors.  If your door does not lock, pile heavy moveable objects against the door or place a shim at the base of the door.

· Do not lock exterior doors.

· Place a color card under the interior door to the hallway.  GREEN for occupied room with no immediate problems or RED if immediate assistance is needed.

· Ignore the fire alarm if activated unless smoke, or fire, is endangering you.

· Students and staff should remain quiet and out of view from doors or windows if possible.

· Try and keep students calm.

· Do not use the intercom.

· All cell phones shut off.

· Do not respond to anyone at the door unless you hear an announcement made by a school administrator or credible emergency personnel.

· Once staff and students exit the building, staff should remain with the students until they have been taken to a secure location.

· The administration team, office staff and custodian will be in communication with the safety personnel.

SHELTER IN PLACE

Shelter in Place provides a refuge for students, staff, and the public inside the school buildings during an emergency.

In the event of a “Shelter In Place”

· Students stay with their teacher and listen for directions from the principal or other designee.  

· Close exterior door – should be locked

· Close interior doors – do not lock

· Pick an area of the room – a corner, away from windows and with students quiet. You may quietly read to your students.

· Take attendance.

· Place a green card under your door if all students are with you.

· Place a red card under your door of you are missing a student(s).

· If the class is with a specialist, classroom teacher joins them as quickly as possible and follows the procedures above.

· Children receiving individual services (OT/PT/Reading/SPED) should be walked back to the classroom by the specialist.  The specialists remains in the classroom with that class.

FIRE DRILL 

 1.
Fire drills will be held at irregular intervals throughout the school year.  Teachers should expect them to occur at any time during the school day.  Fire department is required to perform 4 per year.


 2.
The object of fire drills is the immediate evacuation of the building by all members of the staff and all children in a manner consistent with safety and good order.


 3.
A map with regular and alternate fire drill routes is to be posted in each room.


 4.
PROCEDURE



 a.
All children should know and recognize the fire drill horn.  When it is sounded, all children should immediately proceed toward the classroom door and follow their assigned routes in a single line.  Please have a practice drill the first week of school with each class.



 b.
The teacher should be the last person out of the classroom and the CLASSROOM DOOR SHOULD BE CLOSED BY THE TEACHER as she leaves the room.  ALL WINDOWS SHOULD BE CLOSED.



 c.
The children will proceed out of the building to their assigned assembly point and wait QUIETLY for the teacher.



 d.
The exit doors will be closed by the last person leaving the building through that particular exit.



 e.
The teacher will then take attendance of her class and report any missing children to the principal.
 


 6.
ALTERNATE ROUTES.  In the event that the regular evacuation route is blocked, the class leader will halt, turn about and raise his hand.  All other children will follow suit and the teacher will then lead the class through the alternate exit.


 7.
SPECIAL NOTES



 a.
Children in a room other than their own classroom should be instructed/informed of the assigned exit routes for that classroom.  These children should remain with these teachers as a class at this time.



 c.
Children should walk quickly but should not run, push, talk or otherwise interfere with the good order of the drill.



 d.
Teach the children to follow the directions of the adult in charge of their group.  Encourage them to think for themselves when they are not with their class.



 e.
Custodians will check the boys' rooms and the girls' rooms.  The secretary will check the health room.

FIRST AID PROCEDURES


 1.
The Public Health Nurse is available on a daily basis from 8:30 AM – 2:45 PM.


 2.
Scrapes and scratches should be taken care of by the Nurse.  (All classes are also provided with a First Aid Kit.)


 3.
ALLERGIC REACTIONS or ACCIDENTS INVOLVING THE POSSIBILITY OF BROKEN BONES - Children should not walk to the office, but call the office so other means of bringing the child to the office can be arranged.
ACCIDENTS OR EMERGENCY ILLNESS

If an accident or emergency illness occurs in your room or other area under your supervision, notify the Office immediately giving the following information:

         1.  name and grade of student

         2.  room or station where student is located

         3.  nature of accident or illness

         4.  whether or not assistance is needed

         5.  whether or not the student is being sent to the Office

         6.  an injured student should always be escorted to the Office / IF YOU ARE UNCERTAIN AS TO THE                  NATURE OF THE INJURY DO NOT MOVE THE CHILD AND CALL FOR ASSISTANCE.

If an accident occurs with any child you are supervising, an accident report form must be submitted in triplicate to the Principal's Office before the close of school the same day.

PROCEDURE WHEN LICE ARE SUSPECTED TO BE IN SCHOOL
1. Routine lice checks re conducted by the PTO volunteers in September and following school vacations.  

2. The nurse will examine students PRIVATELY if a suspected case is discovered.


 3.
Students who have lice will be sent home.  The school nurse is the only one to make this determination.  Parents will be notified that the child has lice, that school policy requires that the student be dismissed from school, that the student may return to school once the condition has been treated and has been seen by a public health nurse.  The location of the public health nurse will be determined each year.


 4.
Students who have come into contact with the infected child (playmates, siblings, etc.) will not be sent home.  Only children who have lice will be sent home.  If a parent wishes to take a sibling home, that is the parent's prerogative.

GOGGLES – SAFETY
Goggles are required when students and teachers are engaged in an activity where students and teachers can possibly sustain an eye injury.  Goggles are available from the Science Storage Room.
 PERSONNEL ABSENCE

All personnel should call the school office by 8:00 A.M. on the day of their absence.  A message may be left on the answering machine by calling 508-358-7401. A call should also be made to the principal the night before or morning of absence.  See below for substitute information.  

SUBSTITUTES FOR CERTIFIED STAFF

The school office will arrange for substitutes. When the teacher learns of the need to be absent for the next day and after 4:00 p.m. of the day preceding the absence, the teacher must call the school principal between 4:00 PM and 9:00 PM or between 5:30 A.M. and 6:30 A.M. of the day of the absence so substitute coverage can be arranged. A yearly information notice is distributed at the start of each school year which includes who to call and phone numbers.  

Substitutes will not be called for SPED teachers, Guidance, Speech, or Instrumental Music Specialists.

Generally kindergarten assistants will substitute for the teacher when the teacher is absent.  Each team will decide and let the office know.  The assistants will receive a differential salary when they substitute.

Teachers are expected to have detailed plans for the substitute to follow.  These plans may be left in the classroom, school office or brought to school on the day of the absence.  Whatever the choice, it is the teacher's responsibility to provide easy to follow plans.  It may be necessary for the principal to call you at home for clarification.

SUBSTITUTE FOLDERS
Each teacher is responsible for having the following material available in the event a substitute teacher is needed.  The materials should be placed in a red folder marked "SUBSTITUTE FOLDER" and should be left in the classroom.

         1.
An up‑to‑date class list.

         2.
Reading group lists (if assigned) with name of the current book in use.


         3.
Math groups (if used).

         4.
Weekly schedule for Art, Music, Physical Education, Library, Teacher Assistants, Parent Volunteer and recess, before or after school supervisory duties.

         5
 Schedules for pupils leaving your classroom for activities such as instrumental music lesson and SPED

         6.
An up‑to‑date seating chart, nametags or student desk tags.

         7.
A list of classroom rules you have outlined for the children.

         8.
Alternative activities appropriate for your class if lesson plans can't be followed or are not sufficient to cover a full day.

         9.
Two to three activity sheets or projects to be used by the substitute if necessary.

        10.
A copy of the Claypit Hill School Handbook.

STUDENT COUNCIL
The purpose of the Student Council is the following:


 1.
To help plan activities for all students.


 2.
To help plan and carry out activities that would help others in need.


 3.
To discuss and bring up issues and concerns from the students and teachers.


 4.
To help make school rules for the students and staff.


 5.  
To offer students a vehicle for representation within the school. 

The responsibilities of the representatives are:


 1.
To attend all meetings.


 2.
To report back to their class effectively and with understanding of what has gone on at the meetings.


 3.
To encourage classmates to come up with suggestions and questions.


 4.
To encourage classmates to organize, plan, and participate in events.


 5.
To set a good example for their classmates.

Responsibilities of the other students.


 1.
To listen to what their representatives have to say.


 2.
To help plan, organize, and participate in events.

FLAG SALUTE
It is expected that each class shall salute the flag daily.  Fifth grade students will lead the entire school in the pledge each morning at 8:50 AM with morning announcements.

HOMEWORK FOR ABSENT STUDENTS
Teachers do not have to provide home assignments for students whose absence will be a day or two. Teachers are not required to provide home assignments for absences due to family vacation or trips. (see vacation letter)  There are provisions made for home tutoring when a child is unable to attend school for more than 10 consecutive days due to illness.  Please alert the principal to these absences.

Many times parents ask for work for a child who is absent for a day or two due to illness.  Although it is very difficult for teachers to prepare assignments during the school day, teachers are encouraged to provide parents with homework/classroom activity extensions if/when appropriate. The office will leave the assignment request in your mailbox by noon, HAVING TOLD THE PARENT TO PLEASE PICK IT UP IN THE OFFICE after 3:30.  If you will not be able to provide homework by 3:30, please let the office know so the parent can be called.

TEACHER VISITING DAYS - ATTENDANCE AT CONFERENCES

 1.
Professional growth is enhanced when teachers investigate educational programs and ideas in surrounding communities or through attendance at educational conferences.  In Wayland such activities are encouraged.  Teachers may request visiting days and/or participation in a conference by communicating with the principal.


 2.
Every effort is made to fund conferences, however the principal will explore the needs of the school, faculty, and the school system before approval is given for a conference.


 4.
Forms for conferences are available from the office.


 5.
Teachers are encouraged to share all materials received at the conference.  These materials may become the property of the school system.

WEDNESDAY IN-SERVICE

These afternoons have been reserved for school/grade-level in-service meetings, professional development meetings, and parent-teacher conferences.  Please refer to In-Service calendar for specific times.
ANIMALS IN SCHOOL

 1.
BEEHIVES or other insect colonies are not permitted due to the danger of stinging.


 2.
TURTLES are not permitted in school due to salmonella.


 3.
Animals cannot be transported on the school busses.


 4.
Wild animals are not permitted in school due to rabies.


 5.
Domesticated pets may visit school providing proper care is taken for the students' and animal’s safety.  The teacher decides whether or not to allow the animal visit and must first consult with the school nurse.


 6.
DOGS.  The Wayland leash law prohibits loose dogs during the day.  

REPAIRS AND ROOM MAINTENANCE
Inform the office in writing of any repairs or cleaning needed in your room.

Teachers should continually keep floors clear of crayons, pencils, etc. for safety and to avoid marking the floors.  At the end of the day, teachers should have children pick up papers on the floor and stack their chairs.  The teacher should be sure that both inside and outside doors of the classroom are closed.  Gluing or nailing of materials and painting of walls are not permitted.  SCOTCH TAPE AND MASKING TAPE CANNOT BE PLACED ON BLACKBOARD AND WALLS.  Liquids should not be poured into wastebaskets.

ENERGY CONSERVATION
Please conserve energy.  Heat is wasted through open doors.  Electricity is wasted when it lights a room without people.  When you leave the room, turn off the lights, and close the door.

BUS BEHAVIOR
Please spend some time with your children emphasizing bus courtesy and suggesting that riding a bus is a privilege they keep as long as rules are followed.  A Bus Conduct form is used to record violations.  Copies of these reports are sent home to parents. 

School Department Policies Regarding Bus Transportation

POLICIES

1.
Students may only ride their assigned bus with (paid fee) bus pass.

2.
School buses are equipped with seat belts, but a student's use of seat belts is neither guaranteed nor required. Each fall, students are instructed in their proper use.

3.
Bus drivers must pick up only at scheduled stops: they are not required to admit students who are not assigned to that particular bus. Drivers are required not to exceed the legal bus capacity.

Rules for Conduct On and Around Buses

1.
While waiting for the bus, children should remain well back from the road and refrain from throwing things.

2.
Riders should enter the bus in an orderly fashion, go directly to a seat and remain seated until the bus reaches its destination.

3.
There should be no littering or defacing of buses.

4.
There should be no shouting, roughhousing or throwing of objects in the bus.

5.
Riders must keep arms, hands and heads inside the bus.

6.
Riders must get on and off the bus only at their regularly scheduled stops.

7.
All articles such as athletic equipment, books, musical instruments and the like must be kept out of the aisles.  No large projects or objects may be brought on the bus.  All objects must be able to be contained between the student’s legs or on the student’s lap during the course of the ride to and from school.

8.
The emergency door must be used only for emergencies.

9.
It is essential that each rider cooperate with the bus driver for the safety of all concerned.

10. 
Children who must cross the street at a bus stop will NOT DO S0 UNTIL THEY RECEIVE A SIGN FROM THE BUS DRIVER. When children must cross a street, they should always cross in front of the bus far enough ahead of the bus so they can see the driver's face. This assures that the driver can see them as they cross. The driver will stop his/her bus with the warning lights flashing until the children are safely across the street. Claypit Hill School students are not permitted to cross Old Sudbury Rd., Concord Rd., Cochituate Rd., Boston Post Rd, and Commonwealth Rd.

11.
Pets and other animals are not allowed on the bus.

12. 
Disruptive behavior that endangers the safety of others may result in the loss of bus riding privileges.

The Wayland School Committee has seat belts installed on busses in regular service as a convenience for those students who choose to use seat belts.  The bus contractor's reserve busses may not be equipped with seat belts.  State law provides that a percentage of students on a school bus will be permitted to stand and this practice will continue.  A student’s use of seat belts, therefore, is neither guaranteed nor compulsory.  Though seat belt use is entirely voluntary, parents will be notified of the availability of seat belts on certain busses and students will be instructed in their proper use at the beginning of the school year.

The decision to use seat belts will be made solely by students and their parents.  To enable students to carry out a decision to use seat belts, the school shall instruct students as to their use.  This instruction shall consist of three parts:


 1.
Instruction in the proper use of school bus seat belts will be added to current classroom instruction in safe riding practices.


 2.
Students riding school busses will be instructed in the use of the seat belt at the commencement of the school year.


3.
The twice-yearly on-bus emergency evacuation drills will include instruction in and testing of students' ability to unfasten their seat belts in an emergency situation.

RECYCLING OF MATERIALS
Recycling of materials is a priority at Claypit Hill School.  It is important for many reasons such as reusing natural resources and extending the life of disposal areas.  Of course we should be judicious in our use of all materials so that nothing is wasted.  Many things such as paper can be used over again within the school before being placed in the recycling containers.

Each adult in the school has a responsibility to recycle to set an example for our students.  Students will follow the example set by the adults and adults should be encouraging students to demonstrate leadership in recycling efforts.

Each classroom and office space, as well as designated corridor areas throughout the school, has a "Recycling Box". In these containers, place unusable writing paper, construction paper, oak tag, envelopes, workbooks, manuals, and computer paper and index cards.  These materials can be put into marked containers outside the boiler room.  The Town of Wayland will collect these materials periodically for recycling.

There is a recycling bin for plastic water/milk bottles in the cafeteria.

GIFTS TO THE SCHOOL
School Committee guidelines for gift giving shall be followed.  The principal has the responsibility of carrying out the policy.

The principal will be informed in writing of all gifts prior to their acceptance by staff.  The school needs to exert supervision over the kinds of materials accepted as gifts.  The principal will respond in writing to the staff member.  If approved, then the gift can be accepted.  All gifts become the property of the Wayland Public Schools unless the donor as a personal gift specifically designates the gift.

Staff who receives a gift of cash must inform the principal in writing as to how the funds were spent.

MASSACHUSETTS D.O. E  POLICY   -  TEACHER ASSISTANTS
All para‑professional staff must be under the direct supervision of professional teachers, whether such teachers are paid from local or federal funds.  Instructional aides should not have the responsibility for diagnosing student needs, introducing new concepts, developing lesson plans or otherwise providing primary instruction to special education students.

However, the Department of Education's Legal Office has further ruled that under State law, instruction aides cannot work with children in isolation of professional staff.  The following therefore represents the policy of the Department of Education with respect to the use of teacher aides in general.

 "The statute that allows a school committee to employ 'instructional aides' is G.L.c.71, s.38.  In pertinent part it says:

              'It (the school committee) may also hire instructional or administrative aides for assignments in laboratories and classrooms.  An "instructional aide", as used in this section, shall be a person who is employed on subprofessional teaching duties, as opposed to non‑instructional duties including clerical work and the care of school children during school hours, under the direction of a teacher and shall not be subject to the provisions of chapter thirty‑one (civil service). . . (Emphasis added.)'

"There are three main components to the Department's policy on instructional aides (teacher aides), construing the above‑quoted statute:

1.Who is an instructional aide?  An 'instructional aide' (sometimes called a 'teacher aide') is any person who is employed in such a position by the school committee.  The school committee has the authority to set any reasonable qualifications for instructional aides.  State law does not require that instructional aides be certified, G.L.c.71, s.38G only applies the certification requirement to 'teachers' and to other school staff not pertinent here.  Nonetheless, a school committee may choose to hire certified personnel as instructional aides.  Such persons are not considered to be 'teachers', however, unless the school committee employs them as teachers.  If they are employed as instructional aides, whatever their certification or other qualifications, then they are considered instructional aides for purposes of the duties they may perform under State law.

2.  What are 'subprofessional teaching duties'?  G.L.c.71, s.38 says that a school committee may employ an instructional aide 'on subprofessional teaching duties.'  Fundamentally, this phrase means that the instructional aide does not have primary responsibility for a class or a resource room.  Rather the instructional aide assists the teacher, in such activities as:  (1) small group instruction; (2) individual tutoring; or (3) supervising students in non‑classroom activities such as recess.

3.  What is the meaning of 'under the direction of a teacher' or 'under the supervision of a teacher'?  For purposes of the Department's policy on instructional aides, we read these two phrases  (from G.L.c.71, s.38 and Paragraph 502.10 (c)(i) of the Chapter 766 Regulations, respectively) as equivalent to each other.   'Direction' or 'direct supervision' means that most of the time, the responsible teacher is physically present in the classroom with the aide.  When the teacher is not actually present in the room (s)he is immediately available ‑ e.g., in the school building or very nearby.  The presumption is that the teacher is responsible for the conduct of the classroom and

the design of instruction; the aide assists the teacher and acts under the teacher's direction/'direct supervision.This was Font/Pitch 1,10 - Off.This was Font/Pitch 1,10 - On.

APPENDIX

CIVIL RIGHTS LEGISLATION

Title I: Title 1 of the Americans with Disabilities Act of 1990
Prohibits discrimination, exclusion from participation and denial of benefits on the basis of disability in the areas of employment.

Title II:  Title II of the Americans with Disabilities Act of 1990

Prohibits discrimination, exclusion from participation, and denial of benefits on the basis of disability in the areas of educational programming  and activities.

Title VI: Title VI of the Civil Rights Act of 1964


Prohibits discrimination, exclusion from participation and denial of benefits based on race, color, and national origin.

Title IX: Title IX of the Education Amendments of 1972


Prohibits discrimination, exclusion from participation, and denial of benefits based on sex.

MGL, Ch. 76, Section 5: Massachusetts General Laws, Chapter 76, and Section 5

Prohibit discrimination in all public schools on the basis of race, color, sex, national origin, religion, and sexual orientation.

Section 504:  Section 504 of the Rehabilitation Act of 1973


Prohibits discrimination, exclusion from participation and denial of benefits based on disability.
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	Dr. Michael Hehir

Dr. Kathleen

McLean
	Eileen

McManus
	Eileen

McManus
	Suzanne

Bernstein
	Marybeth Sacramone


Chapter 622 to Prohibit Discrimination in Public Schools

The following legislation affecting public schools was passed August, 1971. The law, Chapter 622 of the General Laws, Acts of 1971, is referred to as "An Act to Prohibit Discrimination in the Public Schools." The law reads as follows:

"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 study of such school on account of race, color, sex, religion, national origin, or sexual orientation."

This law, as does Federal Law Title IX, makes it clear that all aspects of public school education must be fully open and available to members of both sexes and of minority groups. No school may exclude a child from any course, activity, service or resource available in that public school on account of

race, color, sex, religion, sexual orientation or national origin of such child.

On June 24,1975, the State Board of Education approved regulations for Chapter 622. These regulations address five areas of school policy: school admissions, admission to courses of study, guidance, course content and extracurricular and athletic activities.

If you have any questions regarding Chapter 622, please do not hesitate to contact the principal. Copies of the low and the regulations can be obtained from the Bureau of Equal Educational Opportunity, 182 Tremont St., Boston, Mass. 02111, and (617) 727-5880.

The Assistant Superintendent of Schools has been appointed as the Coordinator of Chapter 622 and Title IX programs for the Wayland Public Schools. If, after contacting your principal relative to these programs, you have further questions or concerns, you may contact the Assistant Superintendent of 

Schools by calling 358-7728.

Diversity Initiative  1997

A major initiative over the past several years in the Wayland Public Schools has been the celebration of diversity.  As we contemplate the rich diversity of our world, nation, and local schools, it is useful for us to not only recognize the contributions of all people in our community, but to find ways to respect and honor them all for their humanity.

Wayland Schools policies and procedures, as well as Federal and State laws, prohibit discrimination against and harassment of certain groups of individuals.  People of the Wayland school community deserve commendations for their efforts at being sensitive to and inclusive of the diversity within the circle of our school family.

At this, staff are asked to reflect upon the ways in which each of you contributes to making gay and lesbian members of the Wayland community feel safe and accepted.

One way in which you can “reduce the invisibility” of gays and lesbians is to recognize several important realities.

For example:

(a) When referring to families, let’s not assume that every child lives with his/her “mommy and daddy,” in addition to many “combined families,” included among the students of the Wayland Public Schools are children of gay and lesbian families.  Let’s discontinue the use of unnecessary restrictive terminology and use the term “parents” on all forms and in our written and oral correspondence.

(b) When developing our curriculum let’s honor authors and contributors to field of study by recognizing their gay/lesbian lifestyle in an appropriate manner.  Remember that it’s reassuring for all learners to “see and hear themselves” in the curriculum.  This is not a taboo subject.

(c) Our schools include gay and lesbian parents, students, and faculty throughout the system.  Let’s prevent these students from suffering the derogation implicit in censorship and invisibility.  Let’s stop making assumptions about the people in our community and let’s actively create a climate of acceptance and safety for all.

We should take the opportunity to acknowledge the dazzling variety of our school system and to celebrate how far we have come over the past few years.  Let us also celebrate our collective diversity and open our minds and hearts so that all members of the Wayland Public School community will feel supported in their development.

Procedures for Resolving Complaints of Harassment (Including Sexual Harassment)

INTRODUCTION AND SUMMARY OF OPTIONS

The procedures described below are available whenever someone believes that a member of the Wayland Public Schools community or one of its employees has violated the school's policy on harassment. Under these procedures, someone who believes that s/he, or someone else, has been the victim of harassment is a complainant; any individual who has been accused of harassment, formally or

informally, is a respondent.

The Wayland Public Schools offers a range of options when someone believes that harassment has occurred. These include: (a) individual consultation, (b) informal complaint resolution, and (c) formal complaint resolution. Each is summarized below, first briefly, and then in more detail.

Any member of the Wayland Public Schools community who seeks further information about these procedures is encouraged to contact Brad Crozier, Assistant Superintendent, Title VI and Title IX Coordinator (358-3773) or Marlene Dodyk, Director of Student Services, Section 504 Coordinator (358-3756).

Below is summarized the three options available in dealing with sexual harassment.

Individual Consultation - The Wayland Public Schools employs in each building person(s) who can provide informal support and guidance to members of the community concerning allegations of harassment. No written records are kept. For further information, see the following sections below: A. Confidentiality, and D.I. Individual Consultation.

Informal Complaint Resolution - A concerned individual may turn to designate Wayland Public Schools personnel for action short of a formal hearing, For a complainant, such action may include informal mediation, arranging a meeting with the respondent, and/or helping in communicating with the respondent, Written records may be kept. Taking an informal approach at the outset does not preclude formal action later. For further information, see the following sections below: 

A. Confidentiality, and D.2. Informal Complaint Resolution.

Formal Complaint Resolution - The formal process begins when a written, signed complaint is filed with a Wayland Public Schools administrator. The administrator, acting on information she/he has received, may also initiate the formal process on behalf of the Wayland Public Schools. Filing a formal

complaint ordinarily means a full investigation by a trained investigator. If both complainant and respondent agree, the dispute may become the subject of formal mediation, involving one or more trained mediators. The dispute may also be submitted for a formal hearing. For further information, see the following sections below: A. Confidentiality, and D.3. Formal Complaint Resolution.

PROCEDURAL GUIDELINES

A.
Confidentiality - Wayland Public Schools recognize that both the complainant and the respondent may 

have strong interests in maintaining the confidentiality of allegations and related information, Accordingly, 

unless they authorize disclosure, individuals who share information with Wayland Public Schools officials may 

expect that their conversations will ordinarily remain confidential. In unusual circumstances, however - when 

information must by law be disclosed (for example,- when information received indicates a threat to safety, or 

when a formal written complaint has been filed) - it may be necessary to disclose it to Wayland Public Schools 

officials or others. An individual who has concerns about confidentiality should raise them early in the process.

B.
Legal Remedies -An employee who has been subject to sexual harassment has several legal options. S/he 

may bring suit under Federal or State Sex Discrimination laws, under Massachusetts’s statutes, which explicitly

prohibit sexual harassment, or tinder common law tort theories such as assault. An employee may also pursue 

any grievance and arbitration procedures established by a collective bargaining agreement and/or may file a 

charge with the Massachusetts Commission Against Discrimination ("MCAD'') or the Equal Employment 

Opportunity Commission ("EEOC"), The MCAD and EEOC will pursue the charge with no cost to the employee.

A student who has been harassed may file a complaint under Title IX. The United States Supreme Court has held that a student may recover damages in such an action. A student may also sue under tort theories and may bring a charge with the Office for Civil Rights. Under certain circumstances, sexual harassment may constitute child abuse under Massachusetts Law, G,L,C. 119 §51A. Wayland Public Schools shall comply with Massachusetts laws in reporting suspected cases of child abuse.

Use of these procedures does not preclude subsequent legal action. Similarly, the fact that legal action has begun or is possible does not preclude use of these procedures. Individuals may therefore wish to obtain legal advice as they consider how to proceed,

The Wayland Public Schools intends to protect the rights of all individuals who may become involved with the investigation of a complaint of sexual harassment.

C. 
Preventative Administrative Responsibility

1.
A copy of the Wayland Public Schools Policy on Harassment and these Procedures for Resolving Complaints of Sexual Harassment is to be distributed to each employee and included in the School/Student Handbook of each school.

2.
All new employees shall be given a copy of the policy within one week of their beginning

employment.

3.
At the beginning of each school year, each principal or supervisor shall review with all employees the procedures for registering a complaint about harassment and shall review the redresses, which are available.

4.
No principal or supervisor shall destroy evidence relevant to an investigation of discrimination or harassment.

D. 
Specific Procedures for Employees and Students
I .
Individual Consultation - Wayland Public Schools has trained persons who can provide informal support and guidance to individual members of the community on issues of harassment. A complainant, respondent, or concerned member of the committee may make use of such persons in order to:

a. discuss a specific situation or incident;

b. learn about Wayland Public Schools Procedure for Resolving Complaints of Sexual Harassment; 

c. learn about support services and resources;

d. get personal support and advice on how to proceed, and e. determine a course of action.

For example, the support person may help the complainant write a letter to the respondent or suggest ways in which the complainant can approach the respondent (the support person to one party should not, however, contact or meet with the other party). If an Informal Complaint or a Formal  Complaint is lodged, the support person may accompany and assist the individual through the complaint resolution process.

No written records of individual consultations are kept. For further information on confidentiality, see the Confidentiality section above.

The names, titles and telephone numbers of individuals trained to serve as support persons are listed in the attachment.

2.
Informal Complaint Resolution - Sometimes harassment issues are easier to resolve when an informal atmosphere encourages people to identify the difficulty, talk it out, and agree on how to deal with it. Informal Complaint Resolution is available to a complainant who seeks the help of a

specially-trained school official, but does not wish to file a formal complaint. Written records may be kept (see section A. Confidentiality).

All the services available through individual consultation - information, advice, and support - are also available here to the complainant, the respondent, or a concerned community member. In addition, depending on the circumstances, the following options are also available:

Informal investigation, in which one of the designated school officials speaks with the parties and with other individuals who may have information about the situation.

Informal mediation, in which a school official may help the complainant bring the problem to the respondent's attention, speak with the respondent and other witnesses, and help the parties arrive at a mutually-acceptable solution. Such a resolution may or may not entail a face-to-face meeting of the complainant and respondent. Mediation should be conducted only with the consent of both parties.

School officials authorized to engage in Informal Complaint Resolutions are listed in the attachment.

Possible conflicts exist between the roles of support person, investigator, and mediator. A school official who foresees such a conflict should avoid it by requesting assistance from another designated official. The individual should also call any such conflict to the attention of the officials involved. Each designated school official may, as needed, convene a meeting of other such officials.

Throughout the Informal Complaint Resolution process, the complainant and respondent may each be accompanied by the support person from the individual consultation stage, another adviser, or another support person from the school community.

3.
Formal Complaint Resolution - Anyone who believes that harassment has occurred may choose, either initially or after having sought to resolve the matter informally, to bring a complaint through the Wayland Public Schools formal procedures, one outcome of which may be disciplinary action against the respondent, The purpose of the Formal Complaint Resolution process is to ensure prompt, fair, and formal resolution of a complaint of harassment.

Please consult the Wayland Public Schools Administrative Procedures: Complaints Regarding Personnel, a copy of which is attached.

E. 
Resources
1.
Community Resources

Middlesex District Attorney Victim/Witness Bureau: (617) 494-4430

Town of Wayland Youth and Social Workers: (508) 358-7701 ext 126

2.
Wayland Public Schools contacts for information and advice include the following Title VI, Title IX, and Section 504 building representatives:

a. 
High.School:
Mr. Patrick Tutweiler, Principal- 358-3705

Ms. Marybeth Sacramone, Guidance Counselor: 358-3711

b. 
Middle School:
Ms. Betsy Gavron,  Principal: 655-6670

Ms. Suzanne Bernstein, Assistant Principal: 655-6670

c. 
Claypit Hill: 
Ms. Deborah Bearse, Principal: 358-7401

Dr. Michael Hehir, Guidance Counselor: 358-7401

d.
Happy Hollow: 
Mr. James Lee, Principal: 358-2120

Ms. Eileen McManus, Guidance Counselor: 358-2120

e.
 Loker:

Mr. Brian Jones, Principal: 655-0331

  



Eileen McManus, Guidance Counselor: 655-0331

f. 
Central Office: 
Mr. Brad Crozier, Assistant Superintendent: 358-3773

Dr. Marlene Dodyk, Director of Student Services: 358-3756

3.
Personnel Authorized to engage in informal Complaint Resolution

a. 
Mr. Brad Crozier, Assistant Superintendent

b. 
Dr. Marlene Dodyk, Director of Student Services

c. 
Ms. Deborah Bearse, Claypit Hill Principal

d. 
Mr. Patrick Tutweiler, High School Principal

e. 
Ms. Betsy Gavron, Middle School Principal

f. 
Mr. Brian Jones, Loker Principal

g. 
Mr. James Lee, Happy Hollow Principal

Student Record Regulations

FERPA

Family Educational Rights and Privacy Act 

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age (“eligible students”) certain rights with respect to the student’s education records.  The rights are:

1. The right to inspect and review the student’s education records within 45 days of the day the School receives a request for access.  

Parents or eligible students should submit to the School principal a written request that identifies the record(s) they wish to inspect.  The School official will make arrangements for access and notify the parent or eligible student of the time and place where the records may be inspected.

2. The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA.  

Parents or eligible students who wish to ask the School to amend a record should write the School principal, clearly identify the part of the record they want changed, and specify why it should be changed.  If the School decides not to amend the record as requested by the parent or eligible student, the School will notify the parent or eligible student of the decision and advise them of their right to a hearing regarding the request for amendment.  Additional information regarding the hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.

3. The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extend that FERPA authorized disclosure without consent.  

One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the School as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel): a person serving on the School Board; a person or company with whom the School has contracted as its agent to provide a service instead of using its own employees or officials (such as an attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks.  

A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.  

Upon request, the School discloses education records without consent to officials of another school district in which a student seeks or intends to enroll.  FERPA requires a school district to make a reasonable attempt to notify the parent or student of the records request unless it states in its annual notification that it intends to forward records on request.

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School District to comply with the requirements of FERPA.  The name and address of the Office that administers FERPA are:

Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue, SW

Washington DC 20202-5920
Student Rights

Rights belong to students upon reaching 14 years of age or upon entering the ninth grade,

whichever comes first.

1)
Student records consist of two parts: the transcript (contains minimum information necessary to reflect the student's educational progress - name; address; course titles; grades; course credit; grade level completed; year completed) and the temporary record (contains all other information -standardized test results; class rank; school-sponsored extra-curricular

activities; evaluations and comments by teachers, counselors, and other persons; disciplinary records).

2)
Student transcripts may only be destroyed 60 years following graduation, transfer, or withdrawal from the school system.

3)
When a student transfers, the school district should keep the original transcript and send a copy of the transcript to the new school.

4)
School districts must provide written notification of the anticipated date of destruction of students' temporary records. Notice in the newspaper is not sufficient. Notice should be included in graduation packets, and must also be given to a student at the time of transfer or withdrawal from the school system. (When a student leaves the system to begin home schooling, the principal should provide written notice.)

5)
School districts must keep temporary records for seven years after the submission of the annual End of Year Pupil and Financial Reports. The data to keep pertains to registers, pupil census, IEPs, etc. that substantiate figures on reports.

6) 
If immunizations are administered in the district, documentation must be kept for 10 years following the calendar year in which the vaccine was administered.

7) 
Health records of a transferring student should be sent by the school nurse directly to the

 
school nurse of the new school.

8)
As per 603 CMR 23.00: Student records, except for the provisions of CIVIR 23.07(4)(a) through 23.07(4)(h), no third party shall have access to information in or from a student record without the specific, informed written consent of the eligible student or the parent. Exceptions include the policy of this school to forward student's records to schools in which a student seeks or intends to enroll. For a complete copy of regulations regarding the release of student records, you may contact your child's school or see the regulations at www.doe.mass.edu/lawsregs 603cmr23/studrecscmr.html.

Curriculum Exemption  Massachusetts General Law Chapter 71, Section 32A
Parents have the right:
1. to exempt their children from any portion of the curriculum that primarily involves human sexual education or human sexuality issues, through written notification from the parent/guardian to the school principal: and

2. to inspect and review program instruction materials for these curricula.

School officials will:
1. provide reasonable access to these materials:

2. notify parents of curricula which pertains to sex education: and

3. ensure that parents know how to exercise their rights relative to this law.
Standardized Testing Programs: Massachusetts Comprehensive Assessment System (MCAS)

CONDUCT

The Education Reform Act of 1993 was passed in June 1993 and the following rules and regulations are now the law at the Commonwealth of Massachusetts.

The superintendent of every school district shall publish the district's policies pertaining to the conduct of teachers and students. Said policies shall prohibit the use of any tobacco products within the school buildings, the school facilities or on the school grounds or on school buses by any individual, including school personnel. Copies of these policies shall be provided to any person upon request and without cost by the principal of every school within the district.

a. Any student who is found on school premises or at school sponsored or school-related events, including athletic games, in possession of a dangerous weapon, including, but not limited to, a gun or a knife; or a controlled substance as defined in chapter ninety-four C, including, but not limited to, marijuana, cocaine, and heroin, may be subject to expulsion from the school or school district by the principal. 

b. Any student who assaults a principal, assistant principal, teacher, teacher's aide or other educational staff on school premises or at school-sponsored or school-related events, including athletic games, may be subject to expulsion from the school or school district by the principal. 

c. Any student who is charged with a violation of either paragraph (a) or (b) shall be notified in writing of an opportunity for a hearing; provided, however, that the student may have representation, along with the opportunity to present evidence and witnesses at said hearing before the principal. After said hearing, a principal may, in his discretion, decide to suspend rather than expel a student who has been determined by the principal to have violated either paragraph (a) or (b); provided, however, that any principal who decides that said student should be suspended shall state in writing to the school committee his reasons for choosing the suspension instead of the expulsion as the most appropriate remedy. In this statement, the principal shall represent that, in his opinion, the continued presence of this student in the school will not pose a threat to the safety, security and welfare of the other students and staff in the school. 

d. Any student who has been expelled from a school district pursuant to these provisions shall have the right to appeal to the superintendent. The expelled student shall have ten days from the date of the expulsion in which to notify the superintendent of his appeal. The student has the right to counsel at a hearing before the superintendent. The subject matter of the appeal shall not be limited solely to a factual determination of whether the student has violated any provisions of this section. 
e. When a student is expelled under the provisions of this section and applies for admission to another school for acceptance, the superintendent of the sending school shall notify the superintendent of the receiving school of the reasons for the pupil's expulsion.
Section 37L of said chapter 71 of the General Laws, as appearing in the 1990 Official Edition, is hereby amended by adding the following paragraphs:

In addition, any school department personnel shall report in writing to their immediate supervisor and incident involving a student’s possession or use of a dangerous weapon on school premises at any time.

Supervisors who receive such a weapons report shall file it with the superintendent of said school, who shall file copies of said weapon report with the local chief of police, the department of social services, the office of student services or its equivalent in any school district, and the local school committee.  Said superintendent, police chief and representatives for the department to social services, together with a representative from the office of student services or its equivalent shall arrange an assessment of the student involved in said weapon report.  Said student shall be referred to a counseling program; provided however, that said counseling shall be in accordance with acceptable standards as set forth by the board of education.  Upon completion of a counseling session, a follow-up assessment shall be made of said student by those involved in the initial assessment.

A student transferring into a local system must provide the new school system with a complete school record of entering student.  Said record shall include, but not be limited to, any incidents involving suspension or violation of criminal acts or any incident reports in which such student was charged with any suspended act.

Rules Governing Student Behavior mandated by Massachusetts School Reform Act of 1993

1. Weapons – Any student who is found on school premises or at school-sponsored or school related events, including athletic games, in possession of a dangerous weapon including, but not limited to, a gun or a knife may be subject to expulsion from the school or school district by the principal.

2. Drugs – Any student who is found on school premises or at school-sponsored or school related events, including athletic games, in possession of a controlled substance as defined in chapter ninety-four C, including, but not limited to, marijuana, cocaine, and heroin, may be subject to expulsion from the school or school district by the principal.

3. Assault – Any student who assaults a principal, assistant principal, teacher, teacher’s aide or other educational staff on school premises or at school-sponsored or school related events, including athletic games may be subject to expulsion from the school or school district by the principal.  Any student who is charged with a violation of either paragraph 1, 2, or 3 shall be notified in writing of an opportunity for a hearing provided, however, that the student may have representation, along with the opportunity to present evidence and witnesses of said hearing before the principal.

SUSPENSION
1. Suspension from school means that the pupil is excluded from school for a set number of days.  The principal or designee has the authority to suspend a pupil from school.

2. Suspension is one of the most serious disciplinary measures taken.   A student will receive an explanation of the charges against him/her and have an opportunity to present his/her side of the story before an impartial official before suspension takes effect.  Suspension may be served in one of two ways, in school or at home, depending on the severity of the offense.
TRAFFIC SAFETY PLAN

MORNING DROP-OFF

1. All vehicles enter the school driveway via the South/East side of Adams Lane (Plain Road/Claypit Hill Road).     Adams Lane is a one way road during the opening and closing of school.
2. Line up in the CENTER lane and loop around in front of the island to the striped Drop Off area.  (Vehicles entering the parking lot should line up in the right lane and turn into the parking lot when possible).  

· Pull all the way up to the front of the Drop Off area. 

· Children will exit the vehicle from the passenger side. 

· Do not exit your vehicle.  If your child needs assistance with bulky items or getting out of the vehicle, please park in the visitor parking lot and walk your child in.

3. All vehicles, except busses, are prohibited from entering the circle in front of the school from 8:00-9:00 a.m.  
4. All vehicles exit the school grounds via the North/West side of Adams Lane (Three Ponds Road/Claypit Hill Road).
AFTERNOON PICK-UP

1. All vehicles enter the school driveway via the South/East side of Adams Lane (Plain Road/Claypit Hill Road).     Adams Lane is a one way road during the opening and closing of school.
2. Line up in the RIGHT lane.  You will be directed by school personnel to pull forward into the circle in front of the school after the busses have cleared.  (Vehicles entering the parking lot should drive up in the center lane, stop and turn right into the parking lot yielding to vehicles moving in the right lane.)

· Pull all the way up to the front of the Pick-up area, when directed to enter the circle.
· Children will enter the vehicle from the passenger side. 

· Do not exit your vehicle.  
3. All vehicles exit the school grounds via the North/West side of Adams Lane (Three Ponds Road/Claypit Hill Road).  Be alert to walkers and drive with caution as you exit school grounds.  The Speed Limit in the School Zone is 20 MPH.
PARKING

1. All vehicles enter the school driveway via the South/East side of Adams Lane (Plain Road/Claypit Hill Road).  To enter the Visitors’ Lot: 

· In the morning, line up to the right, and turn into the visitors’ parking lot.  

· In the afternoon, turn into the center lane, stop turn right into the parking lot, yielding to cars in the pick-up lane on your right.

2. Children may not be dropped off in the parking lot.  We cannot ensure your child’s safety.  If you park, you MUST walk your child to and from the front door of the school.  While in the parking lot, children must be accompanied by an adult at all times.  

3. Please observe the following parking etiquette:

· Park only in designated, legal spots.  Do not park or stand in a travel lane or at the end of a row.

· Only vehicles displaying handicapped tags are eligible to park, stand, or stop in handicapped spots.

· Observe one-way arrows when entering and exiting the lot.

· Drive with caution!  Check your rear- and side-view mirrors often.  Children are small and less visible to motorists.  In addition, children may be unpredictable and often are not able to make the same judgments about traffic situations as adults.

· Observe all parking restrictions along Adams Lane.  No parking signs have been placed to ensure visibility so walkers can exit school property.  This area is also a pick-up zone for kindergarten children being bused from the Loker School in the afternoon.

4. Vehicles may only exit the Visitors’ Lot when directed to do so by the Traffic Supervisor.  Once the busses are loaded, vehicles will not be permitted to leave the lot until all the busses have gone.  All vehicles exit the school grounds via the North/West side of Adams Lane (Three Ponds Road/Claypit Hill Road).  

5. Visitor parking is limited.  If the Visitors’ Lot is full, you may park on the grassy area to the far side of Adams Lane.  The Staff Lot is reserved for Staff only.  If no parking is available, please join the drop-off or pick-up line.  We will supervise your children if necessary until you arrive.

SPEED LIMIT in School Zone is 20 MPH. 

Please drive with care and put away the cell phone.

FREQUENTLY ASKED QUESTIONS

· What if I am coming early, late, or mid-day?  From 8:00-9:00 a.m. and 2:30-3:30 p.m. (1:15-2:15 p.m. on Wednesdays), vehicles should enter from the East/South entrance to Adams Lane.  At all other times, vehicles may enter school grounds from either direction.  

· Do I have to go around if I am coming from Three Ponds Road?  Drivers coming from Three Ponds Road should turn right onto Adams Lane and loop around to ensure the orderly flow of traffic and avoid the potential safety concerns of having bi-directional traffic and walkers trying to navigate a narrow, busy intersection.

· At drop-off, can I enter the circle if the busses are gone?  You may enter the circle only if directed to do so by the traffic supervisor or school officials.  If busses run late, the circle must remain clear for safe unloading.  It is illegal to pass a stopped school bus that is unloading.

· Can I drop off before 8:30 a.m.?  Children should not be dropped off before 8:30 a.m.  Supervision of children is not available until 8:30 a.m.  Parents dropping off musical instruments may enter before 8:30 and take the instrument to the stage in the gym.  

· How long is the pick-up line?  The pick-up line is generally clear by 3:20 p.m.

· What if I am late because I am stuck in the pick-up line or I can’t park?  Staff members will supervise until all children are accounted for.  We recognize that there is a fair amount of traffic at pick-up and that it can be difficult to park.  Parents should remind their children to stay by the entrance to the school until they are picked up.  
· When can I turn left out of school grounds?  At all times except 8:00-9:00 a.m. and 2:30-3:30 p.m. (1:15-2:15 p.m. on Wednesdays), when vehicles should proceed straight onto Adams Lane in the northerly/westerly direction. 
· Can the traffic supervisor make exceptions?  No.  The traffic supervisor directs traffic to follow the traffic plan stipulated by School Officials and the Wayland Police.

SUBSTITUTE   PROCEDURES

All staff are required to call the building principal in the event of an unanticipated absence whether or not a substitute is required.  All classroom teachers, specialist and most special education teacher assistant are covered by substitutes.  The principal is responsible for providing substitute coverage.

In order to provide for instructional continuity, you are expected to maintain a Substitute Folder, visibly kept on top of your desk with the following instruction: a) lesson plans;

 b) class list/seating chart; c) special instructions.  

If you need substitute coverage for an approved anticipated absence, such as attendance at a conference or personal day, notify the school secretary as far in advance as possible. In this instance the school secretary will arrange for substitute coverage.

Please follow this procedure to ensure optimal substitute coverage.

· If you find out after 4:00 p.m. that you will be absent the next day, contact the principal that night until 9:00 p.m., the next morning between 5:30 and 6:30 am.  Do not call before 5:30 a.m. Whenever possible, please call the night before rather than waiting until morning.

· Call the school to report your absence.

When you call provide the following information.  If you leave a message, the principal will call you to confirm the message was received.  

· Name

· Grade or Subject

· Any special information for the substitute or office 

· A phone number where you can be reached

· Reason for your absence

Principal:
Debbie Bearse  (call cell number first)



Cell:     508-561-8178 



Home: 508-376-3770

School:
508-358-7401

SUBSTITUTE FOLDER INFORMATION

1. Class List

2. Seating Chart 

3. Name Tags or Desk Name Plates

4. Classroom Schedules including; specialists, instrumental music and students who receive SPED services.

5. Classroom Routines

6. Outline recess or other duty responsibilities

7. Dismissal procedure 

8. Teacher Assistant responsibilities

9.  Fire Drill Procedures

10. Extra Work Sheets

11.  How to contact the office – use of classroom phone

Deborah Bearse, Principal

Mike Hehir, Kathleen McLean, School Psychologists, Guidance Council

Jose DaSilva, Head Custodian

Debbie Besso, Administrative Assistant to the Principal

Rena Sarasohn, Secretary

DAILY ROUTINES: SUBSTITUTE INSTRUCTIONS

Morning Arrival
8:30
Be in classroom when students begin arriving.  During this time, students usually:


_________________________________________________________________


_________________________________________________________________

8:45
Take Attendance.  Attendance folder is located:


_________________________________________________________________

Put a check ( ) by each name for students present, and "A" for any student who is absent.  Mark a "T" next to students who arrive in class after 8:35 and are tardy.  Students may help with this but you should double-check it.

Collect any notes re: changes in after-school destination and record on destination sheet located in attendance folder and put__________________________________________.

Lunch Count:  slips are located:_____________________________________________

Help students with orders.  Students buying lunch use Lunch ID cards.  Cards are located________________________.  Have designated student(s) take the attendance folder to the office and lunch slip to the kitchen as soon as possible.

Morning Recess   ______________________________________________________________


_______________________________________________________________________

Lunch
This class goes to lunch at__________________and goes to outside recess at _______.

Recess
Students are not allowed back in the classroom during this time so they need their coats, lunch ID cards (if buying lunch or milk), ice cream money, etc.


Check teacher's schedule to see if you have duty.


You are welcome to eat in the staff dining room.


Check teacher's mailbox at lunchtime for messages.

Dismissal
3:00
(or 1:50 on Wednesdays)  Wrap up:  have students pick up floor, stack chairs, and put away work, get coats and bags ready for dismissal.  Check any notes for changes in destination and give notes to children to give to bus driver.   Hold students in the classroom to be called to their buses.  Once all the buses are loaded and have left the premises walkers will be dismissed from their classrooms.  Walkers will exit via the front doors.

Please check in with the office staff before you leave.  Thanks!

CLAYPIT HILL SCHOOL

SAFE ARRIVAL PROGRAM

What is the Safe Arrival Program?

· A program that ensures that every child in the school is accounted for at the start of each day.
Are all Claypit children enrolled in this program?

· YES all children are part of this program.

How does this program operate?

· Families phone the school (508-358-7401) before 8:45 AM and leave a message stating that their child(ren) will be absent or late. Message should include: child’s name, teacher’s name, date(s) of absence.  Anticipated future absences or late arrivals can also be called in ahead of time.

· The office staff keeps a log of all calls.

· Classroom attendance is sent to the office and cross checked with the messages at 8:45 AM

If a child is still unaccounted for, the office staff then:

· Rechecks the child’s classroom

· Contacts the parents at home(s) or work

· Checks with his or her siblings (if any)

· Phones emergency contacts

· Principal or designee drives to child’s home

· Police are contacted
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PEANUT FREE CLASSROOM

Dear Parents/Guardians,

We are writing to request your cooperation in an important matter in our classroom this year.  As there are children in our class who have life-threatening allergies to peanuts and peanut products, we are asking that you refrain from sending peanut or peanut-related products for snacks.  For lunch time in the cafeteria there are “peanut-free” areas, and your children are free to bring those foods for lunch, but the classroom is, by nature, not set up to accommodate students who are eating peanut products and those whose health will be seriously compromised by contact with them.  Contact can be as casual as touching a surface that has been touched by a student who has handled a peanut product.  The oils from the peanuts, as well as the peanuts themselves, can trigger serious and even life-threatening reactions for these children.

It might surprise you to learn how many foods, besides peanut butter and Snickers bars, actually contain peanuts and peanut products.  These include Ritz cheese cracker sandwiches, Keebler cheese and cracker snacks, and many granola bars, to name just a few.  The best way to determine whether or not the food contains peanuts, peanut traces, or peanut products, is to carefully read the ingredients labels.  While we know this is an extra step to add, we feel it important to request your cooperation, due to the seriousness of the consequences.

We wish for our classroom to be a stimulating, fun, and safe environment for all our students and we feel confident that, with your cooperation, we can achieve all this and more during our school year.  If you have questions, please feel free to contact us.

Sincerely,

Deborah Bearse

FIREDRILL PROCEDURE

Please be sure you have your class list, emergency procedures booklet, and the red and green  cards when you exit the building for a fire drill or any other emergency drill.  Familiarize yourself with the evacuation routes posted in your classroom.  Be sure that this information is posted in your classroom so a substitute can find it.  Include another copy in your substitute folder.

WHEN THE FIRE ALARM GOES OFF:
      

· Close the door to the hallway before you exit.

· Take the plastic sleeve with the information you need, exit through the nearest outside exit and move away from the building. Note exit options on evacuation route maps posted in each classroom.

· Line the children up in alphabetical order to facilitate attendance.  Hold up  the GREEN card is all students are with you.  Hold up your card with the RED card if you have students missing from the class.  Someone will come and get the names of missing students.  These “runners” will be responsible for returning students to their classroom teacher or to the specialist who has the class at the time of the drill.

· All volunteers, other non-staff adults and staff members who do not have students with them at the time of the drill should exit the building and assemble at the front of the building.

BATHROOMS

Bathrooms near the library will be checked by the SPED secretary.

Bathrooms across from the cafeteria will be checked by the office secretary.

Adult bathroom near staff room will be checked by the office secretary.

Bathrooms within classrooms will be checked by the teacher assigned to the room.

OFFICE

Secretaries will leave the building with the attendance sheets and emergency cards.

Nurse will leave with emergency meds and student information.

HALLS

If a student is in the hall and not able to return to their classroom, please take the student with your class.  If their class is nearby where you stand they can return to their own class.  Otherwise be sure that a runner knows you have that child so they can return them to their class.

RUNNERS
Runners will sweep the playground to check for red cards.  Names of children not accounted for and, in some cases the location where they are believed to be will be collected.  The runners will then find the students and report their location to the principal or designee or return them to either their classroom teacher or specialist who has the rest of the class.  The runners will be assisted, as needed, by staff members that do not have responsibility for children at that time.  Runners will also distribute additional information to teachers as needed.
VACATION – REQUEST FOR SCHOOL WORK  LETTER
I know you are concerned about your child’s education and want to keep him/her up to date while you are away from school. Your request for work shows your sincere interest.

I cannot give you exact assignments however; it is always helpful for children to do the following types of tasks while away to enrich their skills in various areas. Your choice depends on grade level and the type of trip you are taking:

· Continue reading nightly from whatever book he/she is reading. This could be augmented with reading about the place you are visiting, particular sights of interest, historical significance, etc.

· Keep a daily journal about the trip, including some places visited and people seen. Be sure to include personal reactions to what has been seen and experienced. Pay particular attention to how lifestyles, traditions and cultures differ from what is familiar.

· Collect postcards, travel brochures, etc.; take pictures (or draw some) to include in a scrapbook or travelogue of the trip, including narratives to explain what has been collected. Share the finished product with the class on her/his return.

· Use maps to track the routes of places visited; notice the towns, states, and countries and use math skills to calculate miles between destinations or between places on the map; compare populations of towns and cities in the area.

· Make a map of the places visited.

· Practice mental math problems while traveling between places.

· Read the local newspapers and cut out some articles to share with classmates back in Wayland.

· Make a “newspaper” filled with headlines and articles of things he/she has done on the trip. Writing one article a day is a manageable routine.  Include photos, crossword puzzles, cartoons and advertisements.

· Use math skills to add the restaurant bills, figure out gratuities, and determine change.

Thank you again for your inquiry. I hope these suggestions are helpful and you are able to incorporate some of them into your time away from school.

Sincerely,

Deborah Bearse

Principal

Faculty and Staff Rules for Acceptable Use of Wayland Public Schools Computers and Networks.   This document is accessed on the Wayland Public Schools web page.

www.wayland.k12.ma.us
HALLWAYS BEHAVIOR

OBSERVED PROBLEM BEHAVIORS:

Running and pushing

Noise – talking loudly and being “silly”

Jumping and trying to touch the top of doorways or hang from them

Walking in large groups that block passage in the hallway

Touching and damaging displays and personal belongings

Pushing doors open rapidly and without looking

Leaving unorganized clutter under coat racks

Lack of consistent teacher expectations

DESIRED BEHAVIORS:

Whole group lines – single file on the right side of the hall

Coats hung up and materials neatly stored in back packs

Children respectful and courteous of others as they pass in the hallways

Walking face forward

Open doors cautiously

Keeping hands to themselves and feet on the floor

Quiet in the halls

SCHOOL-WIDE EXPECTATIONS:

Courteous, quiet behavior on the part of children and teacher

Teachers monitoring organization of materials in the hallway

Teachers are able to leave doors open and not be interrupted by noise in the hallways

When going through a doorway, children and teachers open the door safely and pass it to the person behind them

Whole groups of children are escorted by their teacher to lunch and specials

Consistent expectation throughout grades

Leave time when transitioning groups and be prompt

EXPLICIT TEACHING NEEDED:

Teach children that all staff will hold them accountable for school-wide expectations

Respect for others’ work and belongings

Teachers moving in the hall at the end of lines so they can observe and monitor children’s behavior

Consequences and rewards – develop with the children and consistently reinforce them (consider where all children should sign a contract)

Review, model and practice rules intermittently

GIFT GIVING POLICY

State law provides that gifts in excess of $50.00 per year per family to a public employee are improper and must be reported to the State Ethics Commission, and gifts of $200.00 or more to either individual schools or classrooms must be presented to the School Committee for approval and acceptance.  The State Ethics Commission takes the position that its rule applies equally when a group of parents combine resources for a single gift if the value is more than $50.00.  It is important to note that staff members who accept gifts in excess of the state’s $50.00 notification requirement or the School Committee’s $200.00 limit risk being cited by the state or disciplined by the administration for failure to comply with established policy and/or state law.

HOLIDAYS, TRADITIONS, CELEBRATIONS
Our Wayland Public Schools mission statement on diversity states that we are committed to preparing student to live in a diverse world.  Therefore, we have a curriculum that reflects various cultures, ideas and beliefs.  At Claypit teachers may choose to advance the aims of this mission by teaching children about several cultural traditions, celebrations, and holidays throughout the world.

Our focus on the holidays is intended to help children understand differences and discover commonality in the symbols, stories, art and songs that make up traditions throughout the year.  In teaching about different cultural traditions and holidays, some of which may have religious origins, we take a balanced approach so that children learn about several different traditions in a non-judgmental way.  By exposing children to various holidays, we hope that they will understand and respect traditions which may differ from those celebrated by their own families.  We also hope children will feel respected for their own beliefs.

When we teach about religious holidays, it is to promote understanding, not to favor one religion over another.  We try to address various traditions in a similar manner.  We are careful about the way we speak about the religious beliefs reflected in the celebrations.  Stories or activities which include religious symbols are handled with care.

We do not decorate our school grounds or halls with symbols on one particular tradition.  We may sometimes create a display inside a classroom to teach about a specific tradition.



� This definition is a summary of the legal definition supplied by the DESE and WPS draft “Bullying and Cyber-bullying Policy” as of June 2010.





