
MARTIN SCHOOL
A Connecticut Commission on Culture and Tourism 
Higher Order Thinking Skills (HOT) School
[image: http://webtools.myschoolonline.com/image/display/local/0,2306,CT-6833,00.jpg]
Student/Parent
Handbook
2014-2015







August, 2014

Dear Martin School Families,

Welcome to the 2014-15 school year!  On behalf of the entire Martin School Community, I would like to welcome all returning and new students to our school.  We hope to have all families participate in our ongoing school events and programs this year.  Research indicates that when families and school staff work together, the achievements of children are far greater and more frequent.  There will be many opportunities this year for our families to visit, volunteer, and participate in exciting activities and classroom events at Martin School.

As the year progresses, we encourage all families to contact the school whenever you may have a question or concern.  We will continue to utilize our website to keep families and students involved in an interactive fashion.  Parents are encouraged and more than welcome to participate in special classes and grade level activities throughout the school year.

We feel strongly that Martin School continues to shine as a Higher Order Thinking School.  Ongoing high academic and behavioral expectations will continue to be our focus so that all students come to school to learn in the most productive and meaningful manner each and every day.  

Our Parent/Student Handbook is designed to assist all families throughout the school year.  Much of the information has been changed or updated, so please make reference to the 2014-15 handbook for this school year.  We hope you will review the information carefully with your students to ensure a positive line of communication all year.  Please also note that the Board of Education Policies are now at the back of this handbook for easy reference.  Those policies that are not printed are available on the Manchester BOE webpage and can be easily accessed at all times.

I again welcome all of our families to Martin School for the upcoming year! We look forward to providing all students the most exciting and rewarding educational experience.  


Sincerely,

Catherine Colavecchio
Principal
                              
                                                                     
                                                 School Focus: Academic Excellence
[bookmark: _Toc233361989]Technology and Fine Arts

Our school focus reflects our learning priorities, the first of which is academic excellence.  Students are rigorously challenged by our town-wide core curriculum, which includes: language arts (reading and writing), math, science, social studies, the arts and physical education.

Students in the 21st Century must be able to think critically, communicate creatively and solve problems analytically.  In pursuit of these goals, two areas that we at Martin feel are critical in developing young minds are technology and the fine arts.

[image: ]Technology is a tool not a subject.  We are using technology to develop learning, communication and information skills through technologically rich lessons.  Every classroom and the media center are wired for both Internet and cable.  We have a computer mini-lab and up-to-date computers in every classroom so that our students can have access to computers that use sound and video as well as text.

We also heartily embrace and provide rich cultural experiences for our children in an effort to foster creativity through the arts.  The arts convey knowledge and meaning not learned through the study of other subjects.  They represent a form of thinking and a way of knowing that is based in human imagination.  Creative activity is also a source of joy and wonder that encourages children to touch and taste and hear and see the world.  Children are powerfully affected by storytelling, music, dance and the visual arts.  They often construct their understanding of the world around musical rhymes, imaginative dramas and drawing.

The arts have far-reaching potential to help students achieve because the arts are closely associated with important ideas and events.  Students who have a good background in the arts are likely to have a richer source of information and insight to draw upon.

We work vigorously to make technology and the arts essential components of our curriculum.




The Martin Mustang – Our Mascot 
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WELCOME TO MARTIN SCHOOL

Dear Students and Parents,

Our student and parent handbook has been prepared to assist you throughout the school year.  Please review the contents with your child immediately upon receiving it.  Refer to this handbook whenever questions regarding policies, procedures, and activities arise.   The material covered within this student handbook is intended as a method of communicating to students and parents regarding general district information, rules and procedures and is not intended to either enlarge or diminish any Board policy, administrative regulation or negotiated agreement.  Material contained herein may therefore be superseded by such Board policy, administrative regulation or negotiated agreement.  Any information contained in this handbook is subject to unilateral revision or elimination from time to time without notice.  

This booklet is written for our students and their parents.  It contains required and useful information.  Because it cannot be as personal a communication as we would like, we address students not directly as “you” but rather as “the student,” “students,” or “children.”  Likewise, the term “the student’s parent” may refer to the parent, legal guardian, or other person who has agreed to assume responsibility for the student.  Both students and parents need to be familiar with the District’s Student Code of Conduct, which is intended to promote school safety and an atmosphere conducive for learning.

The Student Handbook is designed to be in harmony with Board policy.  Please be aware that the handbook is updated yearly, while policy adoption and revision may occur throughout the year.  Changes in policy that affect portions of this Handbook will be made available to students and parents through newsletters, web pages, and other communications.

 The purpose of this handbook is to help clarify how our school operates. To the extent that it is successful, it frees us as professionals to devote our efforts, individually and collectively, to providing the best educational experience for every child entrusted to our care.

[bookmark: _Toc233361991]Title IX Notice
Title IX is a federal law which states: “No person in the United States shall on the basis of sex be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any educational program or activity receiving federal assistance.”  
Manchester’s Title IX coordinator is:  Terri Smith
					 Manchester Public Schools										 45 North School Street
                                                             Manchester, CT 06042
                              Phone: 860-647-3595                                   Fax: 860-647-3327								














It is the policy of Manchester Public Schools that no person shall be excluded from participation in, denied the benefits of, or otherwise discriminated against under any program, including educational and employment, because of race, color, religious creed, sex, age, national origin, ancestry, marital status, sexual orientation, mental retardation or past/present history of mental disorder, learning disability or physical disability.
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MARTIN MISSION STATEMENT

The Martin School staff, in partnership with parents
 and the community, strives to create a learning 
environment that will help all children to be successful.




Our motto . . .

“Education with Imagination”



[image: http://www.legalaidnc.org/images/Clipart_HandsAroundWorld_Image.gif]
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It is the policy of the Manchester Board of Education that no person shall be excluded from participation in, denied the benefits of, or otherwise discriminated against under any program, including employment, on the basis of race, color, religious creed, sex, age, national origin, ancestry, marital status, sexual orientation, past/present history of mental disorder, learning disability and/or physical disability.
[bookmark: _Toc233361993]



Martin School Staff
2014-15

Kindergarten		BRIDE, Linda  
Kindergarten		EAGLESON, Alison 
Kindergarten		KNIGHT, Megan
First grade		BLOOMQUIST, Laura
First grade		LENG, Hillary		
Second grade		BORDEAUX, Maureen	
Second grade		VINCENS, Wendy
Second grade		WHIDDEN, Brienne
Third grade		DUNKLEE, Joyce
Third grade		KELSEY, Joy
Fourth grade		KING, Deryann
Fourth grade		TAMSIN, Elizabeth
Fifth grade		INKEL, Jill
Fifth grade		PERCY, Lauren
Fifth grade		PIETKEVICH, Tracy
Learning Center 	POLAND, Linda

	
COLAVECCHIO, Catherine	- Principal		                    
BRAZEL, Helen		- Secretary

		                    
ABRAHAMSON, Toni			-Classroom Paraprofessional			
ADAMS, Jim				-Custodian 
BILL, Rosanne				-Literacy Specialist
BONNEAU, Courtney			-Physical Education
BRETTHAUER, Fred			-Vocal/Choir
BREWER, Margaret			-Cafeteria	
CEDRONE, Grace			-Cafeteria Manager
CROPPER-ALT, Kristine		-School Psychologist
DAHMS, Debra			-Library Para
DELACRUZ, Helen			-ELL Tutor
DIETERLE, Lauren			-Special Education Paraprofessional
FOSTER, Janet				-Special Education Paraprofessional
GARRISON, Ken			-Band
GONDEK, Sandy			-Building Substitute
JOHNSON, Adina			-Gifted and Talented
JONES, Janice				-Reading Interventionist
LANDRY, Anne			-Speech/Language Pathologist
OZMUN, Diane			-Numeracy Coach
PLAVIN, Lisa				-Library Media Specialist
RUZZO, Andrea			-Art
SCHALLER, William			-Custodian
SHEWOKIS, Nina			-Quinnipiac Intern
STARR, Janet				-Social Work
STEINNEKER, Mary Ann		-Instructional Tutor
TROMBLEY, Brooke			-Special Education Paraprofessional
VALENTI, Celeste			-Strings		         
WALSH, Angela			-Building Paraprofessional
WILSON, Omyra			-Special Education Paraprofessional	             
WIRTALLA, Kathy			-Nurse
TBA					-Occupational Therapist







PERSONNEL and STUDENT   4012 	 Section 504 

Section 504 of the Rehabilitation Act of 1973 (“Section 504”) is an Act that prohibits discrimination against persons with a disability in any program receiving Federal financial assistance.  Section 504 defines a disability with respect to an individual as:

1.	a physical or mental impairment that substantially limits one or more major life activities of such individual;

2.	a record of such an impairment; or

3.	being regarded as having such an impairment.

In order to fulfill its obligation under Section 504, the Manchester Public Schools recognize a responsibility to avoid discrimination in policies and practices regarding its personnel, students, parents and members of the public who participate in school sponsored programs.  In this regard, the Manchester Public Schools will not knowingly permit discrimination against any person with a disability in any of the programs operated by the school system.  Persons who feel that they may have been discriminated against on the basis of disability should contact the Manchester Public Schools Section 504 Coordinator.

The school district also has specific responsibilities under Section 504 with respect to providing access to appropriate educational services for students who qualify under Section 504.  These responsibilities include the obligation to identify, to evaluate, and to afford access to appropriate educational services.  If the parent or guardian disagrees with the decisions made by the professional staff of the school district with respect to the identification, evaluation, or educational placement of their child, he/she has a right to an impartial hearing.  Additional written information about an impartial hearing is available on request from the Section 504 Coordinator.

Please contact the Director of Pupil Personnel or the Coordinator of School Health for the Manchester Public Schools, at phone number (860) 647-3448 with any additional questions or concerns about this policy.




Adopted:  May 29, 1979
Revised:   February 23, 2009
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[bookmark: _Toc233361997]FULL DAY SCHEDULE
9:05AM – 3:25PM
[image: http://www.spartanburg2.k12.sc.us/csf/Lunch clipart.gif]
[bookmark: _Toc233361998]LUNCH WAVES
11:00 - 11:35		First lunch wave  
11:45 - 12: 30		Second lunch wave 
12:30 -   1:15		Third lunch wave  

[bookmark: _Toc233361999]EARLY DISMISSAL SCHEDULE 
8:55	First bell
9:05	School begins
1:17	Dismissal (breakfast and lunch will be served)

[bookmark: _Toc233362000]90-MINUTE DELAY SCHEDULE
School begins at 10:35 and ends at 3:25
Morning buses will run 90 minutes later than usual

Children should NOT arrive at school prior to 10:35 a.m. on these days, as there will be no supervision.
ALL MORNING MEETINGS AND ACTIVITIES, INCLUDING BAND/ORCHESTRA, WILL BE CANCELED

[bookmark: _Toc233362001][image: http://www.spinalcord.ar.gov/Publications/Couriers/2004_01Courier/ReportCardClipArt.jpeg]SCHEDULE FOR REPORT CARD CONFERENCE DAYS
If there is a 90-MINUTE DELAY, conferences will be canceled and rescheduled.
Students will attend school until 3:25 p.m. – BREAKFAST AND LUNCH WILL BE SERVED.

[bookmark: _Toc233362002]LATE ARRIVAL/TARDINESS
Students who are not in their class by the 9:05 a.m. bell are considered tardy and must report directly to the office and must be signed in by a parent or guardian in the office before going to the classroom.  A student discovered on school grounds that has not signed in at the office will also be considered tardy.  A student who is repeatedly tardy may be considered truant.  Students may be subject to disciplinary action including suspension if the principal determines that tardiness is excessive.

[bookmark: _Toc233362003]EARLY DISMISSAL
By law, students must attend a full day of school.  In an emergency, please send a note to your child’s teacher explaining why and at what time you will come for him or her.  Please report to the office to pick-up your child and sign him or her out.

[bookmark: _Toc233362004]ARRIVAL AND DEPARTURE
For our children’s safety, parents should not use the bus area on the north side of the building to drop off or pick up children.  Parents should use the driveway directly in front of the school.  Please follow the posted signs and use caution.  Pupils crossing Dartmouth Road should do so at the crosswalk.  Please refer to the Safety Alert page for more detailed instructions. Students cannot be taken from the bus line by parents.  Parents should report to the main office and sign out their child. 

ARRIVAL AND DEPARTURE (continued)
 Please, whenever possible, send in a note ahead of time.  In an emergency situation, report to the main office and your child will be sent by the teacher on bus duty to meet you in the office. Parents who arrive early to pick-up their child should wait in the foyer by the main office so as not to interrupt instruction at the busiest time of the school day.  (Remember you must sign-out your child prior to taking him or her home so that we have a record of how your child departed.)



[bookmark: _Toc233362005]BUS TRANSPORTATION
All bus students must take their assigned bus home unless a note from their parents requesting other arrangements is brought to the teacher that morning.  Only children assigned to a bus are allowed bus transportation.   For safety purposes, the bus driver is in charge of all students while they are on the bus.  Students are expected to follow the driver’s instructions.

[bookmark: _Toc233362006]AFTER SCHOOL ARRANGEMENTS
All arrangements for after school activities must be made ahead of time, at home, to ensure that parent(s) are fully aware of where their children are.  The school will not release a child or allow him or her to go to an alternate destination without written parental permission.

[bookmark: _Toc233362007][image: http://www.sec.state.vt.us/image/movedenvelope.gif]CHANGE OF ADDRESS OR TELEPHONE NUMBER
Please notify the office as soon as possible whenever there is a change of address or phone number.   Emergency contact information must be up to date at all times so that we will be able to contact someone as quickly as possible in the event of an injury or illness.  The office number is: 647-3367.  This information may also be faxed to 647-3492.

[bookmark: _Toc233362008]ABSENCES
Please call the school attendance telephone line before 9:05 on the day your child is absent.  There is a recording set up to receive your calls.  Please give your child’s full name, grade and the reason for the absence.  The number to call is: 647-3365.  Upon return to school, your child should bring a note to explain the absence.

[bookmark: _Toc233362009]ABSENT HOMEWORK
Students who are absent for any reason are required to make-up work missed.  Ordinarily, all work should be made-up within one week.   A telephone call to the office (647-3367) will begin the process.  For an absence of less than three (3) days, students should see their teacher upon their return to school.  It is ultimately the student and parent’s responsibility to obtain make-up work.

 PARTY INVITATIONS
Children should not bring birthday party invitations to school for distribution.  This is disruptive to the learning environment and causes hurt feelings for those children who are not included.  We ask that you mail these invitations or make arrangements to distribute them outside of school.

[bookmark: _Toc233362010]BICYCLES
[image: http://clipart.usscouts.org/library/GSUSA_Clipart/Activity/bike.gif]Children, with written parental permission, in Grades 3 -5 may ride bicycles. Children who ride bicycles should not arrive at school before 8:55.  Bicycle riders should walk their bikes on school grounds.  State law requires students 14 and under to wear an approved bicycle helmet.  For your child’s safety, please be sure your child uses his or her helmet.

[bookmark: _Toc233362011]SKATEBOARDS AND ROLLER BLADES
Skateboards and roller blades are not allowed on school property.

[bookmark: _Toc233362012]LOST ARTICLES
A lost and found box is maintained in the cafeteria.  If your child has misplaced an item, please have your child check our lost and found box. 
[bookmark: _Toc233362013]
ELECTRONIC EQUIPMENT/ TOYS
Students should only bring to school items used for instructional purposes.  Items of great value (personal or otherwise) should remain at home. (iPods, entertainment devices, etc., should not be brought to school and the district will not assume responsibility for their loss).  Cell phones should be shut off and kept in backpacks at all times.  The district will not assume responsibility for loss or theft.


ACTIVITIES AND EVENTS
If a child is absent from school the day of an event or activity, or if the child is sent home by the nurse, suspended, or is picked up from school early for any reason, the child cannot attend an evening event or activity.
Students attending evening school events (concerts, plays, etc.) and PTA sponsored events (Family Fun Night, Ice Cream Social, etc.) must be accompanied by a parent who will remain at the event and supervise his or her child.

[bookmark: _Toc233362014]BEHAVIOR: Student Expectations
Every student and staff member in our school deserves a pleasant environment, which is conducive to learning.  Each student is responsible for his/her own behavior and the consequences of that behavior.  Thus, it is the student’s decision whether he/she receives praise or disciplinary measures for his/her behavior.

We expect students to:
· Respect the rights and property of others
· Be courteous to all students, teachers, and school staff.
· Listen to and follow the directions of all staff members.
· Keep voices at reasonable volume (no yelling or shouting).
· Request permission to use items belonging to others.
· Walk in an orderly manner in the school hallways.
· Follow the classroom and school rules.
· Respect school property 
· Help keep school and playground clean.
· Take proper care of school equipment and property.
· Respect themselves 
· Do the best work possible on all assignments.
· Complete all assignments (including homework).	
· Express ideas in a kind and thoughtful manner.
· Dress appropriately for school activities.
· Act safely so as not to endanger self or others.
· Be honest with self and with others.


TRIBES/PBIS
Martin School is a CT Commission on Culture and Tourism HOT (Higher Order Thinking) School. As a result, HOT Schools use the Tribes and the Positive Behavioral Interventions and Supports process for social/behavioral development, character education and community building. The clear purpose of the Tribes/PBIS process is to assure the healthy development of every child so that each one has the knowledge, skills and resiliency to be successful in a rapidly changing world.  The students achieve because they:
· [image: http://www.voge-es.eu.dodea.edu/clip art/school/kids1.gif]feel included and appreciated by peers and teachers 
· are respected for their different abilities, cultures, gender, interests and dreams 
· are actively involved in their own learning 
· have positive expectations from others that they will succeed 
PBIS Martin School Motto:
BE SAFE, BE RESPECTFUL, BE RESPONSIBLE	


[bookmark: _Toc233362015]

Appendix F:	Acceptable Use of Technology
In recognition of the potential for improper use of the Internet in the educational setting, the Manchester Board of Education requires that students who use the Internet comply with the following policies, and any other usage guidelines promulgated by the administration:
1. The use of the Internet is a privilege. As the owner of both the available hardware and software, the Manchester Public Schools may withhold this privilege. Failure to adhere to the established guidelines may result in the loss of Internet access, disciplinary action and/or referral to legal authorities. 
2. Use of the Internet must be in support of education and research consistent with the educational goals and objective of the Manchester Public Schools. 
3. E mail may be used for educational or administrative purposes. E-mail is not private. Those who operate the system have access to all e-mail which may be monitored at any time by designated staff to ensure appropriate use for instructional and administrative purposes. 
4. Users must not reveal personal information about themselves or others, including, but not limited to, the following: home address, telephone numbers, password, social security number or credit card number. 
5. Users will comply with all state, federal and local laws, including, but not limited to, copyright laws and laws prohibiting harassment by computer. 
6. Users must not interfere with others' work or with the performance of the computers, both hardware and software. Prohibited actions include, but are not limited to, the following: attempting to illicitly obtain or use passwords or screen names, entering closed areas of the network, introducing computer viruses or committing acts of vandalism, and/or any attempt to harm or destroy data of another user. 
7. Users may not establish any official representation of the school or school district (e.g., Internet home page) without obtaining prior approval of school administration. 
8. Each user will abide by the generally accepted rules of etiquette and applicable school policies.
To ensure that only authorized students who understand the bounds of permitted use will have access to the Internet, Manchester Public Schools must obtain the written permission of a student's parent or legal guardian before the student may access the Internet, unless the student is 18 or older.

The Board of Education’s complete policy on the Acceptable Use of Technology is available on the Manchester Public Schools website under Board of Education policies or access through the following URL: http://boe.townofmanchester.org/Policies/6000/6141.321.htm



 
[bookmark: _Toc233362016]
Manchester Public School Lunch Information
[image: http://www.whitebear.k12.mn.us/bles/Pictures/Clipart/lunch.png]
The goal of the Manchester School Lunch Program is to provide students with attractive, wholesome, nutritious, reasonably priced meals.  The National School Lunch Program (NSLP) is governed by the federal (United States Department of Agriculture) and state (Department of Education) regulations, and all menus must meet the Dietary Guidelines for Americans.

All meals are prepared on site at all Manchester Public Schools.  Chef salads, Bagel-yogurt plates, and deli sandwiches are available daily in addition to the planned hot lunch.   

To promote healthy choices, students are offered a variety of fresh fruit, canned fruit, 100% fruit juice, a vegetable choice, and fresh baby carrots on a daily basis.  A variety of milk choices, including low fat and flavored milk are offered.  If a student forgets his/her lunch, a sandwich and drink will be provided.  

[bookmark: _Toc233362017]Lunch Prices-CHANGES IN PRICES FOR THE 14-15 SCHOOL YEAR

Elementary:			Lunch $1.95	 Milk $.40

The School Lunch Program has a computerized debit system.  Students can either pay cash for their meals at the end of the serving line or deduct payment from an established lunch account.  The system allows the student to enter his or her student ID# to access their account.  Money is deducted from the account.  Cashiers will have pre-printed envelopes available to be used when making advanced payments.  All balances as of June 30th will be carried over to the next school year.  If you have any questions about the School Lunch Program, please feel free to contact our office at 647-3462.  

Breakfast is served daily at Martin School for $1.00. Breakfast and lunch will be served on half-days of school (such as conference days).


[bookmark: _Toc233362018]CAFETERIA BEHAVIOR
So that lunchtime is pleasurable, students are expected to be courteous to each other:
· Keep voices at a conversational level.
· Speak only to pupils at their table.
· [image: http://www.spartanburg2.k12.sc.us/csf/Lunch clipart.gif]Observe good table manners.
· Remain seated until excused.
· Leave table clean.
· Respect and obey all adults working in the cafeteria.

**	Lights out/whistle means no talking at all; important safety message will follow.












[bookmark: _Toc233362019]PHYSICAL EDUCATION DRESS POLICY

A child’s safety is our number one priority as physical educators. Proper attire for play is a very important factor in providing the optimum environment. 

Please make every effort to have your child dressed appropriately on “gym” days.  

1.	Good sneakers that provide support and traction, as well as, the flexibility of movement necessary in athletic footwear.  (Please - no hiking boots, sneaker boots, or slip-on shoes).
2.	Shorts or pants that are loose fitting to allow for movement, but not too baggy.  (Please - no skirts or dresses).
3.	T-shirts, shirts or blouses that are able to be tucked in and are not too baggy.
[image: http://eclipse.cps.k12.va.us/Schools/OSM/images/health6.gif]4.	No jewelry.  Bracelets, necklaces, watches, or rings can be a hazard during physical activity or can be broken or lost.  

Thank you very much for adhering to these simple guidelines.  We appreciate your support.





Appendix G: Other Important Board of Education Policies
Other Board of Education Policies listed below are available on the website of the Manchester Public Schools under Board of Education policies or accessible through the URL listed below:
Student Records Policy #5125 
URL: http://boe.townofmanchester.org/Policies/5000/5125.htm
Student Privacy Policy #5123
URL: http//boe.townofmanchester.org/Policies/5000/5125.pdf

School Wellness Policy #5141.4
URL: http//boe.townofmanchester.org/Policies/5000/5141.4.pdf

Search and Seizure Policy #5145.2
URL: http://boe.townofmanchester.org/Policies/5000/5145.2.pdf

Food Allergy Management Plan and Guidelines
URL:http://boe.townofmanchester.org/Polcies/departments/health/files/Managing_Student_Food_Allergies.pdf


Note:  Residents who do not have access to the Internet at home have access to the Internet at the Manchester Public Library.  In addition, Board of Education policies are available in each school’s office.
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[bookmark: _Toc233362021]DRESS CODE

Consistency is the key to a successful dress code.  

The dress code prohibits students from wearing outerwear, including jackets and hats, in the building during the school day.  This rule is in effect between the hours of 9:05 and 3:25 pm.
[image: http://raczkoteach.com/images/clipart/dress_code.gif]
Students must place hats and coats in the coat closet prior to the start of the school day.  Teachers are authorized to take a student’s hat and/or coat.

The student’s appearance is primarily the responsibility of the individual and her/his parents.  However, the school expects that the individual’s dress and cleanliness reflect sensitivity to and respect for others and that his/her attire will not be distracting or offensive to teachers or other students.

Martin staff will encourage each student to dress in a fashion that is in good taste and that is in a style appropriate for a school day.  Occasionally, there is a need for some students to dress in an individualized way.  The school will permit attire that falls within the broad guidelines stated above if not detrimental to the educational process and if not in violation of any lawful statute.

Hats may not be worn inside the school building. “Sagging” pants are also not permitted.

Although this is not an attempt to include all items, the following types of clothing are not acceptable in school:
· Clothing which is soiled with grease, oil, paint, or dirt.
· Articles of clothing having indecent writing, pictures, inappropriate slogans, and/or drug/alcohol advertisements.
· An article of clothing that could cause damage to other students or property.  Examples: chain belts, cleats, etc.
· Kerchiefs, hats, curlers, bandannas or sunglasses.
· Clothing that is torn, ragged, or that has holes.
· Bare feet.
· Flip flops of any kind; all sandals need some type of strap on them for safety from tripping.
· Short shorts, halter tops, and transparent tops.  Short shorts can be defined as gym length or less; halter-tops are meant to include half-shirts and tank tops; transparent clothing includes chiffon, mesh, or other clothing that is revealing.
· Studded accessories or belts, wristbands, multiple rings on hand, etc.
· The physical education teacher reserves the right to require specific clothing and footwear for the protection of students.
· Gang or gang-like colors and apparel.
· Writing of inappropriate words on gym bags, book covers, or book bags.
· Satanic or similar type ornaments/writings.
· “Sagging” pants are not permitted.
· Students are not permitted to carve or write on their skin.
· Excessive make-up or “face decorating” is not permitted.
· Heely sneakers.
· Any clothing or footwear with lights. 


Students who do not heed these dress requirements may be sent home and/or face disciplinary action.




[bookmark: _Toc233362022]Transportation Roles and Responsibilities

BOARD OF EDUCATION TRANSPORTATION OFFICE: - Debi Levesque, Transportation Coordinator, Telephone 647-3476.  This office handles transportation requests and will assist you with any problems or concerns you may have regarding your child's transportation.

During late August, September and into October, we receive over 60 calls per day.  Your calls will be returned; however we ask your cooperation and patience during this busy time of year. 
It will be most helpful if you spell your name, be sure to leave a phone number and allow us one full business day to respond to your call.  Keep in mind transportation changes may take up to two weeks to process.  

STOP CHANGE:  Bus stops are established to serve neighborhoods and in accordance with safety guidelines.  We do not consider changes to existing stops until all eligible students are provided with transportation, which may not be until the first week in October.

Requests for stop changes must be submitted, in writing, to the Transportation Office 45 North School St 06042, faxed to 647-5027 or emailed to dlevesque@manchesterct.gov

BUS COMPANY:  First Student Transportation – Sarah Pine, Dispatcher 643-2373 and Jon Russo, Lot Manager.  Notify the Bus Company if your child will be absent from a minibus (only).  Notify the bus company if your child is the only student at a stop and will be out more than 5 days. You do not need to call if your child will be absent from the bus for a day or two.  Bus/minibus Stops not used for five days (unless we receive notification from parents) will be eliminated and can take up to 7 days to reinstate. 

SUSPENSION OF TRANSPORTATION PRIVILEGES:  Transportation to and from school is a privilege.  The Manchester Board of Education expects all students to obey the rules and regulations as set forth by the Board.  If a student misbehaves on a bus/minibus, a discipline report will be sent to the school for disciplinary action.   Parents and students should be aware that inappropriate behavior may result in suspension of bus/minibus privileges.

It is essential that students are aware that the safety of all students traveling on a school bus depends on each student acting appropriately.  Inappropriate behavior of one student can have serious consequences for all students.  Students are expected to contribute to an atmosphere of courtesy and respect on the school bus, and recognize that the bus driver has the same authority on the bus as the teacher has in the classroom.
Before contacting us, please review the information we have provided in this packet.  

PARENTS’ RESPONSIBILITY:
· Parents should make sure that children reach the school bus stop at least five minutes before the scheduled bus pick up.  
· Parents must accompany Kindergarten and Head Start children to and from the bus stop.
· Please be aware that the pick up and drop off stop must be the same every day.
· Parents may not board the Bus.
· Parents should instruct children to:
· Walk facing traffic, if they must walk on the roadway.
· Look both ways before crossing the roadway.
· Wait for the bus driver to activate the lights and wait for the driver to motion them to cross the street.
· Wait on the shoulder, off the pavement.
· Wait until the bus stops before trying to board.  Children must not rush onto the bus.  Once on board the bus they should take the next available seat or follow driver directions.
· Behave appropriately walking to and from and while at the bus stop.
· Follow the bus behavior rules.
 
· No eating is allowed on Minibuses or Buses.
· Must remain seated and in an upright position while on the vehicles
· Scooters, skateboards, snowboards, roller blades, roller sneakers or roller skates are absolutely prohibited on school busses at all times.  This also means they are not to be placed in backpacks for use before or after exiting the vehicle










CHANGE OF ADDRESS

Elementary School
If you move within the town of Manchester, and your child is in elementary school, you must bring proof of residency to your student's current school office.  That school office will process your change of address and advise you of any change in school location due to your move.   You should then notify the Transportation Office at 647-3476; or, if your child is a Special Education Student, you must notify the Special Education Department at 647-3484.

Middle School and High School
Notify your child's school and then contact the Transportation Office at 647-3476 or SPED 647-3484

Remember if you move the Board of Education must have your new address and date of move as soon as possible.  Transportation changes can take one to two weeks for implementation.  For address changes we will need-- Student name, grade, school, old address, new address, telephone or cell phone number, and bus or minibus number.






















WALKING DISTANCE: Board of Education Policy 3541
The maximum walking distances from home to school or to a bus stop: 
· Pupils enrolled in grades K through 6, one mile.
· Pupils enrolled in grades 7 through 8, one and one-half miles.
· Pupils enrolled in grades 9 through 12, two miles.
· Kindergarten pupils at mid-day both A.M. session dismissal and P.M. session pick-up, one mile limit. 

HOW DISTANCE IS MEASURED: Policy 3541.2
"Walking distance" for elementary school students means the linear measure of a prescribed or authorized route between the student's residence and the bus stop or school, measured from the center of the curb line or edge of the paved road in front of the student's residence to the bus stop or pick up or drop off area at the elementary school.

"Walking distance" for middle school and for high school students means the linear measure of a prescribed or authorized pedestrian route between the student's residence and his/her bus stop or school, measured from the edge of the paved road in front of the student's residence to the designated stop or nearest safe entrance to the school grounds. 
DAY CARE:  Transportation available for Grades K-6 only
The Manchester Board of Education will provide busing for childcare purposes for grades K-6 in accordance with the following guidelines:
· Students must be residents of Manchester.
· Pupils requesting Day Care transportation may be either riders or walkers.  The day care location must be within the student’s school district boundaries in a riding area and at least one mile away from the school.
· Day Care transportation for walkers will be provided on a space available basis, if it does not disrupt the existing schedule of the bus
· Pupils must board or leave the bus at a designated school bus stop.
· If a pupil is picked up in the A.M. at the day care, then the pupil will be dropped off at the same day care in the P.M.  If pupil is picked up in the A.M. at home, then the pupil will be dropped off at home in the P.M.
· Day care transportation will be consistent every school day.
· Parents/guardians of pupils, whose home address would make them eligible to ride, may make application for special transportation to a day care location prior to June 1st.  They will be guaranteed space for their child on that bus to the day care location.
· Application for day care transportation presented to the Board after June 1st will be assigned on a space available basis.  Seats will be allocated to pupils seeking transportation to day care after allowances are made for all regularly assigned bus riders who reside in the area served.
· Parents/guardians requesting day care transportation that falls within policy guidelines after June 1st may not be accommodated until after October 1st.
· Bus drivers shall transport only the designated pupils on their route.  Drivers will run their route in exactly the sequence as outlined by the board of education.
· Parents must provide their child’s school with all pertinent Day Care information Including:
· Student’s name, parents’ names, home address, phone number, cell numbers. 
· Day Care provider’s name, address, phone number, cell number and any other information parent deems pertinent to the student’s day care.



MEDICAL TRANSPORTATION REQUESTS:
Requires specification and authorization of a physician.  Contact the nurse at your child's school or the transportation office to obtain the appropriate forms and information.

MINIBUS or LIFT Bus Students
Parents or adult designee of Kindergarten, Special Education and Head Start Children are required to be at the bus stop to meet their children.  It is your responsibility to be there for your children.
 
· Be ready 5 minutes before your scheduled pick up time.  The minibus/lift bus may arrive 
between 5 minutes before or 5 minutes after the scheduled pick up time.  This 
10-minute span is needed due to traffic throughout town and the schoolyards.
· Please allow 30 minutes before and after scheduled pick up time for the first few weeks of school.
· Students should be waiting outside.  Minibus transportation is curb to curb.  Minibuses will not go into driveways or on private property.  Minibus’ will not wait for students or blow 
their horn.
· The driver cannot leave the driver’s seat.  If your child requires assistance getting on or off the minibus or requires supervision, it is your responsibility to make sure someone is there to board the minibus and assist the child with buckling the car seat or E-Z-On vests.  
· Minibus’ can not wait.  If no one is present to assist the child, the child will be brought back to the school or Head Start, the Board of Education offices, and when necessary to the Police Station accompanied by a Board of Education staff member.  Anytime a child is brought back, the route runs late.  Chronic abusers will be warned and then referred to appropriate authorities.
· Say your good-byes and hello’s before the minibus arrives.  Conversing 
with your child while still on the minibus delays the route for others. 
· If your child is on First Student Transportation and is going to be absent, please call the company’s dispatch office at 643-2373.  When you call, leave your child’s name, home address, school and the minibus/lift number so that the transportation will be cancelled for the day.
· Head Start parents should call 647-5004. 
· All others should call the Transportation Coordinator at 647-3476.

ALTERNATIVE TRANSPORTATION

· All previously stated information applies to Alternative Transportation except as noted below.

· During the course of the year, your child's transportation may be assigned a vendor other than First Student, depending on the school they are attending or any special needs.  These vendors have served Manchester Public Schools in the past and are required to maintain high performance standards with regard to safety and timely deliver of our students.

· At the present time various vendors are used for alternate transportation.  Once transportation has been arranged, you will be contacted with the vendor information and applicable pick up and drop off times.

· All vendors are required to operate in accordance with the procedures contained in this document.

· If your child is going to be absent, please call the Vendor directly, Vendor telephone numbers will be provided at the time your child's transportation is assigned.  When you call, leave your child's name, school and the van number so that the van will be cancelled.
EQUIPMENT FOR SPECIAL ED, HANDICAPPED OR STUDENTS WITH INJURIES 

WHEELCHAIR:  Maintenance is the responsibility of the family.  Wheelchairs must be maintained in good working condition.  Batteries should be charged regularly.

CAR SEATS: Are provided by the Special Education Department.

E-Z-ON VESTS: Are provided by the Special Education Department.  Vests must be the correct size and properly fastened.  If your child's vest does not fit properly, contact your child's teacher for a replacement.

LIFT VEHICLES:	There must be an area shoveled at the curb large enough for the driver to stand to operate the lift, with room enough for the lift to be lowered completely.  Drivers will not shovel and will not pick up lift passengers if the area is not completely clear.

CRUTCHES:  Students with crutches are not permitted to ride the regular full size school buses.  Please provide the school nurse with medical documentation of your child's injuries and special transportation arrangements will be made.




DELAYS AND EARLY DISMISSALS FOR ALL STUDENTS

90-MINUTE DELAYS (1 hour and 30 minutes) FOR STUDENTS IN THE DISTRICT:

All delayed openings in Manchester are 90-minute delays.  Your school will provide you with a late opening schedule at the beginning of the school year.  If you do not receive this information, please contact the school.  During bad weather, you may obtain information by tuning in to: WTIC AM/FM, WRCH, WZMX, WHCN, WKSS, WWYZ, WDRC AM/FM and WFSB (CH 3) WTNH (CH 8) WVIT (CH 30).

If your student rides a bus/minibus he/she will be picked up 90 minutes after the normal pick up time, when there is a 90-minute delay.  It is your responsibility to know what the normal pick up time is and have your student at the stop 90 minutes after that time.

HEAD START- 90 Minute Delays.  All ½ day Head Start programs are cancelled. 

PRESCHOOL PROGRAMS- AM programs will be cancelled; PM sessions will run according to the 90 minute delay schedule.

90-MINUTE DELAYS (1 HOUR AND 30 MINUTES) FOR OUT OF DISTRICT SCHOOL:

If the Manchester Public School system has a 90-minute delay, then all out of district transportation will be delayed 90 minutes.  This means that out of district students will be picked up 90 minutes after their normal pickup time.  It is your responsibility to know what the normal pick up time is and have your student at the stop 90 minutes after that time.


EARLY DISMISSAL DUE TO WEATHER:

If Manchester Schools are dismissed early due to weather, we contact the out of district schools and our vehicles are dispatched to pick up our students.  Manchester students residing in other towns and attending out of district schools will be handled on a case-by-case basis.

										

[image: http://school.discovery.com/clipart/images/school-bus-stop.gif]
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The Manchester Board of Education welcomes the interest of the Manchester community in the programs and activities within the Manchester Public School, as well as the observation of classes by parents and other interested members of the community.  Furthermore, the Board encourages visitors to observe schools in operation and to channel expressions of approval, as well as constructive criticism to the staff and the Board of Education.  The Board also recognizes its responsibility to ensure that students must learn in an educational environment free of unnecessary disruption and distractions and to provide a school environment that is safe for staff and students alike.

In the interest of protecting the welfare of students and staff, preserving the privacy rights of students, minimizing disruptions to the learning process, and maintaining order and security on its premises, the following guidelines have been established:

1. Upon arrival on school grounds, all visitors, including members of the Board of Education, must register at the main school office and secure a visitor’s identification badge and receive added instruction from the school staff.
2. Staff members should be alert to the presence of unauthorized visitors and report their presence to the principal promptly.
3. Non-school personnel may not initiate, direct, conduct, control, or regularly attend the meetings of student groups without prior approval from the principal.
4. School volunteers are required to register in the Volunteer Sign-in book when they are visiting or volunteering in the schools.
5. Anyone wishing to make an appointment to observe a class must contact the administration of the school prior to the observation.  At least 24 hours notice is required.  Exceptions will be made at the discretion of the administration.
6. In addressing requests for classroom observation, the administration will consider its responsibility to avoid disruption to the learning environment.
7. Requests to observe a class shall be granted, unless such request(s) would be disruptive to the educational process.
8. Visitors are expected to follow school rules.
9. Visitors observing classes should not initiate conversations with students or otherwise interrupt normal activities.  Any questions should be addressed after the class, apart from the student body, to the teacher and/or administrator.
10. Audiotaping, videotaping or photographing school activities by third parties may invade the privacy rights of students and staff, and will, therefore, not generally be allowed.  Exceptions to the guideline may be made by the administration, subject to reasonable restrictions, as the administration may, in its sole discretion, decide.
11. The Principal or her/his designee shall have complete authority to exclude from the school premises any persons who she/he has reason to believe are disrupting the educational programs in the classroom or in the school, are disturbing teachers or students on the premises, or whom the principal believes are on the premises for the purpose of committing an illegal act.
12. An unauthorized visitor shall be guilty of loitering on school grounds when she/he loiters, or remains in or about a school building or grounds, without a reason or relationship involving the custody of, or responsibility for, a student, or for any other authorized activity, license, or privilege to be there.
13. The administration is authorized to file a trespassing complaint with the Manchester Police Department, when applicable or appropriate.
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[bookmark: _Toc170226823][bookmark: _Toc170227076][bookmark: _Toc233362024]Homework Policy   6511
[bookmark: _Toc170212083][bookmark: _Toc170225715][bookmark: _Toc170226824][bookmark: _Toc170227077](Enrichment and Reinforcement of Learning)

[bookmark: _Toc170212084][bookmark: _Toc170225716][bookmark: _Toc170226825][bookmark: _Toc170227078]The Manchester Board of Education believes that homework is an integral part of the instructional programs and learning experiences articulated throughout the PreK-12 curriculum.  Homework is an effective academic tool that is vital to students’ academic success and can have significant positive effects on student learning.  The Board of Education recognizes the classroom environment as the primary instructional center.  However, most homework is accomplished at home where parents can support student learning through homework achievement.  The Manchester Board of Education recognizes and respects the importance of quality family time.  It is not the intent of this policy to significantly impact the family during holiday celebrations and/or school vacations throughout the school calendar year.  Homework assignments should be carefully planned and assigned with respect to family needs as well as student learning.

[bookmark: _Toc170212085][bookmark: _Toc170225717][bookmark: _Toc170226826]The potential power of homework is directly related to the quality and evenly planned distribution of assignments.  Homework, under the policy, is defined as those activities and assignments that students prepare outside of the classroom.  The Board further supports homework:

1. To provide additional review and practice in mastering specific skills.
2. To prepare students for the next day’s lesson.
3. To allow for more in-depth exploration of topics beyond the academic day.
4. To provide additional time to identify and learn via community resource opportunities, such as the library, the Internet, and reference materials.
5. To assist students in the development of time management, study habits, responsibility, and personal organizational skills for learning.
6. To acquaint parents with the school program and their child’s educational progress.

Teacher/School Responsibility:
Homework should be a learning process for students, not limited to preparation and practice.  Therefore, all assignments should be carefully planned and articulated to students.  Homework is regarded as an extension of classroom instruction.  Homework instructions are essential.  The purpose and relevance to academic instruction should be clearly communicated by teachers and understood by parents.  When possible, teachers should provide students with an opportunity to begin assignments in class to ensure students’ comprehension of assignment expectations.

It is highly recommended that whenever possible, homework assignments should be individualized as students have individual learning needs, and they accomplish tasks at varying rates and through varying learning styles.  Individual assignments may provide a more comprehensive in-depth study for students.  However, when possible, group assignments are beneficial in providing collaborative and cooperative group interactions with peers.  Such extension activities may be conducted within the classroom or school environment.

Homework tasks and time should be appropriate for completion at home.  The length of time calculated to complete an assigned task should include time spent for gathering supplies and organizing materials.  Students who choose to accomplish homework and projects within the school (during a study hall or after school) should have easy access to computers as a resource.  Students should also have access to project and school supplies on an as needed basis.  Additional homework support services in secondary schools are made available to students.

Middle school teachers (and high school teachers whenever possible) should coordinate major assignments.  A calendar of assessment requirements will be coordinated and communicated among the team or grade level teachers.

Homework completion and appropriate teacher feedback should be provided.  Short-term assignments should be promptly reviewed and long-term assignments, such as reports and projects, should be graded accordingly.

Parent Role:

Cooperation between home and school is essential for student success.  Supportive parents can have an effect on their child’s learning by providing their children with a quiet, positive home study environment.  Parents should understand the strong curriculum-to-homework connections because they are clearly articulated by the teachers.  School email services may be made available to parents and students depending on facility accommodations.  

Little teacher intervention or further explanation should be needed to accomplish the assignment so that students are able to complete assignments with minimal parental assistance and encouragement.

We value parent information and observations about their child’s study skills and work habits at home.
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GRADE LEVEL EXPECTATIONS FOR HOMEWORK POLICY

The effectiveness of different types of homework can vary according to the student’s age and ability level.  Establishing regular homework patterns early in the year is helpful to all students.  Individual student needs may be different, and it is recognized that homework expectations may vary somewhat depending on the student.  Homework can serve different purposes at different grade levels.  The frequency and the quality of homework will increase from elementary to middle to high school.  Certain factors should determine the type of frequency and quantity of homework assigned.  Homework should be appropriate to the ability and maturity level of the individual student.  A variety of assignments can motivate and possibly hold students’ interests.

Grade			Average Minutes Per School Night (excluding vacations)
						
Kindergarten			0-10 minutes
Grade 1 			10 minutes
Grade 2			20 minutes
Grade 3			30 minutes
Grade 4			40 minutes
Grade 5			50 minutes


Homework involves responsibilities for students, parents, and teachers.  Teacher responsibility includes assignments of reasonable time and duration that provide a meaningful continuation of school learning.  Student responsibility includes keeping track of all assignments and submitting them on due dates.  Parent’s responsibility includes taking a positive attitude toward homework, encouraging students to allot time wisely, and providing limited assistance.

[bookmark: _Toc233362026]FAMILY VACATION 
(as per Board of Education Policy 5110H)
“Parents are urged to schedule any family vacations in accordance with the established school calendar for the year.  The school is not responsible for providing any alternate education experiences during such absences.”



	
THE SCHOOL RESERVES THE RIGHT TO EXCLUDE STUDENTS FROM FIELD TRIPS AND SCHOOL ACTIVITIES.

In general, a student is excluded because of consistent behavior problems and/or unresolved financial obligations.

[image: http://school.discovery.com/clipart/images/fieldtrp.gif]A student who is absent, suspended from school or sent home ill may not be permitted to participate in any school activities.

Parents MUST be present at PTA functions to supervise their own children. Students cannot be “dropped off.”
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Attendance Policy for Students
Connecticut State Law requires parents to cause their children to attend school regularly during the hours and terms the public school is in session (Statutes 10-184 and 10-199 through 10-202).
The Manchester Board of Education believes it is the shared responsibility of the school and the home to assist students to develop desirable habits of punctuality and attendance.  Absence from class and tardiness to class disrupts continuity and prohibits achieving maximum potential. The Board is aware of the growing body of research findings that stress that “time on task” is a central factor in how much students learn.  Thus, the Board is convinced that an effective and demanding attendance policy must be pursued by the Manchester Public Schools.  Students who are not in school and in class, on a regular basis and on time, cannot properly benefit from instruction.

The administration is directed to establish procedures that stress prevention and inquiry leading the remediation of absences and tardiness.  After reasonable efforts to remediate, the imposition of punitive measures and referral to legal authority is recommended.  Alternate educational experiences are to be considered after all efforts have been made to establish students in the “mainstream.” The Manchester Board of Education has established a Youth Service Bureau, which, along with other school personnel, is responsible for school attendance matters.

[bookmark: _Toc233362029]Truancy Policy for Students
The Board of Education recognizes the importance of early intervention for students exhibiting truancy behavior.  A “truant” means a child enrolled in a grade from kindergarten to eight who has four unexcused absences in one month, or ten unexcused absences in one year.  A “habitual truant” means any such child who has 20 unexcused absences within a school year. School personnel, whenever possible, and as much as possible, will seek cooperation from parents and assist parents in remedying and preventing truancy.

Martin Elementary School
[bookmark: _Toc233362031]Parent Volunteer Guidelines
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            Thank you for volunteering to work at Martin School. We depend upon you, our volunteers, to help make Martin a special, supportive place to learn and grow.  For the good of our students, there are several guidelines that we would like to make clear to ensure a positive relationship between you and the school community. Both students and parents need to be familiar with the District’s Student Code of Conduct (please refer to Student Conduct and Disciplinary Action in the Martin Student/Parent Handbook) that is intended to promote school safety and an atmosphere conducive for learning. These guidelines are designed to be in harmony with Board policy. Please be aware that the guidelines will be updated annually, while guidelines and revision may occur throughout the year. 

Sign In at the Office and Wear a Volunteer Badge
Parent volunteers must check in at the office, and wear a Volunteer I.D. badge. Please sign in and out on the 
volunteer roster in the school office. Besides the obvious need to know who is in our school for safety reasons 
(fire drill, evacuation, etc.), the office may need to get in touch with you (phone call, sick child, etc.). Knowing 
where volunteers are is vital, especially in emergencies. 




Confidentiality
Board of Education expectations are clear, volunteers must maintain confidentiality; students have privacy rights.
If parents ask you about a student’s performance or behaviors, please refer them to the teacher. It is inappropriate
to discuss situations observed while acting as a volunteer. We also require that if you have a question or concern about a specific child, you ask the teacher in confidence and privacy, not in the presence of students or parents. In other words, please do not engage the teacher in a discussion about your child in the classroom when other 
students  or volunteers are present.

Names and Labels
Every child brings to school his or her own specific skills and abilities. Everyone is unique and special in his or 
her own way. Some students learn quickly and some come to school with less developed skills. Each child grows
and learns at his/her own pace. We are here to help students grow as fast and as well as they can. Please do not
make value judgments or label the abilities or skills of any child. Please be careful not to compare your child to another, as they are all unique individuals.

Questions and Concerns
We do not expect you to agree with everything a teacher does in class or with every school rule; but each teacher’s
 job is to make decisions in the best interest of the whole class/school. If you have a problem, concern or disagreement with a teacher, please bring it to the teacher’s attention privately at an appropriate time. Discussing issues in the middle of class, or with other staff members or parents is not appropriate at any time. Clear, open, 
and direct communication is vital to Martin School. If the issue is not resolved, please share your concerns with
the principal.

Discipline
The school, and each classroom, has an established discipline policy that is located in this handbook. Please talk 
with the teacher to see how you can fit into and support the program. When issues arise concerning inappropriate student behavior, we expect parents to notify the teacher and the teacher will take appropriate action. We ask you 
to support students by encouraging them to make good choices and demonstrate appropriate behaviors. Always
 speak to students in a calm and respectful manner. We appreciate your efforts and help. Whenever possible, we 
try to work toward positive discipline. In practice, we ‘catch’ the students doing appropriate things and give the recognition in front of other students. We try to focus our direction on what we want the children to do, rather 
than on what we don’t want them to do. In situations that require immediate intervention, volunteers will 
intercede in order to provide a safe environment for the child. The circumstances will be reported immediately
 to a teacher/staff member who will then assume responsibility and control of the situation.

Positive example: “I want the group to be quiet because I have some important instructions. Thank you, Sally.   
Sean, I can tell you are listening.”
Negative example: “Stop talking this minute. Sara, that means you.  Sean, I told you not to talk.”

Accept and Value Diversity
Each of our parents comes from a slightly different background and culture. They all have their own ideas and experiences about raising children. We ask that you accept their children and respect their beliefs and requests. 
The diversity of people, values, cultures, and beliefs is what makes such a rich experience for all of us.

Helping the Teacher and Class: Your Primary Responsibility
Parent volunteers work under the direction of the classroom teacher, or certified staff if the event is school-wide,
 who defines the volunteer’s duties and expectations. Your primary responsibility in the classroom or school is helping the class or group as a whole. By supporting the class, you will be building your own child’s self-esteem. Please try to keep your role as volunteer and parent separate. If your child has a problem, let your child work out 
the problem with others and the teacher through established classroom routines and procedures. Please do not try 
to solve problems for your own child while in class; that takes power away from your child. We are striving to 
help our students become more independent and self-sufficient.

Keeping Commitments
It is important that you set a scheduled time with the teacher to assist in the classroom and that you follow 
through in a timely manner. The teacher will be planning for you to be there. Whenever possible, please call 
the day before (or at least send a note the morning of your commitment) if you are not going to be able to 
volunteer at the scheduled time. The teacher/school is counting on you and needs adequate time to adjust plans.

Support the Classroom Teacher to Maximize Instructional Time:
When you are volunteering in a classroom or within the school where several parent volunteers are present, 
please keep adult conversations to a minimum. This will assist students in staying focused on the lesson or 
activity. Also, to avoid any unnecessary classroom interruptions, if you carry a cell phone, please turn off the
ring tone and hold any phone conversations outside of the classroom.


Thank you for joining us in the educational partnership!

[bookmark: _Toc233362032]
SAFETY ISSUES/CLASSROOM DISRUPTION

The following are not allowed in school or on the playground because of safety concerns:

Wooden and aluminum bats		Roller blades
Toys		Frisbees
Roller skates		Skateboards
Radios		Beepers
Portable TV sets		Walkman/I Pods/Blackberries
Electronic equipment		Water pistols
Drug paraphernalia		Guns or facsimiles of a weapon
Drugs and alcohol		Box cutters
Matches		Cigarette lighters
Tobacco products		Razorblades
Firecrackers/ammunition of any type		Knives/swords/scissors/nail files  
Sling shots		“Cap” guns / “BB” guns
Water balloons		Playing cards/swapping cards
Chains		Stink Bombs
Spit balls		“Caps” and/or “Poppers”
Mace or Mace-like substances			Gum
Athletic Equipment brought in from home

Cell phone use is NOT permitted on school property or the bus.
It must be kept in backpack and in the “off” position.



Please refer to the Manchester Board of Education Policy (#5144), which can be found in the back of this handbook.


An Important Message to Parents:
There has been an increase in the possession and use of weapons by students in and near many schools.  This is not the time for parents and educators to turn their heads and hope the problems will fade away; it is, rather, our obligation to face this concern and to send a clear, strong message.



Weapons have no place in any school!

A student who brings an inappropriate item to school, may, before discovery, turn the item over to an adult.  NO DISCIPLINARY action will be taken, provided the item has been turned in before discovery, if the item’s possession by an elementary school student is not illegal.
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STUDENTS	   5144	            	DISCIPLINE POLICY

Parent and School Responsibilities

The school's role in discipline should be like that of a kind, firm, judicious parent in the home helping children and youths grow in their capacities for self-discipline and self-direction.  Basic to that approach is the school’s success in maintaining an environment in which students eagerly learn.

External authority must, to some degree, be applied when a student or students disobey.  A study of individual differences, conferences with pupil and parent, and assistance from the administration and specialists within the school system should be the teacher's first thought in attempting to help a pupil correct behavior patterns which are retarding his/her own development.

In the final analysis, the responsibility for attendance and proper conduct in the Manchester Public Schools (including public school transportation) rests with the parent.  The Board of Education recognizes its responsibility to provide whatever services and opportunities are needed to assist the parent in meeting his/her obligations, but rejects the notion that the schools can or should attempt to do this alone.

Student Conduct and Disciplinary Action

Implementation of the discipline policy calls for sensitive, tolerant, intelligent action on the part of the school staff.  The fostering of the rights of the individual must be made compatible with the needs of the total group.  In each instance in which an employee acts to help a student conduct himself/herself properly, emphasis should be placed upon the growth of the student in ability to discipline himself/herself.

On the other hand, all students should recognize the consequences of their conduct.  This refers    to their actions towards each other, to their language, and to their manners.  Students, both individually and in groups, shall comply with school regulations, and shall recognize the authority of school personnel.  Disobedience or open defiance of authority shall constitute sufficient cause for disciplinary action and may result in suspension from school.  When, in the judgment of school personnel, an individual or a group effectively challenges the authority to meaningful, instructional activities in the school through disruptive acts, abusive language, or threats of bodily harm, such activity shall be reported at once to the administrator who is empowered to institute appropriate corrective and/or disciplinary action.

Disciplinary Conference
Disciplinary conferences including pupils, parents, and school personnel called to consider a pupil's misbehavior in school shall always focus on the education and welfare of the pupil.
The school administration shall establish clearly defined procedural steps to be followed by school personnel in arranging for and conducting disciplinary conferences.  It is to be understood that such conferences are part of the school system's process of education inherent in the legal structure of this state.

	Civil and Legal Rights and Responsibilities

Constitutional rights of students assure them the protection of due process of law.  A system of constitutionally and legally sound procedures will be employed with regard to handling discipline in the public schools.  The hallmark in the exercise of disciplinary authority shall be fairness.
Every effort shall be made by school personnel to resolve problems through effective use of school district and community resources in cooperation with the student and his/her family.

Where indicated below, a student will be given an opportunity for a hearing if he/she or his/her parents indicate the desire to have one.  The hearing shall be held to allow the student to contest the facts which may lead to the exercise of disciplinary authority or to contest the severity of the sanction handed down by the disciplinary authority.  Actions that lead to removal, suspension, or expulsion of a student shall occur only in accordance with Conn.  Gen.  Stat. #10-233a et. seq. which is an act concerning exclusion from school privileges for disciplinary purposes. (Portions of that law are detailed below.)

I.	       Definitions

	A.	Exclusion means any denial of public school privileges to a pupil for disciplinary purposes.

	B.	Emergency means a situation in which the continued presence of the pupil in school poses such a danger to persons or property or such a disruption of the educational process that a hearing may be delayed until a time as soon after the exclusion of such pupil as possible.

	C.	School-Sponsored Activity means any activity sponsored, recognized or authorized by the Board and includes activities conducted on or off school property.

	D.	Removal is the exclusion of a student for a class period of ninety minutes or less.
		A student may be removed from class by a teacher or administrator if he/she deliberately causes a serious disruption of the educational process.  When a student is removed, the teacher must send him/her to a designated area and notify the principal at once.  A student may not be removed from class more than six times in one school year nor more than twice in one week unless the student is referred to the building principal or designee and granted an informal hearing at which the student should be informed of the reasons for the disciplinary action and given an opportunity to explain the situation.

	E.	In-School Suspension means an exclusion from regular classroom activity for no more than five consecutive school days, but not exclusion from school, provided such exclusion shall not extend beyond the end of the school year in which such in-school suspension was imposed.  No student shall be placed on in-school suspension more than fifteen (15) times or a total of fifty (50) days in one school year, whichever results in fewer days of exclusion. 
F.	Suspension means the exclusion of a student from school and/or transportation services for not more than ten (10) consecutive school days, provided such suspension shall not extend beyond the end of the school year in which such suspension is imposed; and further provided no pupil shall be suspended more than ten (10) times or a total of fifty (50) days in one school year, whichever results in fewer days of exclusion, unless such pupil is granted a formal hearing as provided below.  

G.	Expulsion means the exclusion of a pupil from school privileges for more than ten (10) consecutive school days.  The expulsion period may not extend beyond one calendar year.  

H.	School Days shall mean days when school is in session for students. 

I.	Notwithstanding the foregoing, the reassignment of a student from one regular education classroom program in the district to another regular education classroom program in the district shall not constitute a suspension or expulsion.  

II.	Actions Leading to Disciplinary Action, including Suspension and/or Expulsion

Students may be disciplined for conduct on school grounds or at any school-sponsored activity that endangers persons or property, is seriously disruptive of the educational process, or that violates a publicized policy of the Board.  In making a determination as to whether conduct is seriously disruptive of the educational process, the administration may consider, but such consideration shall not be limited to:  (1) whether the incident occurred within close proximity of a school; (2) whether other students from the school were involved or whether there was any gang involvement; (3) whether the conduct involved violence, threats of violence or the unlawful use of a weapon, as defined in section 29-38, and whether any injuries occurred; and (4) whether the conduct  involved the use of alcohol.  Students may be disciplined for conduct off school grounds if such conduct is seriously disruptive of the educational process, and violative of a publicized policy of the Board.

Conduct which may lead to disciplinary action (including but not limited to suspension and/or expulsion) includes, but is not limited to, the following
(also see Transportation Policy #3451):

1. Willfully striking or assaulting a student, members of the school or transportation staff or
 others. 

2.	Theft.


      3.         The use of obscene or profane language or gestures to a member of the school                                         		       or transportation staff.

	      4.  	      Violation of smoking, dress or transportation regulations.

      5.	      Refusal to obey a member of the school staff, or disruptive classroom behavior.

      6.           Refusal by a student to identify himself/herself to a staff member when asked.

7.       A walk-out from or sit-in within a classroom or school building.

8.       Blackmailing, threatening or intimidating school or transportation staff or
                  students.

9.       Possession of any weapon, deadly weapon, pistol, knife, blackjack,
            bludgeon,metal knuckles, pellet gun, explosive device, firearm, whether loaded   
            or unloaded, whether functional or not, or any other dangerous object.

10.       Unauthorized entrance into any school facility or portion of a school facility or
              aiding or abetting an unauthorized entrance.

11.       Explosive/Fire - Possession or ignition of any fireworks or other 
           		      explosive materials, or ignition of any material causing a fire.

12.       Unauthorized possession, selling or consumption of tobacco, dangerous drugs, narcotics, or alcoholic beverages (also see Drugs, Alcohol Policy #6164):

				Dangerous drugs or narcotics shall mean any illegal or controlled
			substance including but not limited to amphetamine-type, barbiturate-
			type, cannabis-type, cocaine-type, hallucinogenic, morphine-type, and
			other stimulant and depressant drugs, or intoxicant of any kind, and, in 
			addition, those substances known as Methaqualone.  Unauthorized use or 
			possession of such substances shall mean use or possession without a 
			valid prescription.


13.        Possession of paraphernalia used or designed to be used in the 
  			       consumption, sale or distribution of dangerous drugs or narcotics, as 
			       defined in subparagraph (12) above.

14.       Possession of “facsimile drugs,” i.e., materials which look like controlled substances and are presented as such by the student.

15.       The willful destruction of real, personal or school property, such as, 
			      cutting, defacing or otherwise damaging property in any way.

16.       Accumulation of minor offenses such as school and class tardiness, class 
			      or study hall cutting, or failure to attend detention.

17.       Deliberate trespassing on school grounds while on out-of-school suspension or expulsion.

18.       Making false "Bomb Threat" calls to the public schools or to the police.

19.       Repeated and/or intentional defiance of school rules and the valid authority of teachers, supervisors or administrators.

20.       Throwing snowballs, rocks, sticks and similar objects.  

21.       Unauthorized and/or reckless and/or improper operation of a motor vehicle on school grounds or at any school-sponsored activity.

22.       Any other violation of school rules or regulations or a series of violations which makes the presence of the student in school seriously disruptive of the educational process.

23.       Leaving school grounds, school transportation or a school-sponsored activity without authorization.  

24.       Use of or copying of the academic work of another individual and presenting it as the student's own work, without proper attribution. 

25.       Possession and/or use of a radio, walkman, computer, computer game, beeper, paging device, cellular telephone, walkie talkie or similar electronic device on school grounds or at a school-sponsored activity without the written permission of the principal or his/her designee. 

26.       Unauthorized use of any school computer, computer system, computer software, Internet connection or similar school property or system, or the use of such property or system for unauthorized or non-school related purposes.

27.       Any act of harassment based on an individual's sex, sexual orientation, race, color, religion, disability, national origin or ancestry (see Sexual Harassment Policy #4013).

28.       Any action prohibited by any Federal or State law which would indicate that the student presents a danger to any person in the school community or school property.

29. Any deliberate false statement/charge of impropriety or misconduct against a teacher, student or any other school employee.


III.	Procedures Governing Suspension

A.	The principal of a school, or designee on the administrative staff of the school, shall have the right to suspend any student for breach of conduct as noted in Section II of this policy for not more than ten (10) consecutive school days.  In such cases, the following procedures shall be followed.  


1.	Unless an emergency situation exists, no student shall be suspended prior to having an informal hearing before the principal or designee at which the student is informed of the charges and given an opportunity to respond.  In the event of an emergency, the informal hearing shall be held as soon after the suspension as possible.

2.	Evidence of past disciplinary problems which have led to removal from a classroom, suspension, or expulsion of a pupil who is the subject of an informal hearing may be received by the principal, in  determining the length of suspensions.

3.	By telephone, the principal or designee shall make reasonable attempts to immediately notify the parent or guardian of a minor student  following the suspension and state the cause(s) leading to the suspension.  If the student is 18 years old or older, notice shall be given to the student and to his/her parent or guardian.

4.	Whether or not telephone contact is made with the parent or guardian of such minor student, the principal or designee shall forward a letter to such parent or guardian to the last address reported on school records (or to a newer address if known by the principal, or designee), within one school day of the suspension action where practicable, and offering the parent or guardian an opportunity for a conference to discuss same.  If the student is 18 years old or older, notice shall be given to the student and to his/her parent or guardian.

5.	Notice of the original suspension shall be transmitted by the principal or designee to the superintendent of schools or designee by the close of the school day following the commencement of the suspension.

6.	The student shall be allowed to complete any classwork, including examinations, without penalty, which he or she missed while under suspension.

7.	Notice of the suspension shall be recorded in the student's cumulative educational record.  Such notice shall be expunged from the cumulative educational record by the Board if the pupil (1) graduates from high school or (2) is not suspended or expelled again during the two year period commencing on the date of his/her return to school from the suspension.

8.	The decision of the principal or designee with regard to disciplinary actions up to and including suspensions shall be final.

B.	In cases where the student has already been suspended, or such suspension will result in the student's being suspended, more than ten (10) times or fifty (50) days in a school year, whichever results in fewer days of exclusion, the student shall, prior to suspension, be granted a formal hearing before the Board of Education.  The principal or designee shall report the student to the Superintendent or designee and request a formal Board hearing.


IV.	Procedures Governing In-School Suspension

A.	The principal or designee may impose in-school suspension in cases where a pupil's conduct endangers persons or property, seriously disrupts the educational process or in other appropriate circumstances as determined by the principal or designee.

B.	In-school suspension may not be imposed on a student without an informal hearing by the building principal or designee.

C.	No student shall be placed on in-school suspension more than fifteen (15) times or a total of fifty (50) days in one school year, whichever results in fewer days of exclusion.  

         V.	       Procedures Governing Expulsion

A.	If an expulsion hearing is held pursuant to section 10-233d, a representative of the municipal police department or the Division of State Police, as appropriate, may testify and provide reports and information on the arrest at such hearing, provided such police participation is requested by any of the following:  The local or regional board of education, the impartial hearing board, the principal of the school or the student or his parent or guardian.  Such information with respect to a child less than sixteen years of age shall be confidential in accordance with section 46b-124, and shall only be disclosed as provided in this section and shall not be further disclosed.   A principal may consider recommendation of expulsion of a pupil in a case where he/she has cause to believe the student has engaged in conduct on school grounds or at a school-sponsored activity which endangers persons or property, is seriously disruptive of the educational process or is violative of a publicized Board policy, or conduct off school grounds which is seriously disruptive of the educational process and violative of a publicized Board policy.  The Principal must recommend expulsion proceedings in all cases against any student whom the administration reasonably believes:

1.	Was in possession on school grounds or at a school-sponsored activity of a deadly weapon, dangerous instrument, martial arts weapon, or firearm as defined in 18 USC 921 as amended from time to time; or   

2.	Off school grounds, possessed a firearm as defined in 18 USC 921, in violation of Conn. Gen. Stat. 29-35, or possessed and used a firearm as defined in 18 USC 921, a deadly weapon, a dangerous instrument or a martial arts weapon in the commission of a crime; or

3.	Was engaged on or off school grounds in offering for sale or distribution a controlled substance (as defined in Conn. Gen. Stat. §21a-240(9), whose manufacturing, distribution, sale, prescription, dispensing, transporting, or possessing with intent to sell or dispense, offering or administering is subject to criminal penalties under Conn. Gen. Stat. §§21a-277 and 21a-278.


4.         As used in this section, a firearm as defined in 18 USC 921 means (a) any weapon that will, is designed to, or may be readily converted to expel a projectile by the action of an explosive, (b) the frame or receiver of any such weapon, (c) a muffler or silencer, or (d) any destructive device (any explosive, incendiary, poisonous gas, bomb, rocket, missile, mine, grenade or similar device, or any weapon (other than a shotgun or shotgun shell particularly suited for sporting purposes) that will or may be converted to expel a projectile by explosive or other propellant having a barrel with a bore of more than ½" in diameter).  "Deadly weapon" means any weapon, whether loaded or unloaded, from which a shot may be discharged, or a switchblade knife, gravity knife, billy, blackjack, bludgeon or metal knuckles.  "Dangerous instrument" means any instrument, article or substance which, under the circumstances in which it is used or attempted or threatened to be used, is capable of causing death or serious physical injury, and includes a "vehicle".  "Martial arts weapon” means a nunchaku, kama, kasari-fundo, octagon sai, tonfa or chinese star.

		B.	Upon receipt of an expulsion recommendation, the Superintendent may conduct an inquiry concerning the expulsion recommendation.

If the Superintendent or his/her designee, determines that a student should or must be expelled, he or she shall forward his/her recommendation to the Board of Education or Hearing Officer so that the Board of Education or Hearing Officer can consider and act upon this recommendation.

C.	Procedures For Expulsion Hearings Conducted By the Board of Education.

1.	Except in an emergency situation, the Board of Education shall, prior to expelling the student, conduct a hearing to be governed by the procedures outlined below.  Whenever an emergency exists, the hearing provided for above shall be held as soon as possible after the expulsion.

2.	Expulsion hearings conducted by the Board will be heard by any three or more Board members.  A decision to expel a student must be supported by a majority of the Board members present, provided that no less than three affirmative votes to expel are cast.  Alternatively, the Board may appoint an impartial hearing board composed of one or more persons to hear and decide the expulsion matter, provided that no member of the Board may serve on such panel.

3.	In accordance with Board Policy, written notice of the special hearing must be given to the student’s, parent(s) or guardian(s) a reasonable time prior to the time of the hearing.  If the student is 18 years old or older, notice shall be given to the student and to his/her parent or guardian.

4.	A student may be represented by any third party of his choice, including an attorney, at his/her expense or at the expense of his/her parents.

5.	A student is entitled to the services of a translator or interpreter, to be provided by the Board of Education, whenever the student or his parent(s) or guardian(s) do(es) not speak the English language or is handicapped.




6.	The hearing will be conducted by the Presiding Officer, who will call the meeting to order, introduce the parties, board members and counsel, swear in any witnesses called by the administration or the student, and explain the hearing process to all parties present.  

7.	The hearing will be conducted in executive session.  A verbatim record of the hearing will be made, either by tape recording or by a stenographer.  

8.	The charges will be introduced into the record by the Superintendent or his designee.  

9.	Formal rules of evidence will not be followed.  The Board has the right to accept hearsay and other evidence if it deems that evidence relevant or material to its determination.  The presiding officer will rule on testimony or evidence as to it being immaterial or irrelevant.

10.	Each witness for the administration will be called and sworn.  After a witness has finished testifying, he/she will be subject to cross-examination by the opposite party or his/her legal counsel and by Board members.  

11.	After the Administration has presented its case, the student will be asked if he/she has any witnesses or evidence to present.  If so, the witnesses will be sworn, will testify, and will be subject to cross examination and to questioning by the Board.  The student may also choose to make a statement at this time.  If the student chooses to make a statement, he or she will be sworn and subject to cross examination and questioning by the Board.  Concluding statements will be made by the administration and then by the student and/or his or her representative.

12.	In cases where the respondent has denied the allegation, the Board must determine whether the respondent committed the offense(s) as charged by the Superintendent. 

13.	If the Board determines that the respondent has committed the offense charged, the Board must also deliberate on the disciplinary action to be imposed upon the student.  The Board may review the student's attendance record or academic record during its deliberations on this issue.  The Board may ask the Superintendent for a recommendation as to the discipline to be imposed.




14.	Evidence of past disciplinary problems which have led to removal from a classroom, suspension or expulsion of a student may be considered in the determination of the length of expulsion and nature of alternative educational opportunity be offered. 

15.	Where administrators presented the case in support of the charges against the student, such administrative staff shall not be present during the deliberations of the board either on questions of evidence or on the final discipline to be imposed.  The Superintendent may, after reviewing the incident with administrators, and reviewing the student's records, make a recommendation to the Board as to the appropriate discipline to be applied.

16.	The Board shall make findings as to the truth of the charges, if the student has denied them, and, in all cases, the disciplinary action, if any, to be imposed.  The Board shall report its final decision in writing to the student, or if such student is a minor, also to the parent(s) or guardian(s), stating the reasons on which the decision is based, and the disciplinary action to be imposed.  Said decision shall be based solely on evidence presented at the hearing.

17.	In keeping with Conn. Gen. Stat. §10-233d and the Gun Free Schools Act, it shall be the policy of the Board to expel a student for one full calendar year for:  the conduct described in Section V(A)(1), (2) and (3) of these policies.  The Board may modify the term of expulsion on a case-by-case basis.

18.	Whenever the Board of Education expels a student, it shall offer any such student less than sixteen years of age an alternative education program.  The Board of Education will provide an alternative education to a sixteen to eighteen year old student expelled for the first time if he/she requests it and if he/she agrees to the conditions set by the Board of Education, except as follows.  The Board of Education is not required to offer an alternative program to any pupil between the ages of sixteen and eighteen who is expelled if it is determined at the hearing that (1) the student possessed a dangerous instrument, deadly weapon, firearm or martial arts weapon on school property or at a school-sponsored activity, or (2) the student offered a controlled substance for sale or distribution on school property or at a school-sponsored activity.  If the Board of Education expels a student for sale or distribution of a controlled substance, the board shall refer such student to an appropriate state or local agency for rehabilitation, intervention or job training and inform the agency of its action.  If the Board of Education expels a student for possession of a deadly weapon or firearm, as defined in Conn. Gen. Stat. § 53a-3, the violation shall be reported to the local police.
19.	Notice of expulsion and the conduct for which the student was expelled shall be included on the student's cumulative educational record.  Such notice, except for notice of an expulsion based upon possession of a firearm or deadly weapon, shall be expunged from the cumulative educational record by the Board if the student graduates from high school.	
20.	Where a student enrolls in the district during the period of expulsion from another school district, the Board may adopt the decision of the pupil expulsion hearing conducted by such other school district.  The Board shall make its determination based upon a hearing held by the Board which shall be limited to a determination of whether the conduct which was the basis of the expulsion would also warrant expulsion by the Board.  	

21.	Where a student withdraws from school after having been notified that an expulsion hearing is pending, but before a decision has been rendered by the Board, the notice of the pending expulsion hearing shall be included on the student's cumulative record and the Board shall complete the expulsion hearing and render a decision.  If the Board subsequently renders a decision to expel the student, a notice of the expulsion shall be included on the student's cumulative record.

22.	If a pupil enrolls in the district while an expulsion hearing is pending in another school district, such student shall not be excluded from school pending completion of such expulsion hearing unless an emergency exists, as defined above.  The Board shall retain the authority to suspend the pupil or to conduct its own expulsion hearing.


D.	Procedures Governing Suspension and Expulsion of Students Identified as Eligible for Services under the Individuals with Disabilities Education Act (“IDEA”):

1.	Suspension of IDEA students:

Notwithstanding the foregoing, if the administration suspends a student identified as eligible for services under the IDEA (an “IDEA student”) who has engaged in conduct that violated any rule or code of conduct of the school district that applies to all students, the following procedures shall apply:

(a)	The administration shall make reasonable attempts to immediately notify the parents of the student of the decision to suspend on the date on which the decision to suspend was made, and a copy of the special education procedural safeguards must either be hand-delivered or sent by mail to the parents on the date that the decision to suspend was made.

(b)	During the period of suspension, the school district is not required to provide any educational services to the IDEA student beyond that which is provided to all students suspended by the school district. 

2.	Expulsion and Suspensions that Constitute Changes in Placement for IDEA students:

Notwithstanding any provision to the contrary, if the administration recommends for expulsion an IDEA student who has engaged in conduct that violated any rule or code of conduct of the school district that applies to all students, the procedures described in this section shall apply.  The procedures described in this section shall also apply for students whom the administration has suspended in a manner that is considered under the IDEA, as it may be amended from time to time, to be a change in placement:

(a)	The parents of the student must be notified of the decision to suspend on the date on which the decision to suspend was made, and a copy of the special education procedural safeguards must either be hand-delivered or sent by mail to the parents on the date that the decision to suspend was made.

(b)	The school district shall immediately convene the IEP team, but in no case later than ten (10) school days after the recommendation for expulsion or the suspension which constitutes a change in placement was made.  The student’s IEP team shall consider the relationship between the student's disability and the behavior that led to the recommendation for expulsion or the suspension which constitutes a change in placement, in order to determine whether the student's behavior was a manifestation of his/her disability.  

(c)	If the IEP team finds that the behavior was a manifestation of the student's disability, the administration shall not proceed with the recommendation for expulsion.  The IEP team shall consider the student's misconduct and revise the IEP to prevent a recurrence of the misconduct and to provide for the safety of other students and staff.

(d)	If the IEP team finds that the behavior was not a manifestation of the student's disability, the administration may proceed with the recommended expulsion or suspension that constitutes a change in placement. 

(e)	During any period of expulsion, or suspension of greater than ten (10) days per school year, the administration shall provide the student with an alternative education program in accordance with the provisions of the IDEA.

(f)	The special education records and disciplinary records of the student must be transmitted to the individual(s) who will make the final determination regarding a recommendation for expulsion or a suspension that results in a change in placement.

3.	Transfer of IDEA students for Certain Offenses:

School personnel may transfer an IDEA student to an appropriate interim alternative educational setting for not more than forty-five (45) calendar days if the student:

(a)	Was in possession of a dangerous weapon, as defined in 18 U.S.C. 930(g)(2), as amended from time to time, on school grounds or at a school-sponsored activity, or

(b)	Knowingly possessed or used illegal drugs or sold or solicited the sale of a controlled substance while at school or at a school-sponsored activity.

	As used in this subsection VC., the term "dangerous weapon" means a weapon, device, instrument, material, or substance, animate or inanimate, that is used for, or is readily capable of, causing death or serious bodily injury, except that such term does not include a pocket knife with a blade of less than 2.5 inches in length.


E.	Procedures Governing Suspension and Expulsion of Students Identified as Eligible for Educational Accommodations under Section 504 of the Rehabilitation Act of 1973:

1.	Expulsion of students identified as eligible for educational accommodations under Section 504 of the Rehabilitation Act of 1973 

Notwithstanding any provision to the contrary, if the administration recommends for expulsion a student identified as eligible for educational accommodations under Section 504 of the Rehabilitation Act of 1973 (a “Section 504 Student”) who has engaged in conduct that violated any rule or code of conduct of the school district that applies to all students, the following procedures shall apply:

(a)	The parents of the student must be notified of the decision to recommend the student for expulsion.

(b)	The district shall immediately convene the student's Section 504 team (504 team), for the purpose of reviewing the relationship between the student's disability and the behavior that led to the recommendation for expulsion, in order to determine whether the student's behavior was a manifestation of his/her disability.

				(c)	If the 504 team finds that the behavior was a manifestation of the student's disability, the administration shall not proceed with the recommendation for expulsion.  The 504 team shall consider the student's misconduct and revise the 504 plan to prevent a recurrence of the misconduct and to provide for the safety of other students and staff.

(d)	If the 504 team finds that the behavior was not a manifestation of the student's disability, the administration may proceed with the recommendation for expulsion.

VI.	Corporal Punishment and Physical Restraint

	Corporal punishment, as defined below, is not permitted.  Physical restraint, as defined 
below, may be used by school personnel.

		Corporal Punishment

	The infliction of bodily pain as a penalty for doing something which has been disapproved 
of by the punisher.

		Physical Restraint
The prevention of another’s actions by physical force -- directed against that person in such measure and no greater than is sufficient to prevent such actions.

		To clarify, as per C.G.S. Sec. 53a-18, reasonable physical force may be used to:

	       a.	protect him/herself or others from immediate physical injury
	       b.	obtain possession of a dangerous instrument or controlled substance, upon or
		within the control of such student
	       c.	protect property from physical damage
	       d.	restrain student or remove student to another area to maintain order

		Physical force may not be used as a disciplinary measure.”


VII.	Dissemination of Policy

	The Board of Education shall, at the beginning of each school year and at such other times 
as it may deem appropriate, provide for an effective means of informing all students, 
parent(s) and/or guardian(s) of this policy governing suspension and expulsion.


VIII.	Notification to Parents or Guardian

1.	The parents or guardian of any minor student either expelled or suspended or removed from class shall be given notice of such disciplinary action within twenty-four (24) hours of the time of the institution of the period of expulsion, suspension or removal from class.
2.	The Superintendent of Schools shall forward to the student concerned and his/her parents, or the student if he/she has attained the age of 18, a copy of this Board policy on student discipline at the time the Superintendent sends out the notice that an expulsion hearing will be convened.

IX.	An expelled student may apply for early readmission to school.  The Board delegates the authority to make decisions on readmissions to the Superintendent.  Students desiring readmission to school shall direct such readmission requests to the Superintendent.  The Superintendent has the discretion to approve or deny such readmission requests, and may condition readmission on specified criteria.  

X.	Compliance with Reporting Requirements

1.	The Board of Education shall report all suspensions and expulsions to the State Department of Education.
2.	If the Board of Education expels a student for sale or distribution of a controlled substance, the Board shall refer such student to an appropriate state or local agency for rehabilitation, intervention or job training and inform the agency of its action.  

3.	If the Board of Education expels a student for possession of a deadly weapon or firearm, as defined in Conn. Gen. Stat. § 53a-3, the violation shall be reported to the local police.

	Legal References:
	Connecticut General Statutes:
		4-177 - 4-180			Contested cases.  Notice.  Record.
		10-233a - 10-233e		Suspension and expulsion of students.
10-233f			In-school suspension of students.
10-233h			Arrested students
	


Appendix A: Bullying Policy – Safe School Climate Plan

The Manchester Board of Education is committed to creating and maintaining an educational environment free from bullying, harassment and discrimination.  In accordance with state law and the Board’s Safe School Climate Plan, the Board expressly prohibits any form of bullying behavior on school grounds; at a school-sponsored or school-related activity, function or program, whether on or off school grounds; at a school bus stop; on a school bus or other vehicle owned, leased or used by a local or regional board of education; or through the use of an electronic device or an electronic mobile device owned, leased or used by Board of Education.

The Board also prohibits any form of bullying behavior outside of the school setting if such bullying (i) creates a hostile environment at school for the student against whom such bullying was directed, (ii) infringes on the rights of the student against whom such bullying was directed at school, or (iii) substantially disrupts the education process or the orderly operation of a school.  Discrimination and/or retaliation against an individual who reports or assists in the investigation of an act of bullying is likewise prohibited.

Students who engage in bullying behavior shall be subject to school discipline, up to and including expulsion, in accordance with the Board’s policies on student discipline, suspension and expulsion, and consistent with state and federal law.


Public Act 11-232, An Act Concerning the Strengthening of School Bullying Laws
Conn. Gen. Stat. § 10-222d
Conn. Gen. Stat. §§ 10-233a through 10-233f
Connecticut State Department of Education Circular Letter C-8, 
Series 2008-2009 (March 16, 2009)
Public Act No. 08-160

Adopted:	June 27, 2003
Revised:	December 18, 2006
Revised:	June 11, 2007
Revised:	February 23, 2009
Revised:	November 28, 2011
Revised: 	January 23, 2012







Bullying Policy – Safe School Climate Plan
Administrative Regulations

The Manchester Board of Education has the responsibility to create and maintain a school environment free from bullying, harassment and discrimination.  Safe School Climate Plan represents a comprehensive approach to promoting a school climate in which bullying is not tolerated by students and school employees.

I.	Prohibition Against Bullying and Retaliation

A.	The Board prohibits any form of bullying behavior on school grounds; at a school-sponsored or school-related activity, function or program whether on or off school grounds; at a school bus stop; on a school bus or other vehicle owned, leased or used by a local or regional board of education; or through the use of an electronic device or an electronic mobile device owned, leased or used by the Board of Education.

B.	The Board also prohibits any form of bullying behavior outside of the school setting if such bullying (i) creates a hostile environment at school for the student against whom such bullying was directed, (ii) infringes on the rights of the student against whom such bullying was directed at school, or (iii) substantially disrupts the education process or the orderly operation of a school.

C.	The Board also prohibits discrimination and/or retaliation against an individual who reports or assists in the investigation of an act of bullying.

D.	Students who engage in bullying behavior in violation of Board Policy and the Safe School Climate Plan will be subject to school discipline, up to and including expulsion, in accordance with the Board's policies on student discipline, suspension and expulsion, and consistent with state and federal law.  


II.	Definition of Bullying 

A.	 “Bullying” means the repeated use by one or more members of the school community of a written, verbal or electronic communication, such as cyber-bullying, or a physical act or gesture directed at another student attending school in the same district that:

1. causes physical or emotional harm to such student or damage to such student’s property;

2. places such student in reasonable fear of harm to himself or herself, or of damage to his or her property;

3. creates a hostile environment at school for such student;

4. infringes on the rights of such student at school; or

5. substantially disrupts the education process or the orderly operation of a school.
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B.	Bullying includes, but not be limited to, a written, verbal or electronic communication or physical act or gesture based on any actual or perceived differentiating characteristics, such as race, color, religion, ancestry, national origin, gender, sexual orientation, gender identity and expression, socioeconomic status, academic status, physical appearance, or mental, physical, developmental or sensory disability, or by association with an individual or group who has or is perceived to have one or more of such characteristics.
	
III.	Other Definitions

A.	"Cyber-bullying" means any act of bullying through the use of the
	Internet, interactive and digital technologies, cellular mobile telephone or other mobile electronic devices or any electronic communications.

	B.	"Electronic communication" means any transfer of signs, signals,
	writing, images, sounds, data or intelligence of any nature transmitted
	in whole or in part by a wire, radio, electromagnetic, photo-electronic
		or photo-optical system;

	C.	 "Hostile environment" means a situation in which bullying
		among students is sufficiently severe or pervasive to alter the
		conditions of the school climate;

D.	"Mobile electronic device" means any hand-held or other portable electronic equipment capable of providing data communication between two or more individuals, including, but not limited to, a text messaging device, a paging device, a personal digital assistant, a laptop computer, equipment that is capable of playing a video game or a digital video disk, or equipment on which digital images are taken or transmitted;

	E.	 "Outside of the school setting" means at a location, activity or
program that is not school related, or through the use of an electronic device or a mobile electronic device that is not owned, leased or used by a local or regional board of education;

F. 	"Prevention and intervention strategy" may include, but is not limited to,
(1) implementation of a positive behavioral interventions and supports process or another evidence-based model approach for safe school climate or for the prevention of bullying identified by the Department of Education, 
(2) school rules prohibiting bullying, harassment and intimidation and establishing appropriate consequences for those who engage in such acts,
(3) adequate adult supervision of outdoor areas, hallways, the lunchroom and other specific areas where bullying is likely to occur,  
(4) inclusion of grade-appropriate bullying education and prevention curricula in kindergarten through high school,
 (5) individual interventions with the student found to be engaged in bullying behavior, parents and school employees, and interventions with the student who experienced the bullying, parents and school employees, (6) school-wide training related to safe school climate, 
(7) student peer training, education and support, and 
(8) promotion of parent involvement in bullying prevention 
through individual or team participation in meetings, trainings and individual interventions.

G.	"School climate" means the quality and character of school life with a particular focus on the quality of the relationships within the school community between  and among students and adults.

H.	"School employee" means (1) a teacher, substitute teacher, school administrator, school superintendent, guidance counselor, psychologist, social worker, nurse, physician, school paraprofessional or coach employed by a local or regional board of education or working in a public elementary, middle or high school; or (2) any other individual who, in the performance of his or her duties, has regular contact with students and who provides services to or on behalf of students enrolled in a public elementary, middle or high school, pursuant to a contract with the local or regional board of education.

I.	 “School-Sponsored Activity” means any activity conducted on or off school property (including school buses and other school-related vehicles) that is sponsored, recognized or authorized by the Board of Education.




IV.  	Leadership and Administrative Responsibilities 

A.	Safe School Climate Coordinator

	The Manchester Board of Education directs the Superintendent to appoint a District Safe School Climate Coordinator. The Coordinator will:

1.	be responsible for implementing the district’s Safe School Climate Plan;

2.	collaborate with Safe School Climate Specialists, the Board, and the Superintendent to prevent, identify and respond to bullying in district schools;

		3.	provide data and information, in collaboration with the
Superintendent, to the Department of Education regarding bullying;
		
		
4.	meet with Safe School Climate Specialists at least twice during the school year to discuss issues relating to bullying in the school district and to make recommendations concerning amendments to the district’s Plan.

	
B.	Safe School Climate Specialist

	For the school year commencing July 1, 2012, and each school year thereafter, the principal of each school (or principal’s designee) will serve as the Safe School 
Climate Specialist.  The Safe School Climate Specialist will investigate or supervise the investigation of reported acts of bullying and act as the primary school official responsible for preventing, identifying and responding to reports of bullying in the school.

V.	Development and Review of Safe School Climate Plan

A.	For the school year commencing July 1, 2012 and each school year thereafter, the Principal of each school will establish a committee in the school to be responsible for developing and fostering a safe school climate and addressing issues relating to bullying in the school.  Such committee will include at least one parent/guardian of a student enrolled in the school, as appointed by the school principal.

B.	This committee will:  1) receive copies of completed reports following bullying investigations; 2) identify and address patterns of bullying among students in the school; 3) review and amend school policies relating to bullying; 4) review and make recommendations to the Coordinator regarding the Safe School Climate Plan based on issues and experiences specific to the school; 5) educate students, school employees and parents/guardians on issues relating to bullying; 
6) collaborate with the Coordinator in the collection of data regarding bullying; and 7) perform any other duties as determined by the principal that are related to the prevention, identification and response to school bullying.

C.	Any parent/guardian serving as a member of the Committee will not participate in any activities that may compromise the confidentiality of any student, including receiving copies of investigation reports, or identifying or addressing patterns of bullying among students in the school.  

D.	 The School Climate Plan will be available on the district’s and each school’s web site, all student handbooks, and any school publications that include the rules, procedures, and standards of conduct s
           
            E.	The Manchester Public Schools district trainers are responsible for training all staff pursuant to the safe school climate plan.



VI.	Procedures for Reporting and Investigating Complaints of Bullying

A. Parents (or guardians of students) must file written reports of bullying.  A form 
will be available in the school’s office to report a bullying complaint.  Written reports of bullying will include the time and place of the alleged conduct, the number of incidents, the target of the suspected bullying, and the names of potential witnesses.  The building principal will receive such reports and forward them to the Safe School Climate Specialist for review and actions consistent with the Plan. 

B.	Students may make written anonymous reports of bullying.  Anonymous complaints must be made to any school professional employee.  If the student requests anonymity when making a report, the Safe School Climate Specialist will  meet with the student to review the request for anonymity and discuss the impact that maintaining the anonymity of the complainant may have on the investigation and on any possible remedial action.  Anonymous complaints will be reviewed and reasonable action will be taken to address the complaint. The Safe School Climate Specialist will not disclose the source of the complaint, and any disclosure must be consistent with the due process rights of the student(s) alleged to have committed acts of bullying.  No disciplinary action will be taken solely on the basis of an anonymous complaint.

C.	School employees who witness acts of bullying or receive reports of bullying will orally notify the Safe School Climate Specialist or another school administrator if the Safe School Climate Specialist is unavailable, no later than one (1) school day after such school employee witnesses or receives a report of bullying.  The school employee will then file a written report with the Safe School Climate Facilitator no later than two (2) school days after making such oral report.

D.	The Safe School Specialist will be responsible for reviewing any anonymous reports of bullying and will investigate or supervise the investigation of all reports of bullying and ensure that such investigation is completed promptly after receipt of any written reports.  In order to allow the school to investigate all complaints adequately the parent of the student suspected of being bullied must provide written consent to permit the release of that student’s name to those third parties that the Safe School Climate Specialist contacts as part of the investigation. 

E.	In investigating reports of bullying, the Safe School Climate Specialist will consider all available information known, including the nature of the allegations and the ages of the students involved, interview witnesses, as necessary, reminding the alleged perpetrator and other parties that retaliation is strictly prohibited and will result in disciplinary action.

VII.	Responding to Verified Acts of Bullying

A	If acts of bullying are verified following the investigation, the Safe School Climate Specialist will:	

1. Notify the parents or guardians of the students against whom such acts 
were directed as well as the parents or guardians of the students who commit such acts of bullying of the finding not later than forty-eight hours after the investigation is completed.  This notification will include a description of the school’s response to the acts of bullying and be consistent with the statutory privacy rights of students, including the perpetrator of such bullying.  The specific disciplinary consequences 
imposed on the perpetrator, or personally identifiable information about a student may not be disclosed except as provided by law.

2. Invite the parents or guardians of the student who commits any verified act of bullying and the parents or guardian of the student against whom such act was directed to a meeting to communicate the measures being taken by the school to ensure the safety of the student/victim and to prevent further acts of bullying.  The invitation must include a description of the school’s response to such acts, along with consequences, as appropriate. At the discretion of the Safe School Climate Specialist and with written consent of the parents/guardians involved, the meeting(s) may be held jointly.

3. 	Develop a student safety support plan for any student against whom an act of bullying was directed.  Such support plan will include safety measures to protect against further acts of bullying.

4. 	Develop a case-by-case intervention plan to address repeated incidents of bullying against single individual or recurrently perpetrated bullying incidents by the same individual, which may include counseling and discipline.

5.  	Coordinate an investigation with other appropriate district personnel if the bullying complaint raises concern about discrimination or harassment on the basis of a legally protected classification (such as race, religion, color, national origin, sex, sexual orientation, age or disability).

B.	If the principal reasonably believes that any act of bullying constitutes a criminal offense, he/she will notify the Manchester Police Department.  

VIII.   	Documentation and Maintenance of Log
A.	Each school will maintain written complaints of bullying, along with supporting documentation received and/or created as a result of bullying investigations, consistent with the Board’s obligations under state and federal law.  Any educational record containing personally identifiable student information pertaining to an individual student shall be maintained in a confidential manner, and shall not be disclosed to third parties without prior written consent of a parent, guardian or eligible student, except as permitted under Board policy and state and federal law.  

B.	The principal of each school will maintain a tally of each verified act of bullying in the school and this list will be available for public inspection upon request.  The list will not identify any of these particulars of each verified act, including, but not limited to any personally identifiable student information.

C.	The principal will annually report the number of verified acts of bullying in the school to the Department of Education in such manner as prescribed by the Commissioner of Education.




IX.	Other Prevention and Intervention Strategies

A.	To protect students from further acts of bullying, the school administration will develop a written intervention plan to address repeated incidents of bullying against a single individual or recurrently perpetrated bullying incidents by the same individual. 

B.	 Prevention and intervention strategies may include non-disciplinary and disciplinary responses to enforce the Board’s prohibition against bullying. 


	1.	Non-disciplinary interventions may include:

a. counseling;
b. increased monitoring and supervision of students;
c. peer mediation;
d. positive behavioral interventions and support systems to create a safe and positive school climate;
e. rules and consequences designed to prevent bullying behavior;
f. adequate adult supervision in specific areas where bullying is likely to occur;
g. grade appropriate bullying prevention curriculum for all grades;
h. intervention strategies with the perpetrator, the perpetrator’s parents and school staff; and interventions with the bullied student, parents, and school staff;
i. staff training related to a safe school climate;
j. student peer training, education, and support;
k. promotion of parent involvement in bullying prevention through individual or team participation in meetings, trainings and individual interventions;
l. planned professional development programs addressing prevention and intervention strategies, which training may include school violence prevention, conflict resolution and prevention of bullying, with a focus in evidence based practices concerning same;
m. modeling by teachers of positive, respectful, and supportive behavior toward students;
n. creating a school atmosphere of team spirit and collaboration that promotes appropriate social behavior by students in support of others;
o. employing classroom strategies that instruct students how to work together in a collaborative and supportive atmosphere;





2.	Disciplinary interventions

When acts of bullying are verified and a disciplinary response is warranted, students are subject to the full range of disciplinary consequences consistent with the Board’s discipline policy.  No disciplinary action will be taken based solely on anonymous complaints

3.	Other Prevention and Intervention Strategies 

Administrators, teachers and other professional employees will educate students about bullying and help eliminate bullying behavior through class discussions, counseling, and reinforcement of socially-appropriate behavior.  

Administrators, teachers and other professional employees will intervene promptly whenever they observe student conduct that has the purpose or effect of ridiculing, harassing, humiliating or intimidating another student, even if such conduct does not meet the formal definition of “bullying.”


X.	Annual Notice and Training

A.	The principal will annually provide students, parents or guardians of students the process by which students may make reports of bullying.

B.	At the beginning of each school year, the Superintendent will provide all employees with a written or electronic copy of the school district’s safe school climate plan.

	 All school employees will annually receive training on the identification, prevention and response to bullying as required by law.

XI.	School Climate Assessments

On and after July 1, 2012, and biennially thereafter, the Board requires each school in the district to complete an assessment using the school climate assessment instruments disseminated by the Department of Education.  The Superintendent’s Office will collect the school climate assessments for each school in the district and submit such assessments to the Department of Education.

School principals will annually include, within their school improvement plans, strategies to improve the quality of school climate based on assessments of school climate, and behavioral data including but not limited to behavior that may constitute or lead to bullying or harassment.

MANCHESTER PUBLIC SCHOOLS
REPORT OF BULLYING FORM/INVESTIGATION SUMMARY


School             ______________________________________________           Date _________________

Location(s)     _________________________________________________________________________

Reporter Information:

	Anonymous student report  _____

Staff Member report  	  _____		Name _____________________________________

Parent/Guardian report	  _____		Name _____________________________________

Student report		  _____		Name _____________________________________

Student Reported as Committing Act: _____________________________________________________

Student Reported as Victim: _____________________________________________________________

Description of Alleged Act(s): ____________________________________________________________

______________________________________________________________________________________

Time and Place:________________________________________________________________________

Names of Potential Witnesses: ____________________________________________________________

______________________________________________________________________________________

________________________________________________________________________
For Staff Use Only:

Action of Reporter: _____________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Administrative Investigation Notes (use separate sheet if necessary): ______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Bullying Verified?           Yes ____	No ____
  
Remedial Action(s) Taken:_______________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________



NON-DISCRIMINATION (PERSONNEL)


	The Manchester Board of Education will not make employment decisions (including decisions related to hiring, assignment, compensation, promotion, demotion, disciplinary action and termination) on the basis of race, color, religion, age, sex, marital status, sexual orientation, national origin, ancestry, disability, pregnancy, genetic information, or gender identity or expression, except in the case of a bona fide occupational qualification.

	It is the policy of the Manchester Board of Education that any form of discrimination or harassment on the basis of race, religion, color, national origin, sex, sexual orientation, marital status, age, disability, pregnancy, genetic information, gender identity or expression, or any other basis prohibited by state or federal law is prohibited, whether by students, Board employees or third parties subject to the control of the Board.  The Board’s prohibition of discrimination or harassment in its educational programs or activities expressly extends to academic, nonacademic and extracurricular activities, including athletics.  It is also the policy of the Board of Education to provide for the prompt and equitable resolution of complaints alleging any discrimination on the basis of protected characteristics such as race, color, religion, age, sex, sexual orientation, marital status, national origin, disability (including pregnancy), or gender identity or expression.  

Definitions: 
“Genetic Information” means the information about genes, gene products, or inherited characteristics that may derive from an individual or a family member.  “Genetic information” may also include an individuals’ family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive service

“Gender Identity or Expression” means a person's gender-related identity, appearance or behavior, whether or not that gender-related identity, appearance or behavior is different from that traditionally associated with the person's physiology or assigned sex at birth, which gender-related identity can be shown by providing evidence including, but not limited to, medical history, care or treatment of the gender-related identity, consistent and uniform assertion of the gender-related identity or any other evidence that the gender-related identity is sincerely held, part of a person's core identity or not being asserted for an improper purpose. 


Legal References:  
[bookmark: _DV_M9]	Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d et seq.
[bookmark: _DV_M10]	Title VII of the Civil Rights Act of 1964, 42 U.S.C. § 2000e et seq.
[bookmark: _DV_M11]	Title IX of the Education Amendments of 1972, 20 USCS § 1681, et seq. 
[bookmark: _DV_M12]	Age Discrimination in Employment Act, 29 U.S.C. § 621
[bookmark: _DV_M13]	Americans with Disabilities Act, 42 U.S.C. § 12101
[bookmark: _DV_M14]	Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. § 794
[bookmark: _DV_M15]	Title II of the Genetic Information Nondiscrimination Act of 2008, Pub.L.110 233, 42 USC 2000ff; 34 CFR 1635
[bookmark: _DV_M16]	Connecticut General Statutes § 10-153.  Discrimination on basis of
[bookmark: _DV_M17]	     marital status 
[bookmark: _DV_M18]	Connecticut Fair Employment Practices Act, Connecticut General
[bookmark: _DV_M19]	     Statutes § 46a-60
[bookmark: _DV_M20]	Connecticut General Statutes § 46a-81a  Discrimination on basis of 
[bookmark: _DV_M21]	     sexual orientation:  Definitions
[bookmark: _DV_M22]	Connecticut General Statutes § 46a-81c  Sexual orientation discrimination:  Employment.
[bookmark: _DV_M23]	Public Act 11-55, An Act Concerning Discrimination.

[bookmark: _DV_M24]ADOPTED:_______



	ADMINISTRATIVE REGULATIONS REGARDING DISCRIMINATION COMPLAINTS (PERSONNEL)


It is the express policy of the Manchester Board of Education to provide for the prompt and equitable resolution of complaints alleging any discrimination on the basis of protected characteristics such as race, color, religion, age, sex, marital status, sexual orientation, national origin, ancestry, disability (including pregnancy), genetic information, or gender identity or expression.  In order to facilitate the timely resolution of such complaints and/or grievances, any employee who feels that he/she has been discriminated against on the basis of these protected characteristics should file a written complaint with:


	Office of the Superintendent of Schools
45 North School St.
Manchester, Connecticut


	Complaints should be filed within thirty (30) days of the alleged occurrence.  Timely reporting of complaints and/or grievances facilitates the investigation and resolution of such complaints and/or grievances.

	

	Complaints and/or grievances will be investigated promptly and corrective action will be taken when allegations are verified. 


	Specifically, upon receipt of a written complaint of discrimination, the Superintendent and/or his or her designee will :

1. Offer to meet with the complainant to discuss the nature of his/her complaint;
2. Provide the complainant with a copy of the Board’s non-discrimination policy and accompanying regulations;\
3. Investigate the factual basis of the complaint, including, as applicable, conducting interviews with individuals deemed relevant to the complaint;
4. Conduct the investigation in a confidential manner, to the extent practicable, adhering to the requirements of state and federal law; 
5. Communicate the findings and/or results of any investigation to the complainant; and
6. Take appropriate corrective and disciplinary action, as deemed appropriate by the Superintendent and/or his or her designee.


	If the complaint involves an allegation of discrimination based on disability or sex, the complainant should be referred to the Board’s policies and procedures related to Section 504 of the Rehabilitation Act/Americans with Disabilities Act (ADA) (for claims of discrimination and/or harassment based on disability) and Sex Discrimination/Sexual Harassment (for claims of discrimination and/or harassment based on sex).  

For allegations pertaining to race, color or national origin discrimination, at any stage in this complaint procedure, the complainant has the right to file formal complaints regarding such matters with:

Office of Civil Rights
U.S. Department of Education
8th Floor
5 Post Office Square, Suite 900
Boston, MA  02109-3921
Tel. (617) 289-0111
ocr.boston@ed.gov


	

	If a complaint is filed with the Office of Civil Rights, it must be filed in writing no later than one hundred eighty (180) days after the occurrence of the alleged discrimination.

A complainant may also file a complaint with the Connecticut Commission on Human Rights and Opportunities, 1229 Albany Avenue, Hartford, CT  06112 (TELEPHONE NUMBER 860 566-7710) and/or the Equal Employment Opportunity Commission, Boston Area Office, John F. Kennedy Federal Building, 475 Government Center, Boston, MA  02203 (TELEPHONE NUMBER 617-565-3200).

	

	












DISCRIMINATION COMPLAINT FORM 
(For Complaints Based on race, color, religion, age, sex, marital status, sexual orientation, national origin, ancestry, disability (including pregnancy), genetic information, or gender identity or expression)

Name of the complainant	________________________________________________

Date of the complaint	______________________________________________________

Date of the alleged discrimination ____________________________________________

Name or names of the discriminator(s)_________________________________________

________________________________________________________________________

Location where such discrimination occurred ___________________________________

________________________________________________________________________

Name(s) of any witness(es) to the discrimination 				____________

												

Detailed statement of the circumstances constituting the alleged discrimination __________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________















MANCHESTER PUBLIC SCHOOLS
REPORT OF BULLYING FORM/INVESTIGATION SUMMARY




If Bullying Verified, Report Sent to Parents of Students.


Parents’ Names:    _____________________________	         Date Sent: ___________

Parents’ Names:    _____________________________	         Date Sent: ___________

Parents’ Names:    _____________________________              Date Sent: ___________

Parents’ Names:    _____________________________	         Date Sent: ___________




(Attach bullying complaint, witness statements, and notification to parents of students involved if bullying is verified)




























MANCHESTER PUBLIC SCHOOLS
REPORT OF BULLYING/CONSENT TO RELEASE STUDENT INFORMATION



Date:			______________________________________________________

Name of Student:	______________________________________________________

School:		______________________________________________________


To Parent/Guardian:

	A complaint of bullying has been filed on behalf of your child alleging that he/she has been the victim of bullying.  In order to facilitate a prompt and thorough investigation of the complaint, the Manchester Public Schools may need to disclose the name of your child and/or other information which may otherwise disclose your child’s identity.


(Please check one):

	_______ I hereby give permission for the Manchester Public Schools to disclose my child’s name, along with any other information necessary to permit the district to adequately and appropriately investigate such complaint, to third parties contacted by the district as part of its investigation.


	______ I do NOT give permission for the Manchester Public Schools to disclose my child’s name, along with any other information necessary to permit the district to adequately and appropriately investigate such complaint, to third parties contacted by the district as part of its investigation.  


														   	    ________________________________________				__________
				Signature of Parent/Guardian			Date

						   
_________________________________________
				Name (Please print)
	









MANCHESTER PUBLIC SCHOOLS
NON-DISCRIMINATION NOTICE

Manchester Public Schools is committed to a policy of equal opportunity/affirmative action for all qualified persons. Manchester Public Schools does not discriminate in any employment practice, education program, or educational activity on the basis of race, color, religious creed, sex, age, national origin, ancestry, marital status, sexual orientation, gender identity or expression, disability (including, but not limited to, intellectual disability, past or present history of mental disorder, physical disability or learning disability), genetic information, access to boy scouts or other designated youth groups, or any other basis prohibited by Connecticut state and/or federal nondiscrimination laws. Manchester Public Schools does not unlawfully discriminate in employment and licensing against qualified persons with a prior criminal conviction. Inquiries regarding Manchester Public School’s nondiscrimination policies should be directed to:
Terri Smith, Human Resources Specialist/Title IX Coordinator
Manchester Public Schools
45 North School Street
Manchester, CT 06042
860-647-3595
Shelly Matfess, Assistant Superintendent for Pupil Personnel Services
Section 504 Co-Coordinator
Manchester Public Schools
45 North School Street
Manchester, CT 06042
860-647-3452
or
Linda Hodgkins, Coordinator of School Health Services
Section 504 Co-Coordinator
Manchester Public Schools
45 North School Street
Manchester, CT 06042
860-647-3324





















[bookmark: _Toc233362034][image: http://www.fotosearch.com/thumb/ICL/ICL119/UNS_600.jpg]Parking Lot and Drop Off Information



TO ALL PARENTS, GRANDPARENTS, AND DAY-CARE PROVIDERS WHO PICK UP OR DROP OFF STUDENTS AT MARTIN SCHOOL



BY STATE LAW pedestrians have right-of-way at the crosswalk

STOP at the stop sign and allow the students to cross SAFELY

NO PARKING in front of the school in the traffic loop FOR ANY REASON during pick up and drop off times

PARKING IS PROVIDED IN THE PARKING LOT FOR ANYONE WHO NEEDS TO LEAVE HIS OR HER CAR.

NO DOUBLE PARKING because students run out between cars, at the curb, across traffic in the driveway to get to cars that are double parked

PARENTS:  Please inform your drivers

THANK YOU for your efforts to follow the rules for traffic safety.  It makes a difference for the safety of ALL CHILDREN.
[image: http://images.inmagine.com/168nwm/imagezoo/izs003/izs003005.jpg]


[bookmark: _Toc233362035]TIPS ON PLAYGROUND SAFETY FOR PARENTS

Playground Equipment

· Playground equipment offers a gymnastics challenge for children.  Gymnastics is concerned with movement itself, the focus being on how and where the body moves in relationship to the floor (ground) and obstacles.
· Finding out what your body can do and bringing it under conscious control is a wonderful experience for children.
· It is important that children understand that there are risks and, therefore, there needs to be rules of conduct for safe play.

1. Children should be discouraged from climbing to the highest part of a structure until they are comfortable and have enough control to handle that height.  Start by observing your child at low heights.  If he/she appears unsure or nervous, discourage the child from going higher and give a helping hand.
2. Crowded equipment can be dangerous.  On most playscapes there are several stations.  Wait until areas are safe before going on equipment.
3. Never leave the area as long as your child is playing on the equipment.  Children should never be unsupervised on playground equipment.
4. Keep a safety zone around equipment.  Be especially careful near swings, or on any piece where children are swinging their legs.
5. Discourage children from touching one another.  Distractions can lead to loss of concentration and falls.  (Falls account for most playground injuries)
6. Make sure children are dressed appropriately for play.  Proper footwear is important and clothing that is unencumbering is advised.  Never allow children to wear jackets or sweatshirts with hoods and draw strings.  Children have been STRANGLED to death when drawstrings have been caught on the equipment.
7. Wear and tear of equipment should be carefully monitored.  If you notice any damaged or defaced equipment, please notify the Park and Recreation Department (647-3084) as soon as possible.
8. Use the equipment properly.  Improper use will often lead to injuries.


[bookmark: _Toc233362036]Specific Playground Equipment
[image: http://rileychildrenshospital.com/images/swingslide.gif]Swings:
1. One person/swing
2. Keep area round swings clear
3. Sitting only
4. No jumping off swings

Slides:
1. Sitting feet first/one at a time
2. NO bare feet on slide
3. NO climbing up slide
4. Keep bottom of slide clear





Monkey Bars (Horizontal Ladders):
1. No sitting or standing on top. 
2. Two at a time
3. Children should move in same direction
4. No hanging from legs or feet

Single or Double Bars:
1. One person at a time, keep area clear

Playscapes:
1. No hanging or sitting on railings
2. Give adequate space to others, do not allow decks to get crowded
3. Keep all areas where children are swinging or sliding clear
4. Be a spotter (helper) for your child until he/she is totally comfortable trying a skill


We hope that these suggestions will help you create a safe and fun environment for your child at play.  






[image: http://www.arthursclipart.com/toys/toyscol/slide1.gif]







[bookmark: _Toc233362037]REGULAR SCHOOL DAY SCHEDULEAttention Please!


 	        8:45	Students in the breakfast program may enter the building
[image: http://school.discovery.com/clipart/images/schlbell.gif]        8:55	First bell - walkers may enter building   
        9:05	School begins (arrivals after 9:05 are tardy)
       11:00 – 11:45	First lunch wave
       11:45 - 12:30	Second lunch wave
       12:30 -   1:15	Third lunch wave
         	       3:25	Dismissal  

----------------------------------------------------------------------------------------------------------------------
(See ** on school calendar)

EARLY DISMISSAL

                                       Grades K - 5     -  Dismissal at 1:17 p.m.

----------------------------------------------------------------------------------------------------------------------

[bookmark: _Toc233362039]90-MINUTE DELAY SCHEDULE

For Grades K-5:
School begins at 10:35 and ends at 3:25
There is lunch but no recess on these days.
Morning buses will run 90 minutes late.

Please note that no child should arrive at school prior to 10:25 a.m. on these days, as there will be no supervision.

ALL MORNING MEETINGS, AND ACTIVITIES, (PPT MEETINGS WITH TEACHERS, AND/OR ORCHESTRA) WILL BE CANCELED.

----------------------------------------------------------------------------------------------------------------------
[bookmark: _Toc233362040]    SCHOOL PHONE NUMBERS

Office					647-3367
School Nurse				647-3369
Attendance Line			         647-3365
Social Worker				647-5021


[bookmark: _Toc233362041]Town Meetings

If planning to pick up your child rather than sending him or her on the bus, 
a written note must be received in the main office prior to the program.
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I dreamed I stood in a studio,
and watched two sculptors there.
The clay they used was a young child,
and they fashioned it with care
One was a teacher;
the tools that he used were books and music and art
The other a parent
with a guiding hand, and both with a gentle, loving heart.
Day after day the teacher toiled,
with touch that was deft and sure
While the parent labored by his side,
and polished and smoothed it o’er.
And when at last their task was done,
they were proud of what they had wrought,
For the things they had molded into the child
could not be sold or brought
And each agreed he would have failed,
if he had worked alone.
For behind the parent stood the school
and behind the teacher, the home.
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