
    

MANCHESTER BOARD OF EDUCATION 
REGULAR MEETING 

MONDAY, NOVEMBER 23, 2015  
 
 

      
Buildings & Sites Committee Mtg.    5:30 P.M. – Director’s Rm. 
Board Of Education Mtg.         7:00 P.M. – Hearing Room 
        Lincoln Center 
         
 
A. OPENING 

1) Call to order 
2) Pledge of Allegiance 
3) Introduce New Board Members – Welcome 
4) Election of New Board Chair and Board Secretary 
5) Reaffirming of Board of Education Bylaws & Policies    A – 5  
6) Approval of Board of Education Minutes – November 9, 2015   A – 6  

   
B. CONSENT CALENDAR 
 1)    Personnel Information        B – 1  
 2)    Transfer of Funds         B – 2  
 3)    Establish an appropriation for FY15/16 grant provided through the   B – 3  
        Manchester Community College, College Career Pathways program in the 
        amount of $1,589. 
 4)    Establish an appropriation for FY15/16 for the Out-of-District Magnet  B – 4  
        School Transportation Grant in the amount of $75,400. 
 5)    Establish an appropriation for FY15/16 for the Carl D. Perkins Career  B – 5 
         & Technical Education, Secondary Basic Grant in the amount of $104,476 
 6)    Manchester Head Start Federal Grant Budget Justification – FY15  B – 6  

       (3/1/2015-2/29/2016) 
   
C. COMMITTEE REPORTS 
 1)    Policy Committee Meeting Minutes – November 9, 2015   C – 1  
 
D. REPORT FROM STUDENT REPRESENTATIVE     
 1)    Ms. Lori Fogg & Ms. Shania Stanton 
 
E. PUBLIC COMMENTS (any item before the board)  
 
F. SUPERINTENDENT’S REPORT  

1)    Update on Bennet/Cheney Project Design Plan, Randall Luther, Principal  F – 1  
       Architect,Tai Soo Kim Architects, and Peter Staye, Facilities Director, MPS 
2)    SAAM Update – Dr. Amy Radikas, Asst. Superintendent for Curriculum & F – 2  
        Instruction   
3)    Update on Elementary Class Size – Mr. Matthew Geary, Superintendent F – 3  
        of Schools 



    

G. UNFINISHED BUSINESS – None 
 

H. NEW BUSINESS  -   
1)   Recommended Motion: 
      RESOLVED, the Board of Education approves the plans and specifications for 
      Additions and Renovations to the Cheney – Bennet Academy, prepared by Tai  
      Soo Kim Partners and dated October 20, 2015, and the associated cost estimate 
      prepared by Downes Construction and dated October 20, 2015, for submission to 
      the Department of Administrative Services, Office of School Construction Grants 
      for Review of Final Plans for Construction Authorization. 
 
2)   Policy Recommendation: 
      The Policy Committee submits to the full Board its recommended revision for  
      the first reading and approval in accordance with its policy on policy changes: 
 

a. Board Policy 1400  – Parent/Family/Community Involvement H – 2a  
b. Board Policy 6153 –  School Sponsored Field Trips   H – 2b 
c. Board Policy 6189 -   Evaluation of Instructional Programs  H – 2c 

 
      

I. PUBLIC COMMENTS (comments limited to items on tonight’s agenda) 
 
J. COMMUNICATIONS 
  
K. ITEMS FOR FUTURE AGENDAS 
 
L. ADJOURNMENT 
 
 
 
Welcome to the Manchester Board of Education meeting.  Observers are always welcome.  
The following instructions are to assist those who wish to speak during the Public Comment 
session(s): 
 
1) Print your name and address on the sign-in sheet at the podium for accurate record 

keeping. 
2) State your name and address for the record.  Students state name only. 
3) First Session:  Three minute time limit for any item that may come before the Board.  

Listen for the bell. 
4) Second Session:  Comments must be limited to items on the Board’s agenda for this 

meeting.  The Board Chair has the discretion to limit comment time. 
5) Written statements may be substituted for Board members if time runs out for speaker. 
6) Immediate replies to questions/concerns should not be expected (Board 

Chair/Superintendent’s discretion). 
7) Inappropriate topics:  Confidential information, personal issues and legal concerns.  

Please avoid derogatory and profane language.  Board of Education Policy #1220. 



A-5

























































  November 23, 2015 

 

            B – 1  

 

PERSONNEL ACTION 

RESIGNATIONS 

Linda Parsons, Grade 1 teacher at Robertson Elementary School has submitted a letter of 
resignation for personal reasons effective the end of business on December 2, 2015.  Ms. Parsons 
has been with Manchester Public Schools since October 10, 2003.  It is recommended that her 
request be approved. 































































    C – 1  

Manchester Public Schools 
Board of Education 
Policy Committee  

Minutes 
Monday, November 9, 2015 
Keeney Elementary School 

 
Present: Maria Cruz, Deb Hagenow, Mary‐Jane Pazda, Carl Stafford 
 

Others Present: Matt Geary, Superintendent 
 
The meeting was called to order at 5:30 p.m. 
 
 
 

1. The members discussed the proposed revision to the Parent Family Involvement Policy #1400 
and will send the revised policy to the full Board for a first reading on November 23, 2015. The 
revised policy is attached. 
 

2. The members discussed the proposed revision to the Field Trips Policy #6153 and will send the 
revised policy to the full Board for a first reading on November 23, 2015. The revised policy is 
attached. 
 

3. The members discussed the proposed revision to the Evaluation of Programs Policy #6180 and 
will send the revised policy to the full Board for a first reading on November 23, 2015. The 
revised policy is attached. 
 

4. The members discussed the Non‐discrimination Policy (Student) # 5014, specifically related to 
transgender student. The members directed the Superintendent to add a presentation on the 
rights of transgender students to a future board agenda prior to the revision of the policy. 
 

5. The Superintendent gave an update on the External Credit Courses Policy #5127‐11. A draft will 
be brought to the next Policy committee meeting. 
 

The meeting adjourned at 6:30 PM.  
 
Next meeting: February 8, 2016 

 
 
 



MANCHESTER PUBLIC SCHOOLS - ENROLLMENT BREAKDOWN
Date: November 2015 PAGE: 1

Pre K DIFFERENCE
Program FROM PRIOR

SCHOOL KDG. GR.1 GR. 2 GR. 3 GR. 4 GR. 5 GR. 6 (Not Head Start) TOTAL MONTH
Bentley 0 0
Illing 5 5 0
MRA/New Horizons 0 0
Bennet 427 427 7
Bowers 14 16 20 22 17 24
Elementary 14 15 18 23 19 22
School 15 15 20 23 18 24

14 16 19
TOTAL 57 62 77 68 54 70 0 388 -4
+/- prior month -1 0 -1 -1 0 -1

Buckley 17 21 19 18 24 21 40
Elementary 16 23 20 17 23 20
School 17 4 19 9 6 20

4 6 5
TOTAL 54 48 64 44 53 66 0 40 369 8
+/- prior month 0 2 2 0 3 1 0

Highland Park 15 13 22 18 15 21
Elementary 12 14 22 20 19 22
School 14 15 18

TOTAL 41 42 44 38 52 43 0 260 -2
+/- prior month 0 -2 0 0 0 0

Keeney 17 16 17 19 17 16 52
Elementary 19 15 17 20 16 16
School 19 16 17 19 16 16

TOTAL 55 47 51 58 49 48 52 360 7
+/- prior month 1 2 1 1 0 0

15 15
Martin 23 16 16 25 21 18
Elementary 22 15 13 24 21 20
School 4 2 1 1
TOTAL 45 50 46 50 42 39 0 272 4
+/- prior month 0 0 0 2 2 0

0
5

Oct-15

0
420

392

361

262

353

268



MANCHESTER PUBLIC SCHOOLS - ENROLLMENT BREAKDOWNDate: November 2015 PAGE: 2
Pre K DIFFERENCE

Program FROM PRIOR
SCHOOL KDG. GR.1 GR. 2 GR. 3 GR. 4 GR. 5 GR. 6 (Not Head Start) TOTAL MONTH

Robertson 15 16 14 22 22 14
Elementary 20 19 16 21 19 16
School 17 18 14 21 14

18 21 15

TOTAL 70 74 59 64 41 44 0 352 -4
+/- prior month -1 -3 1 0 -1 0

Verplanck 15 18 18 20 22 18
Elementary 16 19 15 23 20 20
School 15 18 16 21 17 20

16 20 18
TOTAL 62 75 67 64 59 58 0 385 -3
+/- prior month 0 0 -1 0 -1 -1

16
Waddell 16 16 20 23 18 15
Elementary 22 18 18 24 16 19
School 18 17 20 23 18 19

6 2 5 3 1 1
TOTAL 62 69 63 73 53 54 0 0 374 -6
+/- prior month -2 -2 0 -1 -1 0 0

Washington 18 16 18 17 21 17
Elementary 19 11 18 19 20 15
School 17 15 18 17 22 16

18 14 16
TOTAL 72 56 54 69 63 48 0 362 5
+/- prior month 1 0 0 1 3 0
Pre K Program
@ Manchester 49 49 8
PreSchool Ctr
(Not Head Start)
TOTALS 518 523 525 528 466 470 427 141 3603 20

Manchester Head
Preschool Start
Center
Subtotal 162 162 1

3765 21Total Elementary

Oct-15

356

3,744
161

3,583

388

380

41

357



MANCHESTER PUBLIC SCHOOLS - ENROLLMENT BREAKDOWN
Date: October, 2015 PAGE: 3

SCHOOL Pre-K K 1 2 3 4 5 6 7 8 9 10 11 12 Total
Academy of Aerospace & Engineering 1 2 2 3 8
Academy of Aerospace & Engineering -Elementary 4 3 3 3 8 21
Ana Grace Academy of the Arts Elementary School 3 3 4 2 4 16
Discovery Academy 3 1 2 2 3 11
East Hartford-Glastonbury Elementary Magnet School 2 2 1 1 6
Greater Academy of the Arts Magnet Middle School 2 4 5 11
Greater Hartford Academy of Math and Science - FD 2 2
Greater Hartford Academy of the Arts Elementary School 0
Greater Hartford Academy of the Arts FD 5 4 5 1 15
International Magnet School for Global Citizenship 8 8 1 3 2 4 6 32
Medical Professions and Teacher Preparation Academy 1 5 2 2 2 3 5 20
Metropolitan Learning Center 3 1 3 3 2 1 13
Montessori Magnet School (CREC) 1 2 6 9
Museum Academy 3 2 3 2 2 2 14
Public Safety Academy 2 1 3 1 2 1 2 12
Reggio Magnet School of the Arts 1 1 1 3
Two Rivers Magnet Middle School 42 36 47 125
Two Rivers Magnet High School 9 18 15 15 57
University of Hartford Magnet School 1 4 3 1 3 5 17
Betances Elementary/STEM Magnet School 9 8 7 6 2 32
Breakthrough II Elementary 10 2 2 4 3 1 1 23
Breakthrough Magnet 3 1 3 1 2 3 1 14
Capitol Community College Magnet Academy 3 3
Capitol Preparatory Magnet 2 1 2 1 1 2 2 3 3 1 1 1 20
Classical Magnet School 5 6 6 4 6 1 28
Environmental Sciences Magnet at Hooker 1 2 2 2 1 4 3 3 1 19
Great Path Academy Middle College High School 26 19 29 18 92
Hartford Magnet Trinity College Academy 11 17 9 3 7 2 3 52
Hartford PreK Magnet School 27 27
Journalism and Media Academy 1 2 2 5
Kinsella Magnet School of Performing Arts 5 1 3 3 4 2 6 6 5 4 1 4 1 45
Montessori Magnet @ Annie Fisher/Moylan School 6 1 2 1 3 1 14
Pathways Academy of Technology and Design 2 9 5 7 23
Sports/Medical Science Academy 3 1 2 4 4 1 1 16
STEM Magnet at Dwight 7 2 7 7 23
STEM Magnet at Fisher 3 2 1 1 1 2 1 1 12
University High School Science/Engineering 5 4 1 10
Webster Microsociety Magnet 2 7 5 6 3 2 2 4 8 2 41
CT International Baccalaureate Academy 4 9 7 4 24
Glastonbury Voag/Rockville Voag 6 5 3 14 28
Global Experience Magnet School - Bloomfield 4 2 1 7
Goodwin College CT Rivers Academy 10 8 3 4 25
Special Education Out of District Enrollment 1 4 2 2 2 3 1 3 1 3 2 15 39

78 49 41 43 34 34 34 101 105 93 100 109 96 97 1014

HALF DAY PROGRAM    **These figures are included in high school enrollment count  

SCHOOL Pre-K K 1 2 3 4 5 6 7 8 9 10 11 12 Total
Greater Htfd. Acad. Math & Science (half) 0
Greater Htfd. Acad. Of Arts (half day) 3 1 1 5

5SUBTOTAL**

Out of District Enrollment



MANCHESTER PUBLIC SCHOOLS - ENROLLMENT BREAKDOWNDate: November 2015 Page: 4
DIFFERENCE

NEW = NEW ENROLLED STUDENTS FROM PRIOR
GR. 7 GR. 8 GR. 9 GR. 10 GR. 11 GR. 12 TOTAL MONTH

Bentley Alt. Ed 2 5 13 10 11 15 56 3
MRA/New Horizons 5 7 19 11 15 11 68 -3
Illing Middle School 407 368 775 -5
Manchester High School 435 373 394 339 1541 7

TOTALS 2440 2

Transferred (within district) 1 Transferred (within distric 3
Left District 4 Dropped Out 0
Expelled 0 Left District 9
Home Schooled 0 Expelled 0

Home Schooled 1
Graduated 0

Nov Oct Difference
7,219 7,198 21

Pre-School Center 162 161 1
Elementary PreK-6 3,603 3583 20
Secondary 7-12 2,440 2438 2
Out of Distritct Enrollment 1014 1016 -2

7,219

SCHOOL

High School Reason for WithdrawlIlling Reason for Withdrawl

SUMMARY DATA

Oct

TOTAL

53
71
780
1534

2438



    H – 2a  
PARENT/FAMILY/COMMUNITY INVOLVEMENT              1400 
 
Statement  
 
The Board of Education believes that a student’s education is a responsibility shared by the school, parents or guardian, 
family members, other significant adults in the child’s life, and the community who must work together as knowledgeable 
partners  to educate all  students up  to  their  capacity. Build  capacity of  families  to  support  their children's  learning & 
actively engage as partners in child's education.  
 
The parent/family/community involvement in the Manchester Public Schools will be guided by the following standards:  
 

 Communication between home and school is on‐going; two‐way, multi‐platformed and meaningful, to the 
greatest extent possible in the language predominantly spoken at home.  

 Parents are welcome in the school, and their support and assistance are sought.  

 Parents play an integral role in helping student learning.  
 Parents are partners in the decisions that affect children and families. 

 
Manchester Public Schools staff will: 

 Access the strengths, resources, and assets of families and community members to support school success. 
 Work to develop trust and collaboration among all stakeholders. 

 Value and support families and communities as a vital component of educating all children. 
 Work to reduce the impact of barriers on families and community members to support school success. 

 
The  Board  of  Education  supports  professional  development  opportunities  for  staff  members  to  enhance  their 
understanding of effective parent/family/community partnership strategies. The Board also recognizes the importance of 
administrative leadership in creating conditions conducive to parental, family, and community involvement in the schools.  
 
The Superintendent of Schools is responsible for instituting administrative guidelines to support this policy.  

 
 
 
 
 
 
 
 
 
Legal References : C.G.S. 10‐221(f), P.A. 97‐290 20 U.S.C §6316, P.L. 107‐110 NCLB  
Adopted: January 27, 1997  
Revised: January 23, 2012  
Revised: November, 2015 
 
 
 
 
 
 
 
 
 
 



    H – 2a  
 
PARENT/FAMILY/COMMUNITY INVOLVEMENT              1400 
Administrative Guidelines  
 
In order to achieve the level of parent/family/community partnership desired by the Board of Education, the following 
guidelines  exist  to promote  the partnership of parents/families/community members  in  the  schools on behalf of  all 
children enrolled in the Manchester Public Schools.  
 
1. Parent involvement activities developed at each school will include opportunities for:  
Volunteering;  

 Parent/Family education and leadership;  
 Home support for student learning;  

 Ongoing two‐way and meaningful communication;  
 Parent/Family voice and participation in school decision‐making; and  
 Use of community resources to strengthen schools, families, and student learning.  

 
2. It is the responsibility of the school administration and staff to:  

 Actively seek to build coalitions across constituencies in each neighborhood and across the district in the service 
of young people;  

 Develop advisory teams of parents/families, support staff, and school personnel to regularly review and plan for 
support of children and families; 

 Develop and implement a school plan for parent/family/community involvement;  
 Effectively and actively communicate with parents/families/community about the curriculum and seek 

suggestions about improving the curriculum;  

 Provide space and resources to support successful parent/family/community involvement practices and 
activities;  

 Provide professional development for teachers and staff on ways to work effectively in partnership with 
parents/families/community members;  

 Provide parents / families with tools and supports needed to enhance student learning 

 Promote clear on‐going two‐way communication between school and family about school issues, the 
curriculum, and student progress;  

 Include parents/families in decision‐making on appropriate school issues and programs;  
 Provide training for school volunteers to work within the schools;  
 Assist parents in understanding their roles as partners in educating their children that would include:  

1. Actively communicating with teaches and administrator;  
2. Being aware of and following the rules and regulations of the school;  
3. Taking an active role in the student's education by reinforcing at home the skills and knowledge the 

student has learned in school:  

4. Participating in school activities;  
5. Working for the success and improvement of the school program; and 
6. Advocating for student needs 

 
3. Periodically, the Board of Education and the district administration may invite parents/families/community members 
to participate on committees related to curriculum, budget, personnel selection, policy development, and other areas.  
 
Adopted: January 27, 1997  
Revised: January 23, 2012 
Revised: October 19, 2015 

Revised:  

 



INSTRUCTION    POLICY 6153 
SCHOOL SPONSORED FIELD TRIPS    H – 2b  
 
The Board of Education encourages and sanctions student field trips that are of value in helping achieve 
each participating student’s educational objectives.  The Board recognizes that learning experiences 
outside of the school building are a valuable part of the educational experience and is committed to 
ensuring that all students, regardless of socio‐economic status, are able to participate in grade level 
guaranteed experiences.  Beginning with the 2016‐17 school year and continuing in subsequent years, a 
sum not less than 0.1% of the approved local School Budget will be set aside for field trips. 
 
All student field trips shall require prior written approval by the building administrator.  In addition, all 
student field trips that are scheduled to last more than one day shall require the prior written approval 
of the Superintendent or his/her designee and the Board of Education. 
 
All student field trips that require public solicitation of funds shall require Board approval prior to any 
fundraising by involved students or others on their behalf.  In addition, any such fundraising activities 
must comply with the provisions of the Board Policy concerning fundraising activities and any 
administrative regulations implementing such Board Policy. 
 
The Board of Education will not be responsible for any field trip that is not approved in accordance with 
the procedures set forth in this policy and the accompanying regulations. 
 
The Board must approve all extended and international student field trips. 
 
Definitions of School Sponsored Field Trips: 
 
Field Trip:  An out of school field trip (in and out of state) is a planned activity in which a class or group 
of students leaves the school grounds for the purpose of continuing and extending the program of 
instruction.  As such, they are considered as instructional and planned with objectives determined in 
advance and appropriate instruction preceding and following each trip. 
 
Performing Arts Field Trip:  Any trip off school grounds to perform or compete in a performing arts 
contest or practice session. 
 
Co‐Curricular Trip:  A co‐curricular trip is any trip conducted off school grounds through an after‐school 
activity or club or as a result of qualification in a contest or competition. 
 
Extended Field Trip:  An extended school trip is one which requires two or more school or vacation days 
and is initiated as an extension of the educational program or school sponsored club activity. 
 
International Field Trip:  An international trip is any trip outside the boundaries of the continental 
United States. 
 
Field Trips – Use of Privately Owned Automobiles 
The use of privately owned vehicles to transport students on school sponsored field trips is prohibited. 
 
Adopted:  October 10, 1973 
Revised:  January 23, 1978 
Revised:  May 26, 2987 
Revised:  April 24, 1989 
Revised:  June 22, 2009 



INSTRUCTION    POLICY 6153 
SCHOOL SPONSORED FIELD TRIPS    H – 2b  
 
 

The Administration wishes to encourage that all field trips be of an educational nature in accordance 
with the curricula. 

A)  Field Trip Requests should specify how the trip will benefit students in a way not possible in the 
classroom, how the trip fits into the curriculum, and how the teacher will follow up on the trip 
afterwards. 

Field trips which are made with/without the use of any transportation require the permission of the 
building administrator.  Parental permission slips are required and available through the building 
administrator’s office. 

The use of alcoholic beverages and/or drugs by students and adults while participating in a Board of 
Education sponsored field trip is expressly forbidden.  Those persons violating this regulation will be 
subject to disciplinary action in accordance with policy 5144.  The Board requires that all chaperones 
accompanying class trips receive a copy of this policy with administrative guidelines and are made aware 
of its provisions prior to departure. 

The sponsor of the trip should make every effort to arrange for the payment of children who would find 
such an expense a hardship.  This should be done unobtrusively so as not to embarrass the child 
involved. 

B)  Parent‐Teacher Association, Student Government, Club Funds for School Trips – PTA, student 
government or club funds may be used for the purpose of paying field trip costs, upon approval of the 
groups named.  This is not to be interpreted as a suggestion that such funds be used for payment for 
school trips. 

C)  Fund‐Raising Activities for School Sponsored Trips – Moderate fund‐raising activities may be used to 
defray the cost of a field trip.  Students involved in fund‐raising activities must fully realize that class 
trips for which they are raising funds are tentative until approved by the Superintendent and the Board 
of Education.  For those extended class trips with a total cost to the group of students participating 
exceeds $1,000, three quotations must be secured.  For those extended trips where the total cost to the 
group of students participating exceeds $5,000, a minimum of three formal price bids must be secured 
in a manner prescribed by the Assistant Superintendent, Finance and Management. 

D)  Extended field trips which take place while school is in session will be limited to a maximum of three 
regular school days.  The Board of Education directs the school administration to make every effort to 
limit extended/international field trips to those times when school is not in session. 

E)  The Board discourages extended/international field trips on days that school is in session and 
teachers are urged to plan trips that minimize student absence from class.  As part of the itinerary for 
the trip, which is to be attached to the application, teachers should escribe how the class has been 
prepared prior to the trip in order to fully benefit from the planned educational value of the experience.  
International trips are reserved for high school participation only. 

F)  Non‐School Sponsored Trips – The Board cannot accept responsibility for non‐school sponsored trips.  
Non‐school sponsored trips do not occur during school time, and; therefore should not be planned for 
on school time.  School equipment should not be used to communicate information regarding these 
trips. 
 



INSTRUCTION    POLICY 6153 
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G)  Exceptions – The Superintendent is empowered to make recommendations to the Board for field 
trips not covered in rules stated above.  This will be done only in unusual situations, especially trips that 
combine education and social experiences or trips of long distances. 
 
H)  The following information must be included in the Field Trip Request forms for day trips: 
 
1.  The date, destination and purpose of the trip, as well as its appropriateness for the grade level. 
 
2.  The number of students participating and the names of the teachers and chaperones involved. 
 
3.  Evidence of insurance for the carrier. 
 
4.  The insurance arrangements which have been made for staff and students to cover this  
  particular trip. 
5.  The cost per child of the trip and the means by which the requirements are to be met (i.e.  
  fundraising, BOE budget). 
 
6.  The arrangements to be made or which have been made within the school to cover for the 

 teachers who are going on the trip and for those students who will be remaining in school.   
Request must indicate the teacher who will remain at the school for children who do not 
 participate. 

 
7.  Upon completion of the trip, the leader will file a written report with the Superintendent  
  including all unusual incidents. 
 
I)  Extended/International Field Trips – Approval Procedures 
 
1.  All extended/international field trips must be approved by the building administrator and  
  Superintendent of School prior to submission to the Board of Education. 
 
2.  All requests for international trips must be submitted to the building administrator and  
  Superintendent of Schools at least four school months prior to the planned departure. 
 
3.  All requests for the trips while school is in session must have approval of the Board of Education. 
 
4.  Any travel and expense reimbursement paid to teacher chaperones must be paid from fees  
  collected from the participants. 
 
5.  Extended and International field trips may be conducted provided there is one teacher  
  chaperone for every ten (10) secondary students.  Extended field trips may be conducted for  
  elementary students providing there is one chaperone for every 7 students. 
 
J)  The following items must be included in the extended/international field trip forms: 
 
1.  Provide to the Board of Education proof of travel insurance 
2.  Provide to the Board of Education copies of written itinerary including locations, phone  
  numbers, and estimated time of arrival at each location. 
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3.  A complete listing of the students participating and the field trip participation consent 

forms should be maintained and accessible for review when needed.  Obtain waivers  
and health forms.  Participants should file a waiver for medical treatment and a health  
questionnaire explaining any special medical problems or needs to the trip organizer.  This 
information should be communicated to all trip chaperones. 

 
4.  Provide to the Board of Education copies of contracts with carriers and travel agency. 
 
5.  Provide to Board of Education the costs per student, purpose of the program, names of 

chaperones, accommodations, trip cancellation procedures and refund policy.  The age of all 
chaperones below the age of twenty‐five (25) must be included.  The relationship of each 
chaperone will be stated (i.e. teacher, parent, spouse or child of teacher). 
 

6.  Provide proof of attendance for all students, guardians and faculty at one orientation meeting 
(minimum) where the information regarding the trip will be covered.  These meetings should 
highlight the following; travel and packing trips, medical and health concerns, modes of 
transportation, hours of departure and return.  Also, review background information pertaining 
to upcoming cultural differences that a student and/or faculty may experience while visiting a 
foreign country.  Remind participants to carry sufficient personal medication supplies and 
physician documentation for medication to last the length of travel or to replace medication lost 
during the trip. 
 

7.  Conduct Chaperone training and orientation. 
 

8.  Review emergency preparedness processes and the crises response plan. 
 

9.  Provide current health and safety information to participants.  Also provide information about 
emergency medical assistance, emergency evacuation, and repatriation procedures.  Review 
options for medical insurance coverage for foreign travel. 

 
10.  Identify health and safety products or services that may not be available at overseas locations. 
 
11.  Once you reach your destination, conduct orientation briefings which include information on 

health and safety, legal, environmental, political, cultural and religious conditions in the host 
country. 
 

12.  Communicate codes of conduct for staff and students, addressing such issues as fraternizing, 
consuming alcohol, controlling activities and conduct during “free‐time”.  Advise participants of 
the consequences of non‐compliance and take appropriate action when aware that participants 
are in violation. 
 

13.  Review international programs policies and procedures. 
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*** In the event of adverse political, safety, or health conditions, or any other unforeseen 
       Circumstances, the Board of Education may choose to cancel an international trip. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adopted:  October 10, 1973 
Revised:  January 23, 1978 
Revised:  May 26, 1987 
Revised:  April 24, 1989 
Revised:  June 22, 2009 
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EXTENDED FIELD TRIP REQUEST FORM 

 

In accordance with the Board of Education Policy titled “Instruction – 6153” all extended field trips must 
be approved by the Superintendent of Schools.  The following TYPED information must be forwarded to 
the Superintendent in TRIPLICATE 30 days (4 months for international trips) prior to the Board meeting, 
which antedates the trip. 

 

Name of School_____________________________________ Date of Request ____________________ 

Name of Club or Activity ________________________________________________________________ 

Trip to __________________________________________ Purpose:_____________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Number of students Participating:____________________________ 

Dates of Trip: From _____________ To ________________________ 

Number and names of teachers and chaperones: 

(Give ages of chaperones under 25 and list relationship of all chaperones to system or staff) 

a.______________________________________ b._____________________________________ 

c.______________________________________ d._____________________________________ 

e.______________________________________ f.______________________________________ 

g.______________________________________ h.______________________________________ 

 

Transportation:  Bus ____ Train ____ Plane ____ Car ____ Other: 

Are fundraising activities planned?  ____________ if so, describe: 

 

 

Lodging:  Hotel/Motel______ Camp _____  Private Home _____ 

If known, please give specifics of room assignments: 

 

 

Insurance Arrangements for Staff and Students: 
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Cost per Teacher and/or Chaperone:  $ 

Explain how the above sum is paid. 

 

 

Cost per Student: $ 

Total Cost of Substitute Teachers Needed: $ 

If Travel Agencies are engaged, at least three quotations need to be approved with documentation 
attached to this form: 

a.______________________________________ b._______________________________________ 

c.______________________________________ d._______________________________________ 

Other: 

Signature of teacher making request:__________________________________________________ 

Typed Name:__________________________________________________ 

 

Approved by Department Head at: ____________________________________________________ 

Secondary Level:_______________________________________________ Date:_______________ 

Approved by Administrator:______________________________________ Date:_______________ 

Approved by Superintendent of Designee:___________________________ Date:_______________ 

 

Attachments:  Quotations 
               Itinerary 
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INSTRUCTION 6180 
Evaluation of the Instructional Program 
 
The Manchester Public Schools curriculum and programs are designed to produce optimal 
student achievement Pre K- 12 and beyond. Based on a shared vision and mission, best practices 
in planning, instruction and assessing are implemented to accomplish excellence in all areas of 
student development. Professional staff, including outside consultants will support the review 
and continual revision of curriculum and programs. The Superintendent and/or designees will 
inform the Board regarding new and revised curriculum and programs as it relates to the cycle of 
revision and evaluation. 
 
Programmatic review may include the following: 

 student achievement data, pre and post data related to curriculum implementation 
 qualitative and quantitative assessment 
 student course enrollment, attendance and attrition 
 graduation rate 
 student, staff, parent and community feedback 
 state and/or national assessments 

 
Curriculums and programs that may be included in an evaluation review cycle: 

 Adult Education 
 English Language Arts Curriculum PK-12 
 Enrichment Programing PK-12  
 Family Consumer Science Electives 
 Mathematics Curriculum PK-1 
 Science Curriculum PK-12 
 Social Studies Curriculum PK-12 
 Social Emotional Learning Curriculum PK-12 
 Technology Curriculum 
 Transitional Curriculum 
 Unified Arts Curriculum PK-12 (Music, Art, Physical Education) 
 World Language Curriculum 6-12 

 
Curriculum and program review cycle will begin Fall 2016, with staggering of reviews based on 
consensus between the Board of Education and Superintendent and/or designees. 
 
References: Manchester Board of Education Policy 6161: Selection of Instructional Materials 
Connecticut General Statutes- 
10-14 n   Mastery Examination 
10-14 q   Exceptions 
10-14 r    Regulations 
10-220    Duties of boards of education 
10-221    Boards of education to prescribe rules, policies, procedures 
10-221h  Plan to improve reading skills 
10-223a  Promotion and Graduation policies 
10-229    Change of textbooks 
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Review of Instructional Programs 
 

Curriculum/Program Name: 
 

Population Served: 
 

Description and Purpose: 
 

Program Costs: 
 

Personnel (Provide total salaries and classification, such as teachers, FTE, # tutors, etc.) 
 

Resources used to implement curriculum/programs 
 

Programmatic Review process included the following data analysis: 
 
 

Summary of findings: 
 
 
 
Based on findings, should the program be continued within the Manchester Public Schools? 
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