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Series 1

A GUIDE FOR THE USER

Policies
A policy is a guide for discretionary action. Although sources for the formulation of
policy appear on many levels in the community and in the schools, only the School
Committee can adopt policies. Through its policies, the School Committee establishes
purposes and directions for the school department and directs the kinds of action that the
administration and staff may take. Where appropriate and possible, policies offer
administrators and teachers sufficient freedom to use their professional knowledge and
judgment.
Bylaws
A bylaw is a rule by which the School Committee governs itself. Bylaws deal with the
duties of members and officers of the committee, meetings, procedures for adopting
bylaws, policies and regulations, internal committee operations and related matters.
Legal References
Legal references following many statements give additional information about the subject
of the policy or regulation. Usually this reference lists a section of the Massachusetts
General Law and its heading. In some instances, the legal citation is quoted in order that
the reader may fully understand the positions authorized for or required of the School
Committee. Unless otherwise specified, references to the Massachusetts General Law are
those found in the General Laws of Education Relating to School Committees published
by the Massachusetts Association of School Committees. All legal material bearing on
the operation of the school department could not be included in a manual of this kind.
The reference cited or quoted are those that the editor of the manual deemed most
pertinent to the user’s understanding of a particular statement.
Table of Contents
A table of contents precedes each series or subdivision of the manual. The reader will
find items marked “reserved” in the tables of contents. Some of these entries reflect topic
areas for which policy or regulation has not yet been adopted or approved or is not
currently required; others permit orderly future expansion of the series.
One Policy, Regulation and Bylaw – One Page
The policies, regulations and bylaws have been placed one to a page whenever possible.
This procedure not only permits the user to focus upon one operational item, but also
allows the committee or superintendent to revise a bylaw, policy or regulation and
subsequently to change only one page in the manual. That many statements, however,
include more than one page must be stressed. In these instances, the section number
remains the same and the appearance of the word “continued” at the bottom of the page
alerts the user that the remainder of the statement follows on an additional page or pages.

Dates of Adoption, Approval and Changes
The date of the School Committee’s adoption of a bylaw, policy or regulation and the
date of the Superintendent’s approval of a regulation appear at the lower left side of the
page. When a statement is amended, the school administration will provide the current
statement with the date of amendment entered below the original date of adoption or
approval. When a statement is rescinded or suspended, the school administration will
supply the current statement, including its date of adoption or approval. If no bylaw,
policy or regulation has yet been adopted or approved to replace a rescinded statement,
the school administration will notify individuals in the school department who hold
copies of the manual.
Index
Every major item has been included in the index at the back of this volume. Most items
have been cross-referenced two of more times to assist the user in locating a specific
subject.
Negotiated Agreements
The School Committee has negotiated with various organizations concerning conditions
of employment. These negotiated agreements are carried in the Appendix to this manual.
They shall be updated each time they have been approved by the committee. Through the
use of an asterisk (*) and a reference at the bottom of the page, those items which have
been negotiated between the committee and the employees are noted. The reader is
referred to the negotiated agreements for additional information.
Updating the Manual
Because this manual must be kept up-to-date to accomplish its purpose, the school
administration periodically will supply each person in the department who holds a copy
of the manual with material or information to update the volume. Statements amending
or replacing policies, regulations or bylaws will be punched, numbered and dated. Each
such person promptly should remove all statements that have been amended or rescinded
and should add the current material to the manual. The school administration will issue,
at least annually, a list of revisions to assist each person in the department who holds a
copy of the manual in insuring that it is current and complete.
(Editors note)
In editing this manual, the writer has attempted to eliminate words which might infer
discrimination on the basis of sex. However, until a neuter substitute for “he/she” and their
derivatives can be found, we have used the masculine pronoun wherever a pronoun was required.
Please accept our apology.

Series 1

SCHOOL COMMITTEE MEMBER ETHICS
Preamble
The acceptance of a code of ethics implies the understanding of the basic organization of School
Committees under the Laws of the Commonwealth of Massachusetts. The oath of office of a
School Committee member binds the individual member to adherence to those state laws which
apply to School Committees, since School Committees are agencies of the state.
This code of ethics delineates three areas of responsibility of School Committee members in
addition to that implied above:
1. Community responsibility
2. Responsibility to school administration
3. Relationships to fellow Committee members
A School Committee member in his/her relations with his/her community should:
1. Realize that his/her primary responsibility is to the children.
2. Recognize that his/her basic function is to be policy making and not administrative.
3. Remember that he/she is one of a team and must abide by, and carry out, all Committee
decisions once they are made.
4. Be well informed concerning the duties of a Committee member on both a local and state
level.
5. Remember that he/she represents the entire community at all times.
6. Accept the office as a Committee member as means of unselfish service with no intent to
"play politics," in any sense of the word, or to benefit personally from his/her Committee
activities.
A School Committee member in his/her relations with his/her school administration should:
1. Endeavor to establish sound, clearly defined policies which will direct and support the
administration.
2. Recognize and support the administrative chain of command and refuse to act on
complaints as an individual outside the administration.
3. Give the chief administrator full responsibility for discharging his/her professional duties
and hold him/her responsible for acceptable results.
4. Refer all complaints to the administrative staff for solution and only discuss them at
Committee meetings if such solutions fail.
A School Committee in his/her relations with his/her fellow Committee members should:
1. Recognize that action at official meetings is binding and that he/she alone cannot bind
the Committee outside of such meetings.
2. Realize that he/she should not make statements or promises of how he/she will vote on
matters that will come before the Committee.
3. Uphold the intent of executive sessions and respect the privileged communications that
exists in executive sessions.
4. Not withhold pertinent information on school matters or personnel problems, either from
members of his/her own Committee or from members of other Committees who may be
seeking help or information on school problems
5. Make decisions only after all facts on a question have been presented and discussed.

Source:

Massachusetts Association of School Committees, 5/22/64
NOTE: MASC code of ethics is intended to be a guideline for School Committee members. The code is
not binding by law
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BYLAWS

2-1
B

2-1
Title and Authority
The School Committee is a corporate body whose official title shall be the
School Committee of the Stoneham Public Schools, Stoneham,
Massachusetts.

Legal Reference:
Massachusetts Laws, 1826, ch.143, sec.5.
Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-2
B

2-2
Powers and Duties of the School Committee

The School Committee is accountable for the quality of the public schools
and shall support policies and procedures needed to promote the highest
quality of education for the community. The School Committee shall
insure that the Superintendent and Administrative Staff translate this
objective into practice.
The duties of the School Committee include the following:
1. To select and employ a Superintendent of Schools.
2. To select and employ a Secretary.
3. To determine and pass upon the Annual Budget.
4. To provide needed School Facilities.
5. To consider and to approve or reject the recommendations, of the
Superintendent regarding:
a. All matters of policy.
b. Appointment of an Assistant Superintendent of Schools,
Director of Special Ed. and Business Manager and Secretary
to the School Committee.
c. Salary schedules and other personnel regulations.
d. Courses of study.
e. The selection of textbooks.
f. Other matters pertaining to the welfare of the schools.
6. To require reports of the Superintendent concerning the conditions,
efficiency and needs of the schools.
7. To evaluate the effectiveness with which the schools are achieving
the educational goals of the School Committee.

BYLAWS
2-2

2-2
B

Powers and Duties of the School Committee (cont)
8. To inform the public concerning the progress and needs of the
schools and to solicit and weigh public opinion as it affects the
schools.
9. To make policies deemed necessary for its government and the
government of its employees and the students of the public schools.

Legal Reference:
M.G.L., ch.71 sec 36.
M.G.L., ch.71, sec.37.
M.G.L., ch.71, sec. 38G.
M.G.L., ch.71, sec. 41.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Secretary; appointment; duties.
Powers and duties.
Certification of teachers.
Tenure of teachers and superintendents:
contracts with Superintendents.

BYLAWS

2-3
B

2-3
Legal Counsel
A.

Town Counsel
Generally, the School Committee shall retain the town counsel to advise
and to represent it on legal matters except those in which town finances
are affected and those in which the School Committee may have a conflict
with other local governmental agencies.

B.

Legal Counsel for Special Purposes
When the School Committee deems it in the best interest of the town, the
School Committee may employ other legal counsel for special purposes
and may pay legal fees from the school budget.

C.

Legal Counsel for Collective Bargaining
The School Committee may employ legal counsel for collective bargaining
and may approve a maximum of twenty-five thousand dollars ($25,000) in
legal fees. Any additional fees must be approved by the Board of
Selectmen.

Legal Reference:
M.G.L.,ch.71, sec.37E.
M.G.L.,ch.71, sec.37F.

Adopted:
Revised:
Reviewed:

January 19, 1978
March 12, 1987
January 24, 2002

Counsel of collective bargaining.
Employment of legal counsel for general
purposes.

BYLAWS
2-4
Composition of the School Committee
The School Committee of the Town of Stoneham consists of five (5)
members elected at large by the voters of the town.

Legal Reference:
M.G.L., ch.41, sec.1.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

School Committee; number; term.

2-4
B

BYLAWS
2-5

2-5
B

Qualifications, Election, Oath of Office, Term and Vacancies

A.

Qualifications

Every candidate for election to the School Committee must be a voter of
the town and must meet other personal qualifications established by state
law.
B.

Election

The School Committee consists of five (5) members elected at large for
terms of three (3) years by the voters of the town. In two consecutive
annual town elections two (2) members are elected, and every third year
one (1) member is elected.
C.

Oath of Office

Before assuming the position on the School Committee, each member-elect
shall take an oath of office administered by the town clerk.
D.

Term of Office

The term of office for members elected by the voters of the town shall
begin on the day following election and shall be three (3) years or until a
successor is elected and qualified.
A voter appointed to fill a vacancy on the School Committee shall serve
until the next town election, at which time a member shall be elected to
serve the unexpired term.

BYLAWS
2-5
B

2-5
Qualifications, Elections, Oath of Office, Term and Vacancies (cont)

E.

Vacancies
A vacancy in the membership of the School Committee shall be filled by a
majority vote of the combined membership of the Board of Selectmen and
the remaining members of the School Committee at a meeting the
selectmen call for the sole purpose of filling the vacancy until the next
town election.

Legal Reference:
Code of the Town of Stoneham, Mass., sec.2-2 Elections
Code of the Town of Stoneham, Mass., sec 2-3 Filling vacancies.
M.G.L., ch.41, sec. 1.
M.G.L., ch.41, sec. 11.
M.G.L., ch.41, sec. 107.

Adopted:
Reviewed:

January 19,1978
January 24, 2002

School Committee; number; term.
Vacancy in town office
Oath of office; beginning of term.

BYLAWS
2-8

2-8
B

Compensation and Expenses
A.

Compensation
Members of the School Committee shall serve without compensation.

B.

Expenses
Members of the School Committee or its official representatives shall be
reimbursed for expenses incurred in the performance of their official
duties.

Legal References:
M.G.L.,ch.71, sec.52.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Compensation.

BYLAWS
2-9

2-9
B

Conflict of Interests
At the annual organizational meeting each member of the School
Committee shall be given a copy of the updated Massachusetts General
Laws pertaining to conflict of interests. Members shall comply fully with
the intent and letter of all legal provisions regarding conflict of interests.

Legal Reference:
M.G.L., ch.268A

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Conduct of public officials and employees.

BYLAWS
2-10
B

2-10
Authority and Responsibility of School Committee Members
A.

Authority
Members of the School Committee may exercise their powers and duties only
when the School Committee is in session or when the School Committee is in
session or when the School Committee specifically delegates a temporary
assignment to an individual member. The School Committee shall not be bound
in any way by any statement or action of any School Committee member or
employee unless the statement or action is pursuant to specific instructions or
policies of the School Committee.

B.

Responsibility
Members of the School Committee are responsible for upholding the laws and
the Constitution of the Commonwealth of Massachusetts and for implementing
the regulations of the State Board of Education. School Committee members are
responsible to the people of the town for the education of their youth.
Individual members of the School Committee are responsible for certain duties:
1. To become familiar with state laws and local bylaws, policies and
regulations.
2. To have a general understanding of the current objectives and goal of the
school department.
3. To represent the School Committee and the schools to the public in a way
that promotes popular interest and support for local education.
4. To prepare for meetings by carefully studying all materials sent out prior
to the meeting.
5. To make decisions based upon reliable information and to consider each
decision in terms of its effect upon the students.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS

2-11
B

2-11
Orientation
The School Committee shall provide an orientation program for new
members in order to acquaint them with the procedures of the School
Committee and the scope of its responsibilities. Copies of the bylaws of
the School Committee, the policies and regulations and any additional
material that might assist the new members in their role on the School
Committee shall be made available. The Superintendent shall set aside
time to answer questions arising from the study of the documents
provided and shall cooperate fully in assisting new members to become
informed and active School Committee members. All newly elected
members will be encouraged to accompany the School Committee
Chairperson and/or Superintendent of Schools to the "On Board
Workshop" orientation offered by M.A.S.C.

Adopted:
Reviewed:

January 19, 1978
February 7, 2002

BYLAWS
2-12

2-12
B

Student Representative
A.

Election
Each spring the high school student body shall elect five (5)
representatives who shall serve as a Student Advisory Committee
to the School Committee. The School Committee shall meet with
the Advisory Committee at least every other month. No later than
June 1 of each year, the Student Advisory Committee shall elect a
chair who shall serve as an ex-officio, non-voting member of the
School Committee.

B.

Duties and Responsibilities
Student Representative shall be entitled to participate in meetings
of the School Committee with the following exceptions:
1.
2.

3.
4.

They shall not have voting privileges.
They shall be excluded from receiving confidential
information given to the members elected by the voters of
the town.
They shall be excluded from executive sessions.
Student Representative will attend all regularly scheduled
school meetings, but will be allowed to leave at 9:00 p.m.

Students Representative shall have no authority or responsibilities
assigned by law to members elected by the voters of the town.
However, Student Representative may participate in discussions
and receive recognition from the chairman to raise questions
during public meetings.
Legal Reference:
M.G.L., ch.71, sec. 38M.
Adopted:
Revised:
Revised:

January 19, 1978
January 24, 2002
January 28, 2010

Student Advisory Committees

BYLAWS
2-13

2-13
B

Officers: Election and Term of Office
A.

Chairman and Vice-Chairman
At the School Committee meeting following the close of the annual town
meeting, the School Committee, by a majority vote of its membership,
shall elect from its membership a chairman and vice-chairman. In the
event the chair and vice-chair are not reelected or do not seek reelection,
reorganization will take place the meeting following the annual election.
The chairman and vice-chairman may serve a maximum of two (2)
consecutive terms.
The Superintendent shall serve as chairman pro tem of the meeting until
the election of the new chairman.

B.

Secretary
Unless the School Committee votes otherwise, the Superintendent shall
serve as secretary to keep a permanent record book in which its votes,
orders and proceedings shall be recorded and to perform other duties that
the School Committee assigns.

Legal Reference:
M.G.L., ch.71 & 36.
Adopted:
Reviewed:
Revised:

Secretary appointment; duties

January 19, 1978
January 24, 2002
March 27, 2008

BYLAWS
2-14
B
2-14
Duties of the Chairman and Vice Chairman
A.

Duties of the Chairman
The duties of the chairman include the following:
1. To preside over sessions of the School Committee and to
maintain order in accordance with the School Committee’s
bylaws. In the absence of the chairman, the vice-chairman shall
assume these duties.
2. To vote on all questions. The chairman may take part in the
discussion if he wishes.
3. To serve as an ex officio member of all committees.
4. To sign documents as required by law.
5. To perform other duties necessary to carry out the
responsibilities of the office.

B.

Duties of the Vice-Chairman
The vice-chairman shall perform duties that the chairman or the
School Committee assigns to the office.
In the absence of the Chairman from a meeting, the vice-chairman
shall have the authority and obligations of the chairman.

C.

Chairman Pro Tem
If both the chairman and vice-chairman are absent, the School
Committee may elect a chairman pro tem from the members
present at the meeting.

Legal Reference:
M.G.L., ch.72 & 2A.
M.G.L., ch.72 & 3.
Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Annual report of school attending children
Annual transmission of school returns

BYLAWS
2-16

2-16
B

Officers: Vacancies
A.

Chairman
If a vacancy occurs in the office of the chairman, the vice-chairman
shall assume the office until the School Committee regains full
membership and elects a new chairman by a majority vote of its
membership.

B.

Vice-Chairman
If a vacancy occurs in the office of the vice-chairman, the School
Committee, upon regaining full membership, shall elect a new vicechairman by a majority vote of its membership.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-19
B
2-19
Committees
A.

Standing Committees
The School Committee shall have no internal standing committees.

B.

Other Boards, Commissions and Committees
If the School Committee is required or is requested to make
appointments to other boards, commissions, and committees, the
chairman, with the approval of the School Committee, may make
the appointment from both the membership of the School
Committee and the public at large as the appointment may require.

C.

Special Committees
The chairman may appoint or the School Committee may elect
temporary committees from the School Committee membership as
may be expedient to gather information, to conduct surveys or to
perform other assigned tasks. The work of special committees shall
be confined to their specific assignments, and they shall have only
such authority as the School Committee directs. They shall make
their reports directly to the School Committee as a whole.
These special committees shall be temporary and shall terminate
upon the presentation of their final reports to the School Committee
or at the discretion of the chairman.
All committees appointed by the School Committee shall be
advisory.
(Editor’s Note; See also the policy on Citizens Advisory
Committees in the series on Community Relations in this manual)

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-20

2-20
B

Formulation of Policy
Representing the people of the district, the School Committee is the
legislative body that determines questions of general policy for the public
schools. In accordance with its bylaw and upon the basis of
recommendations of the Superintendent, the School Committee takes final
action on proposals for policy regardless of their source. The
Superintendent shall be responsible for preparing drafts of policy for
consideration by the School Committee. The Superintendent is
encouraged to consult with the town counsel and members of the
community and with school personnel and students who would be
affected by the suggested policy.
The School Committee encourages the public to contribute to policy
formulation through communications to the Office of the Superintendent,
attendance at School Committee meetings and other appropriate avenues

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-21
B

2-21
Policy : Adoption, Amendment, Repeal and Suspension

A.

Generally
The School Committee from time to time shall adopt policies and
shall cause them to be published.

B.

Adoption, Amendment and Repeal
1. Proposals for policy or for the amendment or repeal of existing
policy shall be submitted in writing to all members of the School
Committee and to the Superintendent prior to a regularly
scheduled School Committee meeting at which the proposed
policy, amendment or repeal shall be read and discussed. A
vote on the matter shall take place at the next regular meeting of
the School Committee. A majority vote of the membership of
the School Committee shall be required for the adoption,
amendment or repeal of a policy.
2. The School Committee may make exceptions to the above
requirements when, in the opinion of the School Committee, the
immediate adoption, amendment or repeal of a policy is
imperative. The School Committee may adopt, amend or repeal
a policy upon the affirmative vote of four (4) members of the
School Committee when no written notice has been given.
3. Unless otherwise specified, a policy or an amendment shall take
effect on the date of its adoption and shall supersede the policy
previously adopted by the School Committee on that subject.
Unless otherwise specified, the repeal of a policy shall take
effect on the date of the action by the School Committee.

BYLAWS
2-21

2-21
B

Policy : Adoption, Amendment, Repeal and Suspension (cont)

C.

Suspension
If the School Committee wishes to take action contrary to existing
policy, it may suspend the policy only in the following manner: (1)
upon a majority vote of the membership of the School Committee
at a meeting in the call for which the proposed suspension has been
described in writing; or (2) upon the affirmative vote of four (4)
members of the School Committee when no written notice has been
given.

Adopted:
Reviewed:

February 8, 1979
January 24, 2002

BYLAWS
2-22
B
2-22
Bylaws: Adoption, Amendment, Repeal and Suspension
A.

Adoption, Amendment, Repeal
Proposals for bylaws or for the amendment or repeal of existing
bylaws shall be adopted by a majority vote of the membership of the
School Committee at two (2) consecutive regular meetings in the calls
for which the proposed bylaw, amendment or repeal has been
described in writing.
Unless otherwise specified, a bylaw or an amendment shall take effect
on the date of its adoption and shall supersede all bylaws previously
adopted by the School Committee on that subject. Unless otherwise
specified, the repeal of a bylaw shall take effect on the date of the
action by the School Committee.

B.

Suspension
If the School Committee wishes to take action contrary to the existing
by laws, it may suspend the bylaw or bylaws only for one meeting at a
time and only in the following manner: (1) upon a majority vote of the
membership of the School Committee at a meeting in the call for which
the proposed suspension has been described in writing; or (2) upon the
affirmative vote of four (4) members of the School Committee when no
written notice has been given.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-23

2-23
B

Formulation and Adoption of Regulations
A.

Formulation
The School Committee shall delegate to the Superintendent the
function of specifying required actions and designing the detailed
arrangements under which the schools will be operated. These
rules and detailed arrangements shall constitute the administrative
regulations governing the schools and must be consistent in every
respect with the policies adopted by the School Committee.
In the absence of applicable policy, the Superintendent is
authorized to establish needed regulations; subject to later
confirmation in policy should the School Committee so wish.

B.

Adoption
The School Committee itself shall formulate and adopt
administrative regulations only when specific state laws require
School Committee adoption and may do so when the
Superintendent recommends adoption in light of strong
community attitudes or probable staff reaction.
The School Committee reserves the right to review and to veto
administrative regulations if they are inconsistent with the policies
adopted by the School Committee.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-24

2-24
B

Complaints Regarding Employees
Complaints against an employee of the School Committee, other than the
Superintendent, that arise within the membership of the School
Committee or that come to the attention of the committee through the
Superintendent shall be referred to the Superintendent for an
investigation. The Superintendent shall ascertain the facts concerning the
complaint shall attempt to resolve the matter on an administrative level
and shall make a report to the School Committee if requested.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-25
B

2-25
Communication between School Committee and Staff

The School Committee and its members shall deal with the
Superintendent with respect to all matters for which the Superintendent is
responsible. Reports and recommendations from an employee to the
School Committee shall be made through the Office of the Superintendent.
Decisions by the School Committee requiring or authorizing an action by
an employee or requiring a report shall be directed to the Superintendent.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-27
B

2-27
Meetings: Generally

Except for business that state law permit to be conducted in executive
session, the School Committee shall transact school business in public
meetings. A meeting is defined as any prearranged discussion of public
business of the public body by a majority of its members.
The School Committee encourages all residents and school employees to
attend its public meetings.

Legal Reference:
M.G.L., ch.39, sec.23A

Definitions; open meeting law.

M.G.L., ch.39, sec.23B

Open meetings; notice; record.

Adopted:
Reviewed:
Reviewed:

January 19, 1978
March 12, 1987
January 24, 2002

BYLAWS
2-28
B
2-28
Public Notification of Meetings
A.

Generally
The public may obtain notice of the time, place and purpose of
every regular meeting of the School Committee through the official
bulletin board of the town, the news media or a telephone call to
the Superintendent's office.
Except in an emergency, the secretary will file with the town clerk,
at least forty-eight (48) hours in advance, a notice of all the
meetings of the School Committee.

B.

Advance Information
The School Committee may authorize the sending of advance
notification, agendas and supplement information without charge
to organizations or individuals.

C.

Regular Meetings
Following the adoption of a schedule at the regularly scheduled
meeting in August each year, the School Committee shall release to
the public, through a variety of means, a schedule of its regular
meetings for the year.

D.

Special and Emergency Meetings
The news media requesting advance notification of special or
emergency meetings that will not permit posting forty-eight (48)
hours in advance shall be listed in the office of the Superintendent.
The media listed shall be notified by telephone of the time, place
and purpose of all special emergency meeting.

Legal Reference:
M.G.L., ch.39, 23A and 23B
Adopted:
Revised:

January 19, 1978
January 24, 2002

BYLAWS
2-29
B
2-29
Annual Organizational Meeting
At the first regular scheduled meeting following the close of the annual
town meeting, the School Committee shall hold its Annual Organizational
Meeting for the following purpose:
1. To elect one of its members as Chairman.
2. To elect one of its members as Vice-Chairman.
3. To appoint a Secretary.
4. To insure that each newly elected member has been furnished a
copy of Section 23B of Chapter 39 of the Massachusetts General
Laws, that the new member has signed a written acknowledgement
of having received the information and that the oath of office has
been administered to the new member.
5. To transact other business that properly comes before the School
Committee or that is required by law.
The Superintendent shall preside at the Annual Organization Meeting for
the purposes of calling the meeting to order and electing a Chairman.

Legal Reference:
M.G.L., ch.39, sec. 23A and 23 B.

Adopted:
Reviewed:

January 19,1978
January 24, 2002

BYLAWS
2-30
B
2-30
Regular Meetings
The secretary shall notify the town clerk forty-eight (48) hours in advance
of each regularly scheduled meeting.
The School Committee shall conduct the meetings in accordance with its
bylaws.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-31
B
2-31
Special and Emergency Meetings
Special Meetings
A. The Chairman or any two School Committee members may call a
special meeting by having the Superintendent serve upon each
member of the School Committee at least two (2) days prior to the date
of the meeting a written notice of purpose, time and place of the
meeting. Serving this notice by mail is authorized. The officer or the
members calling the meeting must sign the notice.
The committee shall comply with the procedure for advance notice in
the School Committee’s bylaw on public notifications of meetings.
The School Committee shall consider only those items noted in the call
for the meeting.
B. Emergency Meeting
An emergency meeting is defined as “a sudden, generally unexpected
occurrence or set of circumstances demanding immediate action”.
If an emergency requires immediate official action by the School
Committee, an emergency meeting may be called in the same manner
as a special meeting with the following exceptions: (1) the advance
notice may be made by telephone; and (2) the requirement of two (2)
days’ advance notice shall be waived.
The School Committee shall comply with the procedure for advance
notice in the bylaws on public notification to the news media.
The School Committee shall consider only those items included in the
call for the meeting.
Legal Reference:
M.G.L., ch.39, sec.23A and 23B
Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-33
B
2-33
Executive Sessions
A.

Adjournment to Executive Sessions
Upon a majority vote of the members of the School Committee recorded
on a roll call vote, the School Committee may adjourn to executive
session. The motion to adjourn to executive session shall include the
purpose or purposes of the session as permitted by state law. The
presiding officer shall cite the purpose or purposes of the executive
session and shall state whether the School Committee will reconvene
following the executive session.
The School Committee may consider in executive session only the general
areas specifically stated in the motion to adjourn to the session.

B.

Records
Accurate records of the proceedings of an executive session shall be
maintained and shall include the date, place, time, members present or
absent and recorded votes on all actions taken during session. The
proceedings or executive sessions may not be recorded by mechanical or
electronic reproduction equipment. At the request of a member of the
School Committee, a roll call vote shall be taken in open session to verify
a vote taken in executive session.
The records of executive sessions shall be stamped "CONFIDENTIAL"
and shall remain confidential as long as the publication of the record may
defeat the lawful purposes of the executive session. The School
Committee shall periodically review the minutes of executive sessions
and shall release records that no longer meet the legal requirement of
confidentiality. As they are released to the public, the records shall be
appropriately stamped as released and shall include notation of the date
of release.

Legal Reference:
M.G.L., ch.39, sec.23B

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Open meetings; notice; record; remedy for
non-compliance.

BYLAWS
2-34
B

2-34
Agenda for Meetings
A.

Preparation
The Superintendent, with the advice of the chairman of the School
Committee, shall be responsible for preparing the agenda for each
meeting of the School Committee. The agenda shall be the
guideline by which the chairman shall conduct the meeting.
Patrons of the school district who wish to suggest items for
inclusion on the agenda must submit a written request to the office
of the Superintendent at least ten (10) working days prior to the
day of the meeting. This requirement, however, shall not apply in
cases of suspended or expelled students.
A specific time shall be set aside during each meeting to allow the
public to address the School Committee.

B.

Agenda and Accompanying Material
School Committee members shall receive the agenda and
accompanying material not later than two (2) days before the
regular meeting. The material shall include information that School
Committee members need to study in order to make decisions at
the meeting.

C.

Information for the Public
A list of the items on the agenda and copies of select nonconfidential documents pertaining to the agenda of the meeting
shall be made available to the public and news media in attendance
at School Committee meetings.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-35
B

2-35
Procedures for Meetings
A.

Quorum
At any meeting of the School Committee, a majority of the members of
the committee shall constitute a quorum, which is necessary for the
transaction of business.

B.

Presiding Officer
At the hour and place of the meeting, the chairman, or in his absence the
vice-chairman or a member elected by the members present shall assume
the chair and shall declare the meeting in order.

C.

Voting
A vote of a majority of the members present shall be sufficient to adopt
motions and resolutions except those for which the committee’s bylaws
or state law require otherwise.
On all motions for which state law required a roll call vote, the secretary
shall call the roll of the members composing the School Committee and
shall record in the minutes the names of the members voting “yes” or
“no”. Any member of the School Committee may demand a roll call vote
on any motion or resolution, at which time the secretary shall call the roll
and shall record in the minutes each member’s vote. Roll call votes may
be taken to affirm an action taken in executive session.

D.

Parliamentary Procedure
All meetings of the School Committee shall be conducted in accordance
with the latest edition of Robert’s Rules of Order, Revised, except as
otherwise provided by the School Committee’s bylaws or policies or by
state law.

E.

Absence of Member from Remainder of Meeting
A school Committee member who must leave for the remainder of the
meeting shall notify the chairman before departing.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

BYLAWS
2-36
B
2-36
Minutes of Meetings

A.

Generally
The minutes of a meeting of the School Committee shall constitute the
official written record of the School Committee’s deliberations and
actions. The minutes of a School Committee meeting shall become the
official minutes after they have been approved by the membership at a
subsequent meeting and immediately thereafter have been signed by the
secretary. The official minutes shall be in the safekeeping of the secretary,
who shall see that they are available for general public examination
during office hours.

B.

Recording and Approving the Minutes
The secretary shall record the proceedings of each meeting of the School
Committee and shall include, when possible, minutes of the previous
meeting in the agenda for the next regular meeting.
An item early on the agenda shall be the approval of the minutes of the
previous meeting or meetings of the School Committee. If the agenda
information included copies of the minutes, the School Committee shall
waive the reading of the minutes. The secretary shall record in the
minutes of the current meeting all corrections the School Committee
makes in the minute of the previous meeting.

C.

Content and Style
In content and style, the official minutes shall be as brief and simple as
possible and still contain the essential facts about each meeting. The
minutes should include the following information:

1. The nature of the meeting and its time and place.
2. The names of members of the School Committee and members of
the central office staff who attended the meeting.
3. Approval of the minutes of the previous meeting or meetings.

2-36
Minutes of Meeting (cont)
4. All actions.
5. The names of persons making and seconding motions
6. The exact wording of all motions and amendments thereto.
7. A record of all votes and declarations by the chairman that
motions carried or were defeated.
8. A record of adjournment.
The secretary shall note in the minutes of each meeting the late entry,
departure and when it occurs, the return of any member of the School
Committee. These notations shall be placed in the minutes at the
appropriate places.
The secretary shall record all items not noted in this bylaw or
recommended by state law or regulations
D.

Executive Sessions *
The minutes of executive sessions shall be recorded and maintained in
confidence until released by a majority vote of the School Committee
members present. The secretary shall record the minutes of executive
sessions on pages separate from the minutes of the open meeting and
shall maintain the minutes of the executive session in a binder marked
“CONFIDENTIAL”. Upon the public release of the minutes or sections
thereof they shall be so marked as released and the date of the release.
*See BYLAW 2-33

Legal Reference:
M.G.L.,ch.71, sec.36
M.G.L.,ch.39, sec.23B
M.G.L.,ch.66, sec.6
M.G.L.,ch.66, sec.10

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Secretary; appointment; duties.
Open meetings; notice; record.
Records of public proceedings;
preparation; custody
Public inspection of record.

BYLAWS
2-37
B

2-37
Participation by the Public

A.

Presentations to the Committee
The public and employees of the School Committee as individuals
or as members of an employee organization, as differentiated from
their acting in an official capacity and appearing in the line of duty,
shall have an opportunity to make presentations to the committee.
However, the committee does not hereby obligate itself to act on
any request or proposal whether it is informal, formal, written, or
verbal. The committee reserves the right to limit presentations and
to refuse to hear those coming without advance notice from the
floor of a committee meeting.

B.

Procedure for Advance Request
A person who wishes to address the committee should make a
written request to the Superintendent six (6) school days before the
next regularly scheduled meeting and should indicate the subject of
the presentation.

C.

Recognition from the Floor
The chairman, at his discretion at any time during the meeting,
may recognize a person desiring to speak on the topic under
consideration.

D.

Addressing the School Committee
Upon recognition by the chairman, the speaker should clearly state
his name, address and the subject of his remarks and shall address
the chairman. The School Committee shall extend its courtesy to
the speaker, who shall respect the privilege extended or shall be
ruled out of order by the chairman.

2-37
Participation by the Public (cont)

E.

Time Limitations
The time allotted to any speaker shall be at the discretion of the
chairman except that a motion to appeal the decision of the
chairman shall be in order. A vote of a majority of the members
present shall be necessary to overrule the chairman’s decision.

Legal Reference:
M.G.L., ch.39, sec.23C

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

Regulation of participation by public.

BYLAWS
2-38
B
2-38
Complaints to the School Committee
The School Committee shall not honor any request by individuals or
groups who desire to discuss or to present complaints against students or
school employees either singularly or collectively until or unless the
complaints have gone through the proper channels and the
Superintendent has received the complaint in writing.
The chairman shall rule such speaker to be out of order until he has
complied with the guidelines and policies of the School Committee in
regard to resolving the problem at a lower level.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002
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ADMINISTRATION
3-1
P
3-1
Purpose
The primary purpose of school administration is to create and foster an
environment in which students can learn most effectively. Dominant
among the responsibilities of the administration are the development
of a curriculum founded upon the goals and objectives of the School
Committee and the selection of outstanding teachers.
The Superintendent, under the guidance of the policies of the School
Committee, has responsibility for mobilizing and coordinating an
educational program to stimulate students in the pursuit of their
educational goals.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-2
P
3-2
Philosophy Regarding Administrators*
A. Administrator’s Commitment
The School Committee looks to and depends on the administrative staff for
educational leadership and management of the school system. The School Committee
expects administrators to act in a highly professional manner at all times and to be
aware of the strong impact of their actions both on the students and on the community
that the school system is committed to serve. If it is impractical for an administrator
to live in Stoneham, the admninistrator shall recognize the responsibility to make
himself to be available to the school department at all times.
In this era of collective bargaining, administrators will both support and explain the
town's economic limitations that result in compromise agreement on economic issues.
Administrators will recognize their primary responsibility to administer any resulting
contract in a fair and impartial manner and to seek always to follow the contract to
the letter, to avoid unnecessary grievances and, when grievances do arise, to settle
them, if possible, at the first step.
B. School Committee’s Commitment
Recognizing the paramount role of the administrators in developing and maintaining
excellence in the school system, the School Committee pledges its best effort to
compensate its administrators appropriately and, in addition, to provide
the support, flexibility in hours, fringe benefits and recognition and respect vital to
excellence in education. The School Committee understands that the morale of the
administrators is important in the general operation of the Stoneham Public Schools.
*See the Letter of Agreement between the School Committee and the administrative
staff of the Stoneham Public Schools, July, 1977.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-3
P
3-3
Administrative Salary Guides

Administrative salaries for those positions subject to individual contracts shall be
determined by budget guidelines recommended by the superintendent and approved by
the School Committee. Individual administrators shall also be eligible for additional
longevity or educational atainment compensation similar to that provided for other school
administrators.
In addition to any annual changes that may be approved, base compensation may be
considered for adjustment due to the following reasons:
 A change in the individual’s scope of responsibilities or work year;
 A desire to recognize consistently outstanding performance.

Adopted:
Revised:
Reviewed:
Revised:

October 12, 1978
February 12, 1987
January 24, 2002
April 26, 2012

ADMINISTRATION
3-4
P
3-4
Fringe Benefits *
With the exception of the items noted below, the administrative staff shall be
entitled to all benefits allowed under the current contract agreement of the
Stoneham School Committee and the Stoneham Teachers' Association.
1.

The provisions of the "sick leave bank" shall not apply to the administrative
staff.

2.

Unused leave of absence is cumulative to two hundred (200) days for
administrators who work less than a full year and to two hundred and forty
(240) days for administrators who work a full year. This cumulative leave
may be used only for personal illness.

* See the Letter of Agreement between the School Committee and the
administrative staff of the Stoneham Public Schools, July 1977.

Adopted:
Reviewed:

January 19, 1978
January 24, 2002

ADMINISTRATION

3-5
P
3-5
Consultants
A. Paid Consultants
The committee may engage the services of paid consultants when, in its
judgment, these services will benefit the school department.
B. Unpaid Consultants
The committee encourages the use of consultants if no fee or obligation is
required. These persons must be approved by the Superintendent prior to any
assignment.
C. Staff Members as Consultants
Staff members who are requested to work as consultants to other school districts,
educational institutions, state and national education associations or other
nonprofit organizations may be permitted to do so at the discretion of the
Superintendent. The Superintendent shall take into consideration the opportunity
for the professional improvement of the employee, the value of the experience to
the school department and the amount of the employee's work load that can be
shared without adversely affecting the school department.
In general, the committee subscribes to the principle that no employee of the
committee shall be paid twice for the same work period. The employee, therefore,
may use leave time with pay, leave without pay or other leave that, in the
judgement of the Superintendent, is consistent with this policy.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-6
P
3-6
Working Conditions
A. Working Days
Administrative and supervisory personnel are employed on contracts to
perform certain functions in the school department. The School Committee
shall establish for this group of employees the number of working days to be
included as a covenant in the individual’s contract.
B. Hours of Employment
The workday for administrative and supervisory employees shall coincide
with the hours established for the central administrative office. The
Superintendent shall establish the hours of employment for administrative and
supervisory personnel. These hours shall be the time required to complete the
work for which the personnel were employed. This group of personnel is
expected to be available to the staff and/or parents for conferences, meetings,
etc., at the discretion of the Superintendent.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-7
P
3-7
Internships
The committee approves of the school department's administrative internship
program and in joining with colleges and universities in training administrative
interns. It is the intent of the committee for interns to gain experience in school
administration and for the department to benefit from the services of the intern.
Before an intern can train in the department, an agreement approved by the
School Committee must exist between the school department and the intern
candidate or the institution of higher learning at which the intern is a student. The
agreement(s) shall delineate clearly the roles of the department and the individual
or the institution of higher learning. The intern shall be given a specific job
description and, during the period of the assignment, shall be responsible to an
immediate superior in the school department.

Adopted:
Revised:
Reviewed:

October 12, 1978
February 12, 1987
January 24, 2002

ADMINISTRATION
3-8
P
3-8
Lines of Responsibility
The School Committee desires that lines of responsibility be established and be
clearly understood by everyone involved. The School Committee also values the
interchange of ideas outside the established framework of direct responsibility
and welcomes the free and open flow of ideas and assistance among pesonnel at
every level. The following principles shall govern the administrative operation of
the school system.
1. Responsibility shall flow simply and clearly from the School Committee
through the Superintendent to the Supervisors. Prinicpals and Teachers to
the Students
2. Each member of the staff shall be informed as to whom he is responsible
and for what functions.
3. Each member of the staff shall be made responsible to only one immediate
superior for any one funtion whenever possible.
4. Each staff member shall be informed as to whom he can appeal in case of
a disagreement with the person to whom he is responsible.
5. Each staff member shall be informed as to whom he can go for help in
working out his own funtions in the school program.

Adopted:
Reveiwed:

October 12, 1978
January 24, 2002

ADMINISTRATION

3-9
P

3-9 Organizational Chart
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Adopted: January 19, 1995
Revised:
August 17, 1995
Revised:
January 24, 2002
Revised:
January 28, 2010
Revised: August 21, 2014

Supervisory Responsibility
Programmatic Responsibility

ADMINISTRATION
3-10
P
3-10
Communications with the Staff
A. Policies and Regulations
The Superintendant shall establish and maintain an orderly plan for preserving
and making accessible the policies adopted by the School Committee and the
administrative rules and regulations. Accessibility shall extend to students, to all
employees of the school department, to members of the school committee and to
citizens in the town.
B. Administrative Directives
The Superintendent shall issue administrative directives, bulletins and other
written materials deemed necessary for the effective administration of the schools.
The provisions of these materials must be consistent with officially adopted
policies of the School Committee, with negotiated agreements and shall be
binding on all employees.
C. Advisory Councils and Committee
For purposes of deliberation and advice the Superintendent shall make the most
effective use of the experience and talent of members of the staff. The
Superintendent, in cooperation with the staff, shall have responsibility for
organizing councils or committees to provide orderly channels through which all
school employees may communicate their views to the School Committee. This
responsibility includes devising arrangements for the representation of staff
members and for regular meetings of the councils or committees.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-12
P
3-12
Administrative Discretion in Absence of Policy
If action must be taken in the school system and if the School Committee has
provided no guides for administrative action, the Superintendent of Schools shall
have the power to act; but these decisions may be subject to review by action of
the School Committee at its regular meeting. The Superintendent of Schools
promptly shall inform the School Committee of such action and of the need for
policy.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-13
P
3-13
Review of Adminstrative Decisions
Matters regarding the management of the school department and originating with
employees, parents or citizens of the town shall be discussed with the
administrator closest to the problem and shall be reported to the Superintendent
before being brought before the School Committee. Efforts shall be made to
resolve the problem at the lowest administrative level.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
3-14
P
3-14
Conventions, Meetings and Institutes
A. Administrators and Supervisors
The School Committee annually will include funds in the budget to cover
expenses and fees for the attendance of the administrative staff at conventions,
conferences, institutes and meetings recommended by the Superintendent. The
Superintendent is authorize to approve the attendance of staff members at these
conventions, conferences, institutes and meetings to the extent provided for in the
budget. Any additional requests must be approved by the School Committee.
The Superintendent is encouraged to consider the requests of as many staff
members as feasible in order to provide a variety of professional experiences for
more members of the staff.
B. Superintendent
The Superintendent may attend conventions, conferences, institutes and meetings
that may prove beneficial to the School Department.
The Superintendent, in consultation with the School Committee chair, may
designate a lead administrator if he/she tavels overnight out of state.
C. Procedure
All out-of-state expenses and/or expenses requiring overnight accommodations to
conventions, meetings, conferences and institutes must receive prior approval by
an action of the School Committee.

Adopted:
Revised:
Reviewed:
Revised:

October 12, 1978
April 4, 1984
January 24, 2002
January 28, 2010

ADMINISTRATION
3-15
P
3-15
Evaluation of the Administrative Staff
The evaluation of the administrative staff is the responsibility of the
Superintendant. This evaluation should include, but should not be limited to, the
following:
1. The effectiveness of the administrator in the role defined by the job
description.
2. The accomplishment of both short-range and long-range objectives.
3. The judgment of the administrator's immediate superior.
The implementing procedures developed by the Superintendent shall be in the
spirit of improving the effectiveness of the individual being evaluated.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
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3-16
Job Descriptions
Every administrative and supervisory position shall have a specific role defined in
a job description. The Superintendent shall be responsible for developing for each
position an effective job description that incorporates the guidelines under "Lines
of Responsibility" (Section 3-8 of this manual) and other relationships necessary
for the efficient management of the school department.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

ADMINISTRATION
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3-17
Crisis Plans

A. Crisis Plans
Advance planning for emergencies, crises, and disasters is essential to provide for
the safety of students and staff; it also strengthens the morale of all concerned to
know that plans exist and that students and staff have been trained in carrying out
the plans.
The Superintendent will develop and maintain plans that meet the requirements of
the state law for preparedness in case of fire, civil and criminal emergencies, and
natural disasters. Such plans will be supported by published emergency
procedures that have been developed with the knowledge and assistance of school
personnel and town fire and police officials working collaboratively. These plans
will also be supported by the school district's membership in the S.T.A.R.S.
program, which has been designed to pool expertise and resources for
membership communities during crises situations.
It is further understood that, in order to ensure the safety of school personnel,
school children and town workers responding to an emergency situation, there
may be a need to share some emergency procedures only with appropriate school
and town leaders and not with the public at large.
Building principals will meet all requirements for conducting drills to give
students practice in moving with orderly dispatch to designated areas under
emergency conditions, and the staff practice in carrying out their assigned
responsibilities for building evacuation.

B. Communication Plan
In an emergency, the building principal, in concert with the Superintendent, will
implement a communication plan with the involved parties. The scope of the
communication plan will depend upon the level of impact caused by the situation
and will follow the guidelines provided below:

ADMINISTRATION
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3-17
Crisis Plan (cont)
Building Level Impact
Spokesperson: Building Principal
Involved Parties
1. Building Crisis Team
2. Superintendent of Schools (who may inform the following):
a. Central Office
b. School Committee
3. School Faculty and Staff as appropriate
4. Parents, Guardians, and Students if appropriate
District Level Impact
Spokesperson: Superintendent of Schools
Involved Parties
1. Building Level Crisis Team
2. Superintendent of Schools and Central Office
3. School Committee
4. District Administration, Faculty and Staff
5. Parents, Guardians, and Students if appropriate
6. School District Crises Teams
7. Community Resources, e.g., Police, Fire, Building Inspector, Board of
Health
Community Impact
Spokesperson: Superintendent of Schools
Involved Parties
1. All points of contact from the District Level Situation
2. Regional and State Resources
During the situation there will be (1) ongoing briefing with the crisis
team(s); (2) ongoing communication with all involved parties; (3)
preparation of a written statement by the Building Administrator or
Superintendent as appropriate; and (4) development of an after-care
plan as appropriate

ADMINISTRATION
3-17
P
3-17
Crisis Plans (cont)

C. Communication with the Media
Every effort will be made to assist the press and other communications media to
obtain complete and adequate coverage of an emergency situation.
All representatives of the media will be given equal access to information.
General releases to the entire community will be made available to all media
simultaneously. There will be no exclusive releases.
In order that emergency situations are given necessary coverage and are
coordinated through a common effort and purpose, the following procedures in
giving official information to the news media will be followed:
1. The School Committee Chairman will be the official spokesperson for the
committee, except as this duty, may be delegated to the Superintendent.
2. News releases that are of a system-wide or sensitive nature or pertain to
established School Committee Policy are the responsibility of the
Superintendent.
3. News releases that are of concern to only one school, or to the organization of
one school, are the responsibility of the principal of that particular school. All
statements made to the press by other staff members of the particular school
must be cleared with the principal.
While it is impossible to know how news of an emergency nature will be treated
by the press, every possible effort should be made to obtain coverage that will
maintain the safety of those in the school system and in the community at large.

Adopted:
Reviewed:

March 8, 2001
January 24, 2002

ADMINISTRATION
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Superintendent: Qualifications, Selection and Appointment
A. Title
The Superintendent of Schools shall be the executive officer of the School
Committee and the educational leader of the community and shall assume all
responsibilities assigned by law, the State Board of Education and the local
School Committee.
B. Qualifications
The Superintendent must qualify for certification under state law and must
meet other qualifications the School Committee requires in light of the
immediate demand of the position.
C. Selection Procedure
Within the confines of the law the School Committee shall conduct an active
search to find the person it believes can translate most effectively into action
the policies of the School Committee and the aspirations of the community
and the professional staff.
D. Appointment
The School Committee shall employ and enter into a contract not exceeding
six (6) years with a qualified person for the position of Superintendent of
Schools. A vote of a majority of the School Committee members present at a
committee meeting for which due notice was given of the intended action
shall be required for the employment of the Superintendent.

Legal Reference:
M.G.L.,ch.71 & 59
M.G.L.,ch.71 & 38G

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Superintendent of schools: powers and duties
Certification of teachers

ADMINISTRATION
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P
3-18.1
Relationship Between School Committee and the Superintendent of Schools
The School Committee and its chief executive officer must cooperate closely in
order for the school system to function as efficiently as possible. An honest, open
trusting relationship is based on candid communication between the two.
Members of the School Committee should feel free to provide regular counsel to
the Superintendent, and the Superintendent should feel that he can convey his
feelings and thoughts to the committee.
The School Committee and the Superintendent should agree upon and mutually
support goals in order that the Superintendent will clearly understand what is to
be accomplished. The committee should provide the necessary resources and
should be willing to listen to the Superintendent's advice. The Superintendent, in
turn, shall consult with the committee, seek direction, translate its will into
administrative action and shall give the committee information necessary for its
members to make intelligent decisions. To insure that the system is working
properly, the committee and the Superintendent have the responsibility for
developing a systematic means of evaluating the superintendent's effectiveness. In
addition, the committee expects the Superintendent to communicate with it about
the quality of the committee's performance.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Authority and Responsibility of the Superintendent
A. Authority
The School Committee invests the Superintendent with all necessary authority
to execute the policies of the School Committee and to operate the school
department in accordance with the law, with regulations of the State Board of
Education and with established objectives of the school department.
B. Responsibilities
As chief executive officer, the Superintendent shall be responsible to the
School Ccommittee for all administrative, instructional, supervisory and
business aspects of the school department and shall interpret educational
policies to the community. The Superintendent shall be accountable to the
School Committee for the performance of the Superintendent's duties and
those of subordinates.
C. Delegation of Authority
The Superintendent may delegate to subordinates such functions and authority
as deemed appropriate and shall hold the subordinates accountable for the
performance of delegated functions.

Legal Reference:
M.C.L.,ch. 71 & 59

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Superintendent of schools: powers and duties
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Evaluation of the Superintendent
A. Generally
The evaluation of the management of the school department is essential and is
a basic responsibility of the School Committee The improvement of the
school department shall be the primary goal of the evaluation, which shall be
approached on the basis of open cooperation between the School Committee
and the Superintendent.
The evaluation should include, but shall not be limited to, the following:
1. The effectiveness of the Superintendent's leadership.
2. The accomplishment of reasonable objectives outlined in advance.
The evaluation shall be both formal, in that some mutually agreeable method
may be used, and informal in that the personal views of the School Committee
members shall be included.
B. Objectives of the School Committee
Through the evaluation of the Superintendent, the School Committee shall
strive to accomplish the following objectives:
1. Clarify for the superintendent his role as seen by the School
Committee.
2. Clarify for the School Committee members the role of the
Superintendent in light of the job description, legal requirements and
the immediate priorities among the Superintendent's responsibilities as
agreed upon by the School Committee and the Superintendent.
3. Develop a harmonious working relationship between the School
Committee and Superintendent.
4. Provide lay leadership for the school department.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Administrative and Supervisory Personnel
A. Generally
Administrative and supervisory positions in the school department are
established by action of the school committee and/or by state law.
It is the intent of the school committee to activate and to maintain a number of
administrative positions sufficient to promote and insure the attainment of the
goals and objectives of the Stoneham Public Schools in the most efficient and
economical manner possible.
B. New Positions
Upon the establishment of an administrative or supervisory position, the
school committee shall approve the broad purpose and function of the position
in harmony with state laws and regulations. The committee also shall approve
a statement of job requirements as recommended by the superintendent and
shall delegate to the superintendent the task of writing or causing to be written
a job description for the position.
C. Appointments*
In order to insure the appointment of the best qualified candidates to
administrative and supervisory positions, the school committee shall appoint
only candidates who meet all qualifications established by law and by the
school committee for the specific position. For certain positions, the
superintendent shall recommend for final interviews with the committee those
candidates that the superintendent has selected as outstanding finalists. If the
school committee rejects the finalist recommended by the superintendent, the
superintendent shall submit a new recommendation, which recommendation
may be the same as that previously submitted; provided, however, that after a
third negative vote the new recommendation shall not be the same as that
previously submitted, and provided, further, that after the fifth negative vote
the new recommendation may be the same as that originally submitted.
The Stoneham Public Schools do not discriminate on the basis of age, race,
color, sex, religion, national origin, sexual orientation, gender identity, or
disability.

ADMINISTRATION
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Administrative and Supervisory Personnel (cont)

D. Review of Administrator’s Job Performance
A bi-annual review of the job performance of each administrator below the
level of assistant superintendent shall be conducted and reported to the school
committee at the end of the school year. The review shall be constructive in
that it shall afford opportunities for administrators to improve professionally,
provide guidelines for improving their job performance and evaluate the
administrators’ growth in their positions during the school year.
The positions of principal, assistant prinicpal and vice-principal shall be
reviewed by their immediate supervisors. All other administrative reviews
shall be the responsibility of the superintendent and the assistant
superintendent.
*See Negotiated Agreement.

Legal Reference:
M.G.L.,ch.71, sec 38.

Employement of teachers and aides.

M.G.L.,ch. 151B.

Unlawful discrimination against race, color,
religious creed, national origin or ancestry

Adopted:
Revised:
Reviewed:
Revised:

October 12, 1978
February 12, 1987
January 24, 2002
July 2012
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Principals
Upon their nomination by the Superintendent, the School Committee shall appoint
the principals, who shall hold certificates prescribed by the State Board of
Education. The principal shall be responsible to the Superintendent. The principal
shall coordinate efforts with the staff of the central office and shall work with
them in their fields of specialization.
The principal's responsibilities shall include the organization, administration,
maintenance and supervision of the educational program of the school, the
promotion of harmonious community relations and other duties that the
Superintendent assigns.

Legal References:
M. G. L., ch. 71, & 4.
M. G. L., ch. 71 & 59B.
M. G. L., ch. 71 & 38B.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

High Schools; maintenance.
Principals; employment; compensation, duties.
Certification
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School Department's Business Affairs
A. Generally.
As trustees of the state's and town's investment in the plant, facilities and
operational funds, the School Committee has a responsibility for assuring the
wise use of this investment.
B. Supervision
The School Committee directs the Superintendent to administer the business
affairs of the school department in such a manner as to provide the best
possible educational services with the financial resources available.
The business aspect of the school department, including the handling of funds,
accounting and reporting procedures, long-range planning and clerical and
non-instructional support services personnel as designated by the
Superintendent, shall be, the responsibility of the Superintendent. The School
Committee has established the position of business manager to assist the
Superintendent with these responsibilities.

Legal Reference:
M.G.L., ch.43, sec. 33.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

School committee; powers and duties.
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Ethics/Conflict of Interest
A. Generally
The Stoneham School Department is committed to a continuing effort to maintain
principles of ethical business conduct for its own benefit as a whole. The School
Department also accepts the responsibility of fostering an environment in which
compliance with law and strict adherence to its principles of high ethical standards is
expected.
It is the obligation of the School Department and its employees to conduct business
with due regard for compliance with all applicable laws that relate to customers,
suppliers, competitors, etc. The maintenance of high ethical business conduct is the
responsibility of every employee. Employees must assure that not only are their
actions of a high ethical standard but also that the perception of their activities is at
an equally high level. The School Department will benefit from the excellent
reputation it has earned for its integrity.
Any employee, including a coach, advisor, substitute, etc. who is engaged in or
employed by a business for profit, including a one-time transaction, and who solicits
or allows his/her name to be used in soliciting any of his students or their parents as
customers for that business must:
1. Advise the Superintendent of schools in writing of the nature of the business,
and his relationship to it including the methods employed in soliciting students
and parents.
2. Refrain from soliciting for or otherwise discussing the business on school
property.
3. Limit any solicitation among his students or their parents to a factual description
of the product or service offered – the purchase of the product or service should
not be urged or advocated.
4. Assume responsibility for avoiding the creation of any impression among
students or parents.that a student's degree of success or participation in a school
program is in any way related to the purchase of the product or service, or that
the business is sponsored by the school.
5. Insure that his student and parent customers are informed that he has a business
interest in the contemplated sale to them.
Adopted:
Revised:
Reviewed:

October 12, 1978
February 12, 1987
January 24, 2002
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Bonding of Employees
Employees who are responsible for large sums of cash or who are required by law
or by the School Committee to be bonded shall be covered by a bond before
assuming their responsibilities. The bond shall cover the position and shall be in
an amount commensurate with the funds handled by the employee. The School
Committee shall assume the cost of bonding.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Gifts, Bequests and Donations
A. Generally
On behalf of the School Committee the Superintendent may accept gifts,
bequests and donations that are in harmony with the policies of the School
Committee. Gifts, bequests and donations shall become the property of the
school department and shall be used for the purposes intended by the donor
when possible.
The School Committee reserves the right to reject gifts, bequests and
donations accepted by the superintendent on its behalf.
Gifts, bequests and donations other than monies shall meet the following
criteria:
1. Be deemed fitting and appropriate for school use.
2. Include installation costs unless waived by the School Committee
3. Be free of excessive maintenance and/or maintenance costs unless waived
by the School Committee.
4. Be subject to review by the School Committee at its request.
B. Gifts and Grants of Monies
The School Committee may accept gifts and grants of monies for educational
purposes and, following approval of the purpose of the gift or grant, shall
disburse it for the intended purpose. These funds shall be maintained in and
disbursed from a separate account.

Legal Reference:
M.G.L.,ch.71, sec. 37A.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Grants; acceptance and disbursement.
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Sales Representatives
The school committee recognizes the value of the staff's being informed of the
latest commercial materials available to assist in their teaching and welcomes
competent representatives of such publishers and manufacturers. However, the
committee does not want classroom teachers distracted or undue administrative
time taken from previously assigned duties.
The superintendent shall develop regulations that will protect the staff from
outside pressures yet will take advantage of the knowledge brought into the
department by sales representatives.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

BUSINESS
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Monies in School Buildings
In order to remove the temptation to burglarize the schools or to steal monies and
in order to protect the school department against loss of funds, only the minimum
cash required for the daily operation of the schools may be kept in the schools or
the central office. Employees responsible for handling school monies shall be held
accountable for any school funds lost in violation of regulations established under
this policy.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Insurance
A. School Buildings
The school buildings and property of the School Committee shall be insured
against loss by fire or other causes normally covered by the Town of
Stoneham. Insurance coverage for buildings and personal property shall be in
an amount recommended by the School Committee.
B. Liability Insurance
School Committee members, administrators and teachers shall be covered by
liability insurance paid by the school department. Other employees may be
covered under this plan if their responsibilities would place them in jeopardy.
C. School Vehicles
School-owned vehicles shall be covered by insurance in accordance with state
law.

Legal Reference:
M.G.L., ch.71, sec. 38L.
M.G.L., ch.41,sec. 59.
M.G.L., ch.40, sec 5(1).
M.G.L., ch.40A and ch.40B.
M.G.L., ch.41, sec.100C.

Authority to purchase liability insurance.

Protection of school employees against
damage suits

See the Code of the Town of Stoneham for insurance coverage.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Budget: Generally
A. Definition
The school budget is a document that presents the School Committee's plan
for the allocation of the available financial resources into an explicit plan of
expenditures to sustain and to improve the educational functions of the school
department.
The budget shall be based upon the educational needs of the school
department and the financial capabilities of the town as cooperatively
identified by the administration and School Committee.
The budget shall be a guide for discretionary spending to achieve the
objectives and goals adopted by the School Committee.
B. Form
The budget shall be organized in accordance with the requirements of the
Massachusetts Department of Education.
Program budgeting shall be used for the purpose of effecting better control
over the disbursement of school funds.
C. Responsibility for Administration
The Superintendent shall be responsible for the management of the budget
adopted by the School Committee. The School Committee shall be kept
informed of projected and actual revenues and disbursements that may require
a revision of the financial plan.
The Superintendent is authorized to make commitments of funds approved by
the School Committee in the adopted budget. The commitments shall be in
accordance with legal provisions and policies of the School Committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Preparation and Approval of the Budget
A. Planning
Planning of the budget shall be under the direction of the superintendent and
shall involve teachers, administrators, School Committee members and other
persons as needed. The School Committee shall hold a public hearing as
required by state law, on the proposed budget.
B. Program Budgeting
The budget shall be an expression in financial terms of the educational plans
for the ensuing year. The projected cost of each program in the school
department shall be identifiable. It is essential, therefore, that the planning of a
program budget begin with the staff.
C. Adoption
The school budget shall be adopted by the School Committee prior to its
submission to the town for approval.

Legal Reference:
M.G.L., ch. 71, sec. 38.
M.G.L., ch. 71, sec.38N.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

School committee to hold hearing on proposed
budget.
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Transfer of Funds within the Budget
A. State Accounting System
Line item funds may be transferred to other line items within the same
categories as provided by regulations of the Massachusetts Department of
Education.
B. Program Budget
The superintendent may transfer funds from one program to another program
in the budget if the transfer does not violate the Massachusetts Department of
Education's regulations regarding the state budgetary system.
C. Accounts for Salaries, Expenses and Out-of-State Travel
The school committee may approve the transfer of funds among the accounts
for salaries, expenses and out-of-state travel in order to avoid deficits or to
meet unanticipated expenditures.
D. Federal Funds
Federal funds must be expended for the purposes of and under the acceptance
agreement with the federal government. Transfers of line item funds must be
in accordance with federal regulations.

Legal Reference:
M.G.L., ch. 71, sec. 34.
Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Support of Schools.
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Financial Accounts
A. Generally
The school department shall handle only monies that are under the control of
the School Committee or its agents. The school department shall not be a
repository for monies of organizations outside the jurisdiction of the School
Committee.
B. School Department Accounts
The school department, through the School Committee and its agents, shall
account for all monies deposited in school accounts and shall control the
disbursement of monies from school accounts. Monies may be deposited in
school accounts when they are:
1. allocated to the school department by local, state and federal governments
2. accepted by the School Committee as gifts or grants
3. deposited in school activity accounts and disbursed by authority of a
school administrator under regulations of the business office.
4. accepted by the School Committee and placed under the control of the
school committee regardless of their source.
C. Non-School Accounts
Monies belonging to non-school organizations and presently held in school
accounts shall be returned to the organization or, with the approval of the
organization, be surrendered to the school department. Monies belonging to
non-school organizations and presently held in school accounts in the name of
an inactive organization shall be returned, if possible, to the organization or
shall be placed in the student activity general fund within one (1) year from
the date of adoption of this policy.

Adopted:
Reviewed:

May 10, 1979
January 24, 2002

BUSINESS
4-16
P
4-16
Audits
A. General Fund
The accounts of the general fund shall be audited in accordance with state
regulations, and a report shall be submitted to the School Committee.
B. Student Activity Funds
An outside qualified individual annually shall conduct an audit of school
activity accounts and shall submit a report to the Superintendent.
C. Federal Funds
Federal fund accounts shall be audited in accordance with federal
requirements.
D. Special Audits
The School Committee may require an independent audit of any or all
accounts.
Whenever an employee responsible for handling cash terminates employment,
the accounts of the employee may be audited.

Legal Reference:
M.G.L., ch. 44, sec. 35, 38, 40.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Financial Reports
A. Monthly Statements
The School Committee shall be presented monthly with a financial report on
the condition of the school department's finances and special funds.
B. Annual Financial Statement
The Superintendent shall be responsible for preparing an annual financial
statement at the end of each school year (fiscal year). The report shall
summarize the annual appropriations, disbursements from each category,
encumbered funds and the free balance in each account.
The financial condition of each special fund shall be reviewed upon request of
the School Committee.
C. State Reports
Financial reports prepared for the State Department of Education shall be
prepared and filed under the supervision of the Superintendent.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Petty Cash Funds
A petty cash fund may be established in the administrative office for the purpose
of paying for small purchases. Records shall be kept of all expenditures from this
fund, and the fund shall be reimbursed by the School Committee from appropriate
portions of the school budget.

Adopted:
Reviewed

October 12, 1978
January 24, 2002
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Student Activity Account Policy
In accordance with MGL Ch. 71, S. 47 (as amended by Ch. 66 of the Acts of 1996), a
school principal may receive monies in connection with the conduct of particular student
activities and must deposit said monies via the school business office to the Town
Treasurer. The Town Treasurer shall maintain an account for each school entitled the
"Student Activity Agency Account".
Each school principal may maintain a checking account for expenditure purposes.
Deposits into the checking account shall be made from each school's municipal student
activity agency account to the extent monies are available in said account. The maximum
a school can have in its checking account at any time is as follows:
Elementary Schools
Middle School
High School

$ 2000.00
$ 15,000.00
$50,000.00

The checking account must be established in a bank having a branch in Stoneham. Said
bank must be approved by the Superintendent and the Town Treasurer. Said bank need
not be the same bank as the Town Treasurer uses to maintain the municipal student
activity agency accounts.
The interest earned on each municipal student activity agency account shall remain in the
account and be recorded as a separate line item by the building principal. Said interest
shall be used to cover the following expenditures without requiring further approval from
the School Committee:





To cover the cost of periodic outside audits of the accounts.
To purchase forms and supplies related to maintaining the student activity
accounts.
To cover the cost of a student(s) attending a class or school function when
students are charged for such, but the principal determines the family is unable
to afford such expenses.
Refreshments for parent/student activities and for volunteers who have helped to
support student programs.

An annual report on the use of the interest, together with a report of the activity of all
funds shall be filed with the Superintendent each August for the prior school year.

Adopted:
Amended:
Reviewed:

October 13, 1978
June 24, 1999
January 24, 2002
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Purchasing: Generally
A. Generally
The Superintendent shall supervise a system of purchasing goods and services
for the school department in order that the School Committee can be assured
that the purchasing and receipt of goods and services have been completed and
that documents are presented to the School Committee to effect payment.
B. Central Purchasing
In order to take advantage of quantity discounts, lower pricing, controlled
purchasing and other advantages inherent in central purchasing, the
Superintendent shall designate those areas of purchasing that shall be made
through the business office.
The Superintendent may encumber funds in the budget adopted by the School
Committee if state and local laws and regulations permit the encumbrance.
C. Quality
The School Committee directs the Superintendent to make reasonable efforts
to insure that, through sound purchasing procedures, the school department
receives full value for every dollar spent. The purchasing guideline shall be to
purchase for an intended purpose the required product or service that, in the
course of its use, will be the most economical and efficient.
D. Timing
Purchases shall be timed to provide the necessary goods and services without
undue delay. Purchasing shall take into consideration the time the product is
needed and the market trend at the time. The objective shall be to have the
product available when needed.
E. Quantity
The quantity of an item purchased shall depend on the anticipated need,
storage facilities and the unit price of purchasing in volume. Whenever
reasonable, standardized lists shall be established as a guide to purchasing.

BUSINESS
4-23
P
4-23
Purchasing: Generally (cont)

F. Vendors and Contractors
Vendors and contractors shall not be shown favoritism or given advantages
over their competitors. Each order shall be placed on the basis of quality,
price, delivery and, when these factors are equal, past service of the vendor.
G. Local Preference
The School Committee encourages the patronizing of local businesses within
the town. Therefore, when all other considerations are equal, orders for goods
and services should be awarded to businesses within the town.

Legal Reference:
Bylaws of the Town of Stoneham.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Art. 3, sec. 5.

Bid Bylaw.
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Requisitions and Purchase Orders
A. Generally
A system of requisitions for services and supplies and a system of purchase
order controls shall be maintained under the direction of the superintendent in
order to control the expenditures and to insure that the intent of the School
Committee is followed.
B. Requisitions
The intent of the system of requisitions shall be to permit employees to submit
requests for administrative review and approval those materials and services
the employees deem necessary to their functions in the school department.
C. Purchase Orders
The payment of funds from the school department budget shall be considered
by the School Committee when purchase orders are properly executed in
accordance with the Superintendent's regulations and purchase orders bare the
Superintendent's signature.
The Superintendent may extend the purchase order controls to funds other
than those in the budget.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Payment for Goods and Services
A. Claims for Disbursements
A system of review of bills presented to the business office for payment shall
insure that claims for disbursement are authorized, that materials and services
have been received and that the claim is legitimate.
B. Payment of Bills
At a posted meeting, the Superintendent shall present to the School
Committee the claims for the payment of bills and payroll schedules along
with a recommendation for approval.
However, one member of the School Committee may review and sign
warrants or the Superintendent in absence of the School Committee member
may sign warrants prior to the meeting and thus permit the payment of the
approved bills immediately. The School Committee shall approve this action
at the next posted meeting.
C. Payment of Salaries
Salary accounts shall be paid according to schedule and ratified at the next
posted meeting of the School Committee.

Adopted:
Revised:
Reviewed:

October 12, 1978
February 12, 1987
January 24, 2002
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Bids and Quotations
Purchases of goods and services by the school department must meet the
requirements of the bylaws of the Town of Stoneham. Where these
requirements permit the school department exceptions and options
regarding bids and quotations, the intent of the following bylaw shall
be given careful review:
"The intent of this [bylaw] shall be for the purpose of inviting competition, to
guard against favoritism, improvidence, extravagance, fraud and corruption, and
to secure the best work or supplies at the lowest price practicable . . . . The
provisions of this [bylaw…are] not intended to operate thus denying the
municipality the authority to deal with problems in a sensible, legal, and practical
way . . . "

Legal Reference:
Bylaws of the Town of Stoneham.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Art.3,sec. 5.

Bid Bylaw.
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Inventory
A system of inventory of school property shall be devised and maintained. It shall
be available to identify items for insurance purposes and to control the loss of
property.
This inventory shall include, but shall not be limited to, items such as buildings,
movable equipment, vehicles and other items that may be covered by insurance.
Wherever practical, a form of identification acceptable to the local police
department shall be placed on school equipment and materials.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Obsolete Equipment
The district may dispose of obsolete equipment in compliance with M.G.L.
Chapter 30B, Section 15 or any applicable Town by-law.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
January 28, 2010
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Maintenance
A. Preventive Maintenance
The Superintendent shall maintain a program of preventive maintenance and,
in the budget recommendation, shall include funds adequate to sustain the
program.
B. Emergency Repairs
After having notified the members of the School Committee, the
Superintendent may authorize separate contracts for emergency repairs of
school property between School Committee meetings and without
advertisement whenever necessary to keep school property functioning
efficiently and safely.
C. School Grounds
School grounds shall be maintained in a safe, functional and reasonably
attractive condition. The Superintendent shall include in the budget
recommendation funds for the upkeep of the grounds in the manner described
in this policy.
All dogs (except service animals) are excluded from school grounds during
school hours. Dogs may be walked on driveways and parking lots outside of
school hours. Dogs shall not be allowed on school playgrounds and fields.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
January 21, 2016
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Motor Vehicles
School vehicles owned by the school department may be used only for official
school business except as otherwise provided by law and/or approved by the
School Committee. These vehicles shall be operated by qualified persons
authorized by the School Committee or the Superintendent.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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POLICY REGARDING MOTOR VEHICLE IDLING ON SCHOOL GROUNDS
No motor vehicle operator shall cause or allow any motor vehicle operated by him or her on school grounds
to idle unnecessarily, except for any of the following reasons: traffic conditions; queuing at a school for the
purpose of picking up or discharging students; turbo-charged diesel engine cool down or warm up;
maintenance of appropriate temperature for school buses when accepting or discharging passengers not to
exceed three minutes in any fifteen minute period or one minute in any fifteen minute period for other motor
vehicles; for circumstances involving safety or emergencies and for servicing or repairing motor vehicles;
and as these exceptions are more completely described in the below referenced regulations. The term
“school grounds” shall mean in, on or within 100 feet of the real property of the school whether or not it is
in session, and shall include any athletic field or facility and any playground used for school purposes or
functions which is owned by the municipality or school district, regardless of proximity to a school
building, as well as any parking lot appurtenant to such school athletic field, facility or playground.
Reasonable efforts shall be made by the district to identify by signage all known and actual air intake
systems, which may be within 100 feet of an idling motor vehicle. A motor vehicle operator shall not idle a
motor within 100 feet of such air intake system, unless the Stoneham School District has determined that
alternative locations block traffic, impair student safety or are not cost effective.
In addition, operators shall not leave their vehicles running when they are not in the vehicle.
The Stoneham School District shall erect and maintain in a conspicuous location on school grounds “NO
IDLING” signage as described below. All such signage shall contain appropriate sized font so as to be
visible from a distance of 50 feet.
NO IDLING
PENALTIES OF $100 FOR FIRST OFFENSE AND $500
FOR SECOND AND SUBSEQUENT OFFENSES
M.G.L. C. 90, § 16B AND 540 CMR 27.00
It shall be the responsibility of the school administration to ensure that each school bus driver employed by
the Stoneham School District and not by a school bus contractor shall, upon employment and at least once
per year thereafter, sign a document acknowledging the receipt of copies of M.G.L. c. 90, § 16B and 540
CMR 27.00. The prohibitions contained in M.G.L. c. 90, § 16B shall be enforced by state or local law
enforcement agencies.

Legal References: M.G.L. c. 71:37H, c. 90:16B and 540 CMR 27.00

Adopted: January 28, 2010
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Security of Buildings and Grounds
A. Generally
Employees of the School Committee shall be responsible for the security of the
buildings, grounds and equipment entrusted to the School Committee.
The Superintendent may take appropriate action through administrative regulations
to insure adequate protection of school property. The enlistment of law enforcement
agencies to assist in the protection of school property and of students is the
Superintendent's prerogative.
B. Security Devices
The use of security devices to protect school property from vandalism, theft and fire
shall be used where needed.
Practice: The objective of Stoneham Public schools’ video surveillance is to monitor
and improve student safety, at the Schools, and to protect school property.
Accordingly, Stoneham Public Schools deploys surveillance cameras which stores
images on digital media. In accordance with FERPA Guidelines, such videos are not
considered education records. The Stoneham School Committee sets forth the
following guidelines for the Stoneham Public Schools Surveillance Cameras.

Public Notice of Video Policy: Signs shall be posted on district buildings and in
district vehicles, including school buses, to notify students, staff, and visitors that
video or digital cameras may be in use in school buildings and buses. Parents and
students shall also be notified through the student handbook that cameras may be in
use in school buildings, on school grounds and in school vehicles. Students will be
held responsible for any violations of school discipline rules recorded by the
cameras.

Retention Period: Archived Surveillance Videos that have not been requested by
Law Enforcement or School Administration for review will be retained for no more
than 15 days. Video that has not been requested for review within 15 days will be
overwritten. Video that has been requested for review will be retained in accordance
with law.

Requests for Review: Requests for reviewing archived video will be honored only if
such requests are made by law enforcement officials within the 15 day retention
period. Requests made by other parties, within the 15 day retention period, may be
honored at the sole discretion of the School Department. Such requests may be
honored if the request serves to satisfy an objective of the camera deployment.

BUSINESS
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Security of Buildings and Grounds – Page 2

Use of Video: Videos may be used by the School Department and shown to law
enforcement officials, as well as parents of a student that has been recorded, at sole
discretion of the School Department.

Release of Video Required by Law: The School Department will release any video
that has been retained where the law requires such release.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
June 5, 2008
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Pest Management

The Stoneham Public Schools are committed to providing a safe and properly maintained
environment for all staff, students and visitors. To achieve this end, the School District will
implement integrated pest management procedures for its buildings and grounds.
The integrated pest management procedures shall include implementation of appropriate
prevention and control strategies, notification of certain pesticide and herbicide uses, record
keeping, education and evaluation.
Integrated pest management procedures will determine when to control pests and what method of
control to choose. Strategies for managing pest populations will be influenced by the pest species,
location and whether and at what population level its presence poses a threat to people, property
or the environment. The full range of action alternatives, including no action, will always be
considered.
I. OVERVIEW AND GOALS
a) The Stoneham Public Schools shall develop and implement an integrated pest
management program.
b) An integrated pest management program is a pest control approach that emphasizes
using a balanced combination of tactics (cultural, mechanical, biological, chemical) to
reduce pests to a tolerable level while using pesticides and herbicides as a last resort to
minimize health, environmental and economic risks.
c) Pesticides and herbicides will be used only as a last resort, based on a review of all
other available options.
d) the integrated pest management program shall strive to:
1. Reduce any potential human health hazard.
2. Reduce loss or damage to school structures or property.
3. Minimize the risk of pests from spreading in the community.
4. Enhance the quality of facility use for school and community.
5. Minimize health, environmental and economic risks.
II. RESTRICTIONS ON USE OF PESTICIDES AND HERBICIDES
a) When pesticides or herbicides are used, they must be classified as an EPA Category
III or IV. Application of any pesticide or herbicide may be performed only by certified
applicators.
b) Application of pesticides and herbicides may only be accomplished during a school
break or when the building will be clear of students for at least 48 hours.

III. NOTIFICATION OF PESTICIDE AND HERBICIDE USE
a) When pesticides or herbicides are used outdoors, notice of their use will be provided
to parents, staff and students and will also be posted in a common area.
b) When pesticides and herbicides are used in a building, the site will provide a 48-hour
pre-notification in the form of posting the product name, purpose, application date, time

and method and the Material Safety Data Sheet on all entrance doors. A contact person
will also be listed.
c) In the event of an EPA registered pesticide or herbicide application in or around a
building site during the school year or summer session, a notice (including the product
name, purpose, contact person, and application date, time and method), will be sent
home in writing with students in the affected building at least 5 days prior to application.
IV. RECORD-KEEPING
a) The District will keep a record of pesticides and herbicides used, amounts and
locations of treatments and will keep any Material Safety Data Sheets, product labels
and manufacturer information on ingredients related to the application of the pesticides
or herbicides.
b) All records of pesticides and herbicides used and correspondence will be available for
public review upon notice and during normal school hours.
V. STAFF RESPONSIBILITIES AND EDUCATION
a) Designated staff (School Nutrition, Buildings and Grounds, etc.) will participate in
sanitation and pest exclusion procedure appropriate to their roles. For example: keeping
doors closed, repairing cracks, removing food waste within 12 hours, keeping lids on
garbage receptacles and keeping vegetation properly out.
b) Ongoing education of all appropriate District staff will be a priority to ensure a safe
and clean environment.
LEGAL REF.: Chapter 85 of the Acts of 2000, "An Act to Protect Children and Families from
Harmful Pesticides."

Adopted: October 10, 2002
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Energy Reduction

It shall be the policy and practice of the District to purchase ENERGY STAR equipment
and appliances, where available, for all new purchases for the schools. Where applicable,
equipment shall be shipped with the Energy Star power management features enabled.
This policy shall not supersede the specific needs of students and/or staff as outlined in
educational or accommodation plans.
The District shall also identify all potential plug loads that can be placed on off or sleep
mode when not in use and shall discourage the use of personal plug load electrical
devices by students and staff.
This policy shall also encourage the district’s participation in any load reduction
proposals brought forward by the local utilities.
For any new school construction, the School Department staff shall work with the design
engineers on building modeling and energy management system design and shall
establish benchmark performance and maintain the facility to that level. The EPA
Portfolio Manager system shall be the preferred method to track and evaluate facility
operations to initially benchmarked performance levels.

Ref. EE.C4
EE.C5
Adopted: November 15, 2012
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“Green” Cleaning

Unless otherwise deemed to be incompatible with specific student and staff needs, it
shall be the policy of the Stoneham Public Schools to purchase and use janitorial
cleaners whose minimum specifications meet Green Seal standards for institutional and
industrial cleaning products.













Stoneham’s ‘Green’ Cleaning goals are to minimize the exterior’s impact on the local
environment and to emphasize and practice environmentally safe, low-impact cleaning
chemicals and practices. The Facilities Department continually aims to improve its
environmental performance by:
Educating, training, and motivating custodial staff to work in an environmentally
responsible manner.
Ensuring that all custodial staff is aware of their responsibilities in implementing
the environmental policy.
Conserving energy, water, and other resources while still providing a cleaned and
sanitary environment.
Complying with all relevant current legislation and industry standards.
Using cleaning products that meet Green Seal standard GS-37 or products with
low-volatile organic compounds (VOC) whenever applicable.
Using products that meet EPA standards with high post-consumer recycled
content.
Using equipment with good filtration.
Eliminating phosphates and aerosol products.
Using concentrated cleaning products when available.
Using chemicals that are automatically and accurately diluted using cold water.
Using products that are packed with recycled materials.

Ref. OM. P3
Adopted: November 15, 2012
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A) As required below, the district shall maintain a student transportation system that
may either be contracted with a state licensed operator or operated by the district
with leased or district-owned vehicles.
B) Pursuant to MGL Chapter 71, Section 68, the School Department shall offer
transportation for each student in Grades K – 6 whose place of residence is more
than two miles from the assigned school for that student. Distance shall be measured
“portal to portal” as defined by the DESE (understood to be the public way in front
of the residence to the entrance way of the school building). A student may be
required to walk a distance of no more than one mile from the residence to an
approved bus stop.
C) The School Department may also provide transportation for students living closer
than two miles to the school if the Superintendent recommends and the School
Committee concurs that the normal walking route would present a safety hazard to
students.
D) Transportation will also be offered to a student if required by an approved Individual
Education Plan.
E) Parents will be responsible for providing transportation if, following application to
the Superintendent, a child is approved to attend a school other than the assigned
neighborhood school.
F) Parents whose children are approved for transportation shall be responsible for their
child’s behavior while walking to or waiting at the approved bus stop. Issues of
student behavior on a bus shall be referred by the driver to the school administration.
Frequent and/or severe discipline issues may result in a decision to suspend a
student’s right to use school transportation, in which case the parents will assume
transportation responsibilities.

Legal Reference
M.G.L., ch 71B, 5 and 8
Adopted:
Revised:
Reviewed:
Revised:

October 12, 1978
June 15, 1989
January 24, 2002
January 23, 2014
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Food Services Program
A. Generally
Each school shall have a food services program that meets state and federal
requirements. The food services program shall be operated on a nonprofit,
self-supporting basis. Students, guests in the school and school personnel
other than cafeteria employees must have their lunches paid for from a source
other than cafeteria funds.
B. Free and Reduced Price Lunches
1. Students whose parents or guardians cannot afford school food services
shall be provided the same food services as if they had paid. The criteria
for determining whether a parent or guardian can afford to pay shall be
those established in the federal regulations for the program.
Students receiving free or reduced price lunches shall have their
anonymity protected by local regulations.
2. Meals may be provided at a reasonable price for elderly persons.

Legal Reference:
M.G.L.,ch.71, sec. 72
M.G.L.,ch.15, sec. 1L.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Sale of lunches.
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FUEL EFFICIENT VEHICLE REPLACEMENT PLAN
The School Department will maintain an annual vehicle inventory for all vehicles and a plan for
replacing any non-exempt vehicles with vehicles that meet, at a minimum, the fuel efficiency
ratings contained in the most recent guidance for Criterion 4 published by the Massachusetts
Department of Energy Resourcs’ Green Communities Division.
It is the responsibility of the School Department to check the Green Communities Division’s
Guidance for Criterion 4 for definition of heavy duty vehicle. Passenger vans and cargo vans are
exempt from this criterion since fuel efficient models are not currently available; however, we
commit to purchasing fuel efficient vehicles when they become commercially available.
An inventory of the School Department vehicles shall be updated on an annual basis.
All non-exempt vehicles shall be replaced with fuel-efficient vehicles that adhere to the most
recent Green Communities Criterion 4 Guidance. Vehicles shall be replaced when they are no
longer operable and will not be recycled from one municipal department to another unless the
recycled replacement vehicle meets the fuel efficiency ratings outlined in the policy. In addition,
when replacing exempt vehicles, the function of the vehicle will be reviewed for potential
replacement with a more fuel efficient vehicle, including a fuel efficient non-exempt vehicle.

Reference: Green Communities Criterion 4 Guidance
Adopted: October 12, 2017
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RECYCLED PRODUCT PROCUREMENT POLICY
FOR THE TOWN OF STONEHAM SCHOOL DEPARTMENT
Consistent with environmental policies and in recognition of the need to make more
efficient use of our natural resources, create markets for the materials collected in
recycling programs, reduce solid waste volume and disposal cost, and serve as a model
for private and public institutions, the Town of Stoneham is committed to purchase
products which are environmentally preferable and/or made of recycled materials
whenever such products meet quality requirements and are available at reasonable prices
and terms.
To the maximum extent practicable, the following standards should be adhered to:
a) For all purchases of printing and writing paper for in-house use or custom printed
materials by professional printers, including copier paper, offset paper, forms,
stationary, envelopes, tables, notepads and file folders, the minimum content
standards shall be no less than 30% post-consumer recycled materials to meet the
current state and federal minimum standards.
b) Schools will ensure that all contracts for printing require the inclusion of an imprint
identifying the recycled content of the paper whenever practicable, along with the
recycling symbol.
c) Schools will implement or encourage paper use reduction techniques including the
use of double-sided copies, sharing and circulating materials, the use of electronic
mail and reuse of discarded paper for draft work, scrap paper and internal messages.
d) For the purpose of measuring the progress of the program each school shall report
purchase of recycled products to the Superintendent (or designee) on July 30 for the
previous fiscal year.
e) Schools will implement a price preference (10% if possible) to encourage the
procurement of recycled and environmentally preferable products.
f) As of January 1, 2018, the Town’s copy center shall double side all multi-impression
copies unless specifically requested otherwise by the person bringing in the job.

Adopted: January 11, 2018
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MANDATORY RECYCLING

Purpose
The goal of this policy is to protect public health and the environment and ensure that
all school facilities collecting Solid Waste and Recyclables adhere to the
Massachusetts Waste Ban regulations and uniformly comply with requirements
established by the Town. This should ensure that:



The environmental benefits of recycling are maximized;
There is joint enforcement of the Waste Ban requirements by the municipality,
school system and any Haulers serving the municipality and/or school system;

Definitions
Mercury Disposal Prohibition shall mean Disposal Prohibition Provision of the
Mercury Management Act (Chapter 190 of the Acts of 2006). Effective May 1,
2008, mercury-added products cannot be disposed of in Solid Waste. The law
also prohibits any Solid Waste collector from collecting as Solid Waste the
contents of a Solid Waste container that the collector knows (or reasonably should
know) includes one or more mercury-added products.
Recyclables shall mean a material that is banned from disposal in the
Commonwealth of Massachusetts pursuant to 310 CMR 19.017: Waste Bans.
Mixed paper, cardboard, glass, metal, and plastic containers are priority materials
of this regulation.
Solid Waste shall mean useless, unwanted or discarded non-recyclable solid and
liquid wastes, excluding items restricted from disposal in Massachusetts, as
defined by Table 310 CMR 19.017(3) of the Massachusetts’ Solid Waste
regulations (310 CMR 19.017).
Waste Ban Materials shall mean all materials designated as banned from disposal
in the Commonwealth of Massachusetts pursuant to 310 CMR 19.017: Waste
Bans, including: asphalt pavement, brick & concrete, cathode ray tubes, clean
gypsum wallboard, commercial food waste, ferrous and non-ferrous metals, glass
& metal containers, lead acid batteries, leaves and yard waste, recyclable paper,
cardboard and paperboard, single resin narrow-necked plastics, treated and
untreated wood and wood waste (banned from landfills only), white goods (large
appliances), and whole tires (banned from landfills only).

4-43
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Mandatory Recycling
In order to protect the environment, promote recycling and be in compliance with
Massachusetts Waste Ban regulations (310CMR 19.017); the Stoneham School
Committee hereby establishes a requirement for mandatory separation of
Recyclables from the Solid Waste stream. This requirement applies to all facilities
and functions held on school property.
The Superintendent shall inform all Directors, Principals and other school staff at
least once per year that recycling is mandatory.
Applicants seeking to utilize school property shall also acknowledge and follow
this policy.
Adopted: January 11, 2018
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Communications with the Community
The School Committee believes that a full understanding by the public of school
issues, the school program and its opportunities for the students is one of the most
effective means of developing public support for a superior school department.
The School Committee and the staff shall use appropriate means to inform the
community of the objectives, achievements and needs of the school department.
The School Committee desires to involve citizens of the community in the affairs
of the schools and to develop an understanding of community attitudes and
aspirations for the schools. The Superintendent shall establish channels through
which local citizens may make their desires and criticisms known to the School
Committee.
Every person requesting information regarding the schools or visiting the schools
shall be treated in a courteous manner and may expect a prompt and informative
reply to legitimate questions.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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News Media
A. Generally
The School Committee desires to cooperate with the news media in providing
the public with pertinent facts concerning the schools. The Superintendent
shall establish a basic and reliable source to which the news media may turn
for information regarding the school department.
B. Attendance at School Committee Meetings
The School Committee encourages the attendance of representatives of the
news media at all open School Committee meetings.
C. Interviews
The School Committee permits the interviewing of students and teachers
during the school day only if the interviews, in the judgment of the Principal
or Superintendent, do not disrupt the educational program.
D. Radio and Television
The Superintendent may permit the broadcasting of athletic contests by radio
or television provided that the broadcast is done as a public service or that the
sponsor of the broadcast is appropriate.
Students may participate in radio and television programs if the program's
objectives are to educate the public concerning the public schools or if the
program provides a learning experience for the participating students.
The School Committee does not endorse the product or products of any
sponsor.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Publications by the Administration
A. Generally
Written materials directed to the public by the School Committee or the
school administration or in the name of the local public schools must meet a
standard of excellence. These materials, being a basis upon which the public
judges the schools, must be free of error in both composition and content and
shall be attractive and easy to read.
The School Committee encourages the publication and dissemination of
materials developed by the school administration for the purpose of informing
the public about the schools. The Superintendent shall be responsible for the
approval of all such publications prior to their release in order to assure that
the facts are accurate and that the contents of the publication reflect the
policies of the School Committee.
B. Annual Reports
The Superintendent shall be responsible for the preparation of annual reports
that shall be compiled according to guidelines of the State Board of Education
and that shall be issued to the community and to school personnel. The reports
shall contain information about achievements, plans, problems and
improvements in the schools and the school department.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Nonschool-Sponsored Publications
The following guidelines shall govern publications not published or approved by
the committee or the Superintendent:
A. No publication that contains obscenity or pornography may be sold or
distributed in any school or on school grounds. The use of asterisks, dashes or
any other subterfuge will not be sufficient to avoid this restriction.
B. No publication may be sold or distributed in any school or on school grounds
if the publication contains language that is otherwise acceptable but the import
of which is to create violence or disorder in the school or schools.
C. Nonschool publications approved for sale or distribution on the school
premises may be sold or distributed only at times and places designated by the
Superintendent.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

COMMUNITY RELATIONS
5-5
P
5-5
Advertising in the Schools
A. Generally
While under the supervision of the School Committee, students and employees shall
not be subjected to advertising designed to exploit them. The school department shall
not be used as an instrument for advertising solely for commercial purposes.
B. Use of Commercial Materials
The School Committee approves of the use of instructional materials developed by
commercial organizations if the educational value of the materials outweighs their
commercialism, if the advertising is in good taste and if the materials are unavailable
elsewhere at a reasonable cost.
C. Announcements, Notices and Signs
The Superintendent may permit the posting of announcements, notices and signs in
designated areas of the schools if the advertised activity would contribute to the
students’ education or if the proceeds of the activity would benefit the programs of
instruction or extracurricular activities.
The posting of announcements, notices and signs that advertise student activities is
acceptable at the discretion of the Superintendent. The Sponsor Banner Program of
the Stoneham Public Schools Foundation is consistent with the intent of this policy.
D. Political Advertising
Students shall be encouraged to take an active interest in national, state, and local
elections through various school-sponsored activities. School facilities or equipment
may not be used as a means of producing or disseminating to the community any
material that advertises or promotes a political party, a political cause or the candidacy
of an individual for public office. Students and employees shall not be used to
distribute campaign literature during school hours.
If school buildings or grounds are used as polling places or if school facilities are
being used under the policy and regulations on community use of school facilities and
equipment in Section 5-23 of this manual, the prohibition noted above on posting
signs and disseminating materials shall be waived.
Student elections are considered a part of the educational program and shall be
conducted in accordance with school regulations.

COMMUNITY RELATIONS
5-5
P
5-5
Advertising in the Schools (cont)

E. Advertising in School Publications
School and/or student publications that normally solicit paid advertisements as a
means of supplementing their income may accept and publish paid advertising copy
that is appropropriate for a school publication and that receives the prior approval of a
responsible staff member.

Adopted:
Reviewed
Revised

October 12, 1978
January 24, 2002
August 30, 2007
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Contests
A. Generally
This policy is intended to protect the students and the schools against
exploitation by the sponsors of contests.
B. Approval
In order to be considered for approval by the Superintendent, a contest must
have educational value for the students. Requests for the approval of contests
must be submitted sufficiently far in advance to allow effective planning,
administration and objective evaluation.
C. Criteria
Proposed contests must meet the following criteria:
1. Supplement the program of studies and not interfere with it.
2. Aid students in learning fundamental skills.
3. Appear likely to broaden the students' cultural horizons and their
appreciation and understanding of community, state, national or
international life.
4. Offer opportunities for students to work out contributions, solutions and
creations by their own efforts.
5. Be at least as educationally valuable as the activity in the school
schedule that the contest replaces.
In the secondary school the guidelines and recommendations on contests
developed by the National Association of Secondary School Principals and the
State Association of Secondary School Principals shall be taken into consideration
by the Superintendent when approval is sought for national contests.

COMMUNITY RELATIONS
5-6
P
5-6
Contests (cont)
D. Sponsors
The sponsor of a contest shall be engaged in a creditable or acceptable
enterprise and shall not use the contest as a pretext for advertising a company's
name, product or service.
E. Restrictions
The Stoneham Public Schools do not discriminate on the basis of age, race,
color, sex, religion, national origin, sexual orientation, gender identity, or
disability.
Participation by students shall be voluntary, and no fees shall be charged for
participation.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
July 2012
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Individual School News
The School Committee encourages the dissemination of news regarding
individual school events and the activities of the students. The Superintendent
shall encourage the news media to cover these events.
In general, the central office shall release all information not of a confidential
nature regarding the school department. The Superintendent shall develop such
regulations as are necessary to insure that each school has a proper authority
through whom reliable information may be transmitted to the news media.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Raising and Soliciting Funds

A. By Outside Organizations
1. Generally
In general, the schools shall not be used as a collection agency for outside
organizations. However, voluntary contributions by students and employees to
charitable causes and fund drives of significance to the schools and the
community are recognized as citizens' responsibilities.
2. Emergencies and Disasters
The Superintendent is authorized to approve the solicitation of voluntary
contributions to local fund drives that are of an emergency nature or that are in
response to disasters having a strong emotional effect on the community.
3. Approved Procedures
a. Each new proposed fundraiser should be brought to the School Committee
for review and approval. Annual or recurring events do not need subsequent
approval after the initial review.
b. In general, fundraisers will not be approved to hire staff members for
designated grades or activities.
c. While the School Committee values and encourages the support of
community organizations, the following criteria will be considered in the
approval process:
1) the proposed donation will be acceptable to the committee;
2) fundraising activities are consistent with the primary educational
mission of the school;
3) events are scheduled not to conflict with established school activities;
4) fundraisers are not for purposes normally conducted by other school
organizations;
5) fundraisers are limited and coordinated so as not to overwhelm parents
and/or the business community;
6) appropriate legal and tax-status issues are addressed;
7) use of children in fundraising activities shall follow other School
Committee guidelines and shall exclude direct door-to-door soliciting.

COMMUNITY RELATIONS
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B.

Fund Raising by Student
1. In the Schools
Fund raising activities that are within the schools and that are officially sanctioned
by student organizations must be approved in advance by the Superintendent. The
sale of food, services and merchandise or the use of other activities designed to
raise funds must be assigned to student organizations on the basis of need,
educational value of the project and other criteria deemed appropriate by the
Superintendent.
Students shall not be asked to provide personal, demographic information to any
third party for a survey or fundraising activity that has not been approved by the
school administration for a legitimate educational reason.

2. Outside the Schools
In considering the approval of the plans of officially sanctioned student
organizations to raise funds through sales of various items and services to
merchants and people of the community, the Superintendent shall establish criteria
that shall be no less strict than those applicable to sales within the school. The
School Committee has no desire to overburder parents, citizens and merchants
with continual appeals for the support of student activities or to have students in
competition with local merchants.
In consideration of the safety of students engaged in outside fund raising, the
Superintendent shall restrict door-to-door solicitation to those age groups that are
reasonably mature enough to benefit safely from the experience.

Adopted:
Reviewed:
Revised:
Revised:
Revised:

February 8, 1979
January 24, 2002
September 27, 2007
June 5, 2008
April 26, 2012

COMMUNITY RELATIONS
5-9
P
5-9
Distribution of Communications
A. To the Community
Students may be used to distribute notices or communications that originate in the
schools and that are official school business and not of a sensitive nature. All
materials deemed sensitive will be mailed to the parent/guardian. In addition, with
the permission of the Superintendent, students may be used to transmit
communications that are to parents from parent organizations affiliated with the
schools or other communications that have significant educational value.
B. To the School Committee
Written communications originating in schools and distributed to parents of students
in one or more entire grades (i.e. third grade, eleventh grade) of a school will, at the
same time, be sent to School Committee members.
C. In the School
The School Committee discourages the announcing of nonschool-related events in
the schools. In accordance with procedures established by the Superintendent,
announcements or notices that have significant educational value, widespread
community importance, or widespread interest to Stoneham students may be
distributed at the discretion of the Superintendent.
D. Use of School Mail and Computer Services
The use of the schools' mail distribution service shall be limited to school business
and, with the approval of the Superintendent, communications by parent-teacher
organizations, other school-related organizations, or appropriate non-profit
organizations. The use of e-mail to communicate shall be subject to and limited by
any other policies/laws applicable, i.e., Open Meeting Law.
The Committee may also direct the superintendent to utilize the district’s emergency
communication system to announce public functions, such as Town Meeting,
consistent with the message provided by the Town Clerk.

Adopted: October 12, 1978
Revised: November 18, 1993
Revised: January 9, 1997
Reviewed:January 24, 2002
Revised: May 1, 2008
Revised: December 2, 2010
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Notification of Meetings
In accordance with state law, the School Committee shall notify residents of the
town of the time and place of all official meetings.
The public is encouraged to attend all open meetings of the School Committee
and to present questions and requests through proper channels to the School
Committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Publication of Reports
Written reports of studies and investigations authorized by the School Committee
shall not be released to the public or news media before the members of the
School Committee have received and reviewed the information.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Complaints from the Public
Complaints from the public regarding the school department or employees of the
School Committee shall be directed to the principal of the school involved or to
the Superintendent. An individual making a complaint shall receive a courteous
and prompt reply after an investigation of the complaint. The School Committee
shall be informed of these complaints when, in the opinion of the Superintendent,
they damage the image or reputation of the schools.
The complainant shall have the right to appeal any decision of the Superintendent
to the School Committee. The Superintendent, upon request, shall supply the
School Committee with a full report of his investigation and his
recommendations.
This policy is not intended to supplement or to replace provisions of state law or
current contracts between the personnel and the School Committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Gifts to Staff Members
A. Generally
No employee shall accept gratuities, gifts or fees that might impair or might
appear to impair professional judgment or shall offer any advantage, service or
thing of any value to obtain special advantage.
B. Gifts by Students
The School Committee discourages students from giving gifts to members of
the staff'. Students and parents who wish to express high regard for a staff
member's efforts should use notes and letters of appreciation. Any gifts must
conform to the limits of the state Conflict of Interest law (M.G.L. Chapter
268A) and should be designated for the library or other appropriate school-wide
purpose.

Adopted:
Reviewed
Revised:

October 12, 1978
January 24, 2002
August 5, 2010
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Staff Directories
The names and addresses of employees of the School Committee may be
compiled annually for use in the school department. No staff directory may be
released or sold if it will be used for commercial purposes or if the persons whose
names are included might become the object of solicitors.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Political Activities*
The School Committee encourages employees to exercise all their rights as
citizens including involvement in political activities. However, while students are
under the supervision of the school department, employees
shall not use their position in the school department to promote a political cause
or to attempt to indoctrinate students. The political activities of employees shall
be restricted to their off duty hours.
*See Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec 44.

Adopted:
Reviewed:

Restrictions on teacher's political rights.

October 12, 1978
January 24, 2002
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Citizens' Advisory Committees
The School Committee desires to involve local citizens in the activities of the
schools.
The School Committee, at it’s discretion or as required by law, may appoint
advisory committees of citizens of the community. Citizens' committees shall be
given specific instructions regarding their authority, the areas or problems they are
to consider and the body to whom they shall submit their reports.
Unless extended, citizens' committees shall expire upon rendering their reports,
upon the completion of their assignment or at the discretion of the School
Committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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School Visitors
A. Visitors to Schools
Schools in the department welcome visits by school patrons and other persons.
In order to protect the students, staff and property, visitors during the school
day first shall report to the principal's office for authorization to be in the
building or on the grounds. The Superintendent shall formulate such regulations
as are necessary to protect students and property from unauthorized visitors and
shall inform law enforcement officers if necessary to enforce this policy in the
case of uncooperative violators.
B. Trespassing
No one shall be in the school building or on school premises during hours of
darkness unless the person is on official school business, is participating in a
supervised school activity, is authorized by the administration or is attending an
activity open to the public. Unauthorized persons loitering on school property
may be treated as trespassers.
Citizens of the town are encouraged to use the school grounds for recreational
purposes during hours of daylight if the facilities are not being used by the
school department. Persons using the facilities under the above conditions do so
at their own risk.
Persons who use the school grounds and equipment and who create a
disturbance or commit an act or acts of vandalism may be treated as trespassers.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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School Councils
A. General
This policy is designed to implement the provisions of Chapter 71, of the Acts
of 1993, Section 53, which requires the establishment of school councils in all
of the public schools in the Commonwealth of Massachusetts.
B. Philosophy
The Stoneham School Committee supports and encourages the intent and
purpose of school councils. The Committee believes that parents, teachers, high
school students and other members of the community, working collaboratively
to advise the principal, will enhance the education of all of the children in
Stoneham. The Committee recognizes that the need to keep the size of the
council manageable makes it difficult if not impossible for all segments of the
school community to be represented as part of the council. The Committee
urges PTLs and faculties, when defining the election/selection process, to
remind their membership of their need to ensure that the council itself is as
broadly representative of all of the different groups within the school as
possible. The law clearly states the importance of councils reflecting the racial
and ethnic diversity of the building and school community.
While the Committee supports the attempt to foster a collaborative effort at the
local school level, it also recognizes its responsibility to provide a common
direction for all the students in Stoneham regardless of which school they
attend. To that extent it is the expectation of the Stoneham School Committee
that school councils, when developing school improvement plans, will not only
address the areas contained within the Reform Act, but also will identify how
each school intends to meet the systemwide mission and core values of the
Stoneham Public Schools as adopted by the School Committee and stated as
follows:
MISSION
The mission of the Stoneham Public Schools is to develop students who





Are creative, critical, and independent thinkers
Have respect and tolerance for self and others
Know and apply communication and computation skills
Are healthy and responsible contributors to society
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School Councils (cont)

CORE VALUES
The School Committee and staff of the Stoneham Public Schools believe that this
mission requires that we














Commit to a common and understood purpose
Hold high expectations for all children
Honor teaching
Value diversity
Insist on competence and professionalism
Reject political behavior
Foster innovation
Seek new knowledge and growth
Trust, respect, and involve others
Communicate directly, openly, and honestly
Listen with understanding
Establish purpose before action
Work together

C. Purposes
The purposes of the school councils are to:





assist and advise the principals in adopting educational goals for the
schools;
assist and advise principals in the identification of the educational
needs of the students;
assist and advise principals in the review of the annual school budget;
and
assist and advise principals in the formulation of a school
improvement plan.
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School Council (cont)

D. Membership, Term of Office, and Meeting Procedures
The School Committee shall ensure that the process for the selection of
councils is representative. No staff member, student, parent, or at-large-member
may serve concurrently on two school councils effective when said members
complete present terms of office. Other provisions for membership, term of
office, and internal operations shall be determined by the principal. Meeting
procedures which shall be in compliance with MGL Chapter 39, sections 23A,
23B and 23C Open Meetings and Participation by the Public.
E. Training
The School Department shall provide training for principals, co-chairs, newly
elected school council members, and entire school councils when requested or
otherwise deemed necessary.
F. Budget
School councils will be encouraged to review annually the school budget but
authority over the budget will be maintained by the School Committee.
G. School Improvement
The principals, in consultation with school councils, shall adopt education goals
for the schools and shall formulate a school improvement plan to advance such
goals. The schools' educational goals must include the student performance
standards adopted by the Massachusetts Board of Education, be consistent with
any educational policies established for the public schools of Stoneham, and
shall assess the needs of the school in light of these goals. The school
improvement plan shall address the system-wide mission statement, core
values, and strategic plan adopted by the School Committee. The council
should be represented on community-based committees involved in the
development of strategic plans. The school improvement plan shall include an
assessment of the impact of financial resources, class size, facilities, and
community support. In keeping with the school reform law, special attention
should be given to the following: professional development for the school's
staff; the allocation of any professional development funds in the annual school
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budget; the enhancement of parental involvement in the life of the school;
safety and discipline; the establishment of a welcoming school environment,
characterized by tolerance and respect for all groups; extracurricular activities;
the development of means for meeting the diverse learning needs of as many
children as possible, including children with special needs currently assigned to
separate programs within the regular education programs; and such further
subjects as the principal, in consultation with the school council, shall consider
appropriate. Each school improvement plan shall be submitted to the School
Committee for review and approval annually by May. If said school
improvement plan is not reviewed by the School Committee within thirty days
of said school committee receiving said school improvement plan, the plan
shall be deemed to have been approved.

Legal References:
M.G.L., ch 71, sec 59.
M.G.L., ch 39, sec 23A, 23B and 23C.
Adopted:
Revised:
Reviewed:

October 21, 1993
January 19, 1995
January 24, 2002

School Councils
Public Meeting Law
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Community Use of School Facilities
A. Generally
The School Committee encourages the citizens of Stoneham to use the facilities of the
Stoneham School Department if the use does not interfere with the educational program
of the schools and maintains the safe conditions necessary to sustain the programs of the
schools. Public use of the facilities by the citizens of Stoneham must be for educational,
recreational, social, civic, charitable, or similar purposes that the School Committee
deems in the interest of the community.
School facilities shall not be used for commercialor personal profit but may be used for
social, civic, philanthropic and like purpose as deemed to be in the interest of the
community. They shall be used in accordance with this policy and the regulations and
rental fee schedule recommended by the Superintendent and approved by the School
Committee. The School Committee will approve and periodically review the fee
schedule set for the use of school facilities (see Addendum #1, "Rental Fee Schedule").
In situations where there is no cost factor to the school system, or in situations where a
mutual exchange of facilities is possible between the school system and the organization,
rates may be modified or eliminated by the Superintendent. In situations where extended
usage is required, rates may be set at a contract price.
School facilities will be available for the following activities/events, according to
Addendum #2 ("Regulations and Application Procedures to Accompany Policy Use of
School Facilities") with preference given to those so noted in this priority order:
1. public school activities
2. parent/ teacher sponsored activities
3. non-private Stoneham youth activities, including park, playground, field, and/or
gymnasium use for public youth group activities
4. meetings and activities sponsored by the School Committee and school
personnel/organizations
5. official town public hearings and related civic activities as necessary
6. local non-profit and non-commercial organizational activities
7. local non-public requests for adult group activities
B. Application for and Approval of Use of Facilities
The Superintendent is authorized to organize and administer a plan for the receipt and
approval of applications for the use of facilities by non-school groups.
Non-school related organizations that wish to use a facility and who charge a fee for the
function in that facility must be declared a non-profit organization and have a not-forprofit status.

Fundraising activities that are held on school grounds, if officially sanctioned by student
organizations or other in-town non-profit agencies whose main purpose it is to promote
the betterment of the youth in the community, must be approved in advance by the
Superintendent. In considering the plans of officially sanctioned student organizations
and other non-profit betterment agencies to use school facilities to raise funds through
the sales of various items and services to merchants and people of the community, the
Superintendent shall establish criteria that shall be no less strict than those applicable to
sales within the schools. It is further understood that town-wide agencies that use school
facilities for approved fundraising activities will be responsible for all costs incurred by
the School Department as a result of their fundraising.
C. Lighted Athletic Field
1. Football field and lights will remain strictly under the control of the School
Department in the persons of the Superintendent, Athletic Director and High School
Principal.
2. It is expected that the field will be used as follows:
a. Evening High School athletic events as determined by the Athletic Director
and High School Principal;
b. Short-term practice sessions if other school facilities are unavailable;
c. Other activities must be approved by the Superintendent, Athletic Director
and the High School Principal. Previously approved events may be
rescheduled to use the field if there is a forced cancellation.
3. Varsity football games will be scheduled first and then other varsity contests as
availability of field and scheduling permit.
4. The lighted field shall not be used for non High School events without the prior
approval of the Superintendent.
5. Students are not to be involved in fundraising activities to defray the cost of the lights.

D. Usage Restrictions
The Superintendent reserves the right to require that all applicants who intend to use the
facility with children have a current CORI report on file with all of their employees and
volunteers.
The individual or organization using the school facilities must assume responsibility for
damages to the property occurring during the time of authorized use. The individual or
organization must also provide appropriate adult supervision and, in advance of the event
open to the public, crowd control plans acceptable to the Superintendent. Should such
supervision not be available, the planned event must be cancelled.
The possession of alcoholic beverages or smoking in or on School Department buildings
and grounds is not permitted.
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Political materials are not to be distributed during events sponsored by individuals or
organizations.
E. Emergency Use
The Superintendent shall open the schools as necessary in times of emergency and shall
cooperate fully with the directors of appropriate agencies regarding the use of schools
and equipment.
Plans and procedures shall be formulated and posted for the emergency evacuation of
persons attending public events in school buildings or on school grounds. The sponsors
of events open to the public shall have the responsibility for being aware of these
procedures and implementing them in cases of emergency, with special attention to all
fire and safety requirements and procedures.
F. Other
The Superintendent reserves the right to rescind any permission for school facilities use.
The application procedure for use of school facilities and the fee structure for use are
included in the policy manual as exhibit documents coded as Addendum #1 and
Addendum #2 because of their potentially changing nature.
Legal Reference:
M.G.L.,Ch.71.
M.G.L.,Ch. 272, 40A
M.G.L.,Ch.71, 37H, 71, 2A
Adopted:
Amended:
Amended:
Amended:
Amended:
Amended:
Reviewed:
Amended:
Amended:
Amended:
Amended:
Amended:

Use of school property: purposes.
Alcoholic beverages;gift, sale. Dehvery or possession on public
school premises.
Use of Tobacco

October 12, 1978
October 11, 1979
February 12, 1987
November 17,1988
February 23, 1999
January 25, 2001
January 24, 2002
January 22, 2004
October 19, 2006
September 23, 2010
March 6, 2014
April 7, 2016
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ADDENDUM #1

STONEHAM PUBLIC SCHOOLS’ FACILITY RENTAL FEE STRUCTURE
Fees only apply to Stoneham non-public organizations and all non-resident requests for building use.
Any Stoneham public or private group in existance for the betterment of the youth of Stoneham
will not be charged a rental fee. However, as noted in the regulations, all groups may be assessed a
custodial fee, in line with existing contractual obligations, whenever proposed activities do not
correspond to the existing schedule for custodial coverage.

LOCATION

HOURLY RATE
(MIN. 2 HOURS)

A. STONEHAM GROUPS
Elementary and Middle Schools
All classrooms ...................................................................................................................................... $25.00
Gymnasium .......................................................................................................................................... $50.00
(exclusive of gymnastics)
Auditorium ........................................................................................................................................... $25.00
Media center ......................................................................................................................................... $25.00
Computer labs ...................................................................................................................................... $25.00
Cafeteria ................................................................................................................................................ $25.00
Weight room ......................................................................................................................................... $50.00
Parking lot ............................................................................................................................................ $65.00
High School
All classrooms ...................................................................................................................................... $25.00
Gymnasium .......................................................................................................................................... $50.00
(exclusive of gymnastics)
Media center ......................................................................................................................................... $25.00
Cafeteria/common areas .................................................................................................................... $50.00
Auditorium ........................................................................................................................................... $65.00
Computer labs ...................................................................................................................................... $25.00
Weight rooms ....................................................................................................................................... $50.00
Varsity fields ........................................................................................................................................ $65.00
(other than track and football)
Parking lot ............................................................................................................................................ $65.00
Lighted Field…………………………………………………………………………………………. .. $200.00
B. NON-STONEHAM GROUPS
Gymnasium, Cafeteria or Auditorium ........................................................................................... $100.00
Non-Stoneham Youth Groups:
Serving minimum 50% Stoneham youth ............................................................................ $50.00
Revised 06.19.08
Revised 03.11.10
Revised 03.06.14
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ADDENDUM #2
REGULATIONS AND APPLICATION
PROCEDURES TO ACCOMPANY POLICY FOR USE OF
SCHOOL FACILITIES FOR OTHER THAN REGULAR SCHOOL PURPOSES

A. Availability of School Facilities
1. Rental Areas - Auditorium, gymnasiums, cafeterias, music rooms, cafetoriums, classrooms,
and athletic fields will be available for use of or organizations as described in the policy and
who meet the requirements outlined in the section on applications. Applications are to be
approved by the Superintendent of Schools or his designee.
2. Town/School Priority - Permission to rent facilities will be granted to qualified applicants;
however, such rental of the facilities will be subject to cancellation when school or town
organizations take precedence.
3. Custodial Coverage - Use of facilities will be granted only when staff are available to
supervise the use of the building. No custodial coverage will be required for youth groups
when custodians are already on duty. Custodial coverage fees will apply to non-profits at the
current contracted rates.
4. Type of Activity - The Superintendent of Schools reserves the right to decide when a facility
is suitable for use/or the type of activity allowed.
5. Instruction - Use of school facilities for the instruction of public school children outside of
regular school hours will be permitted only when the program is approved by the
Superintendent of Schools.
6. Cancellation of Event - Any organization wishing to cancel its reservation must give 24
hours notice. This must be done by calling the Office of Facilities and Maintenance (781)
279-3803 between the hours of 8:00 a.m. and 2:30 p.m.
7. Instructors and Supervisors - All instructors and supervisors shall be provided by the
group requesting the use of the facility. Instructors and supervisors are responsible for the
conduct of the members of their group and are to be the last of their group to leave the
building.
8. Use of Special Equipment - Any applicant may request use of public address facilities or
lighting system, and this use may be granted for a fee-for-service basis. Persons and/or
organizations using stage lighting systems at any of our schools are required to hire or
otherwise have in attendance, a person trained in operating the stage lighting system.
Arrangements may be made with the facilities department to have an operator assigned.
9. Use of Curtains / Props- No weight adjustments or rope lock adjustments in any school
auditoriums or cafetoriums are to be made without the express written permission of the
Superintendent of Schools, Director of Facilities or his designee in each instance. All
adjustments are to be made by a member of the custodial/ maintenance staff present.
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10. Computer Lab Use and Regulations - Stoneham Public Schools invite organizations and
community groups to make full use of the technology equipment available in our town. In an
effort to keep the equipment operating it is essential that any organization wishing to make
use of our facilities adhere to the following guidelines.
a. Groups must contact the school principal and receive permission to use the
equipment. It is advised that a group give the principal at least one month's notice.
b. Each group must fill out "application for use" provided by the school that describes
in detail the workshop or activity that will be conducted in the labs.
c. This application will also describe the workshop provider's technology experience.
d. Organizations are required to hire a paid Stoneham Public Schools' technical staff
person.
e. Organizations are welcome to use any software already licensed and installed by the
school. If a group plans to use software other than that already installed on the
machine, the software must be fully licensed and installed by the Stoneham Public
Schools' technical staff person.
f.

Organizations must follow the practices outlined in the "Stoneham Public School
Acceptable Use Policy" when using the Internet.

g. Food and drink are prohibited in lab areas.
11. Supplies and Storage - Groups will not be allowed to use expendable supplies such as
basketballs, volleyballs, badminton rackets, belonging to the Stoneham Public Schools. The
school department will not store equipment belonging to other groups.
12. School Holidays - School facilities will not be available on school holidays without prior
written approval of the Superintendent or designee.
13. Smoking - In accordance with Section 37H of the Education Reform Act of 1993, the use of
any tobacco products within school buildings, the school facilities or on the school grounds
by any individual, including school personnel is prohibited.
14. Alcohol - There shall be no alcoholic beverages brought to and/or consumed in any school
building or any school grounds.
15. Food and Beverage - A plan for selling, serving and consumed food and beverages must be
submitted, in writing, indicating what is being sold and where it is to be sold to the
Superintendent of Schools or his designee 4 weeks in advance. There will be no food or
drinks in gyrnnasiums in the school system except non-spill water bottles. Outside vendors
will only be approved if the school lunch contractor is unable to provide the required
services.
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16. Regulations - Copies of these regulations will be provided to each group or individual
renting or using Stoneham school facilities.
B. Applications
1. Procedures - Application for use of school facilities must be made on a form provided by
the school facilities office at least 15 school days in advance of the date on which facilities
are desired. Application by school personnel for approved use of facilities outside the regular
hours must be filed as indicated in the information provided previously. However, facility
requests for the year must be submitted by August 15th. Upon approval of them by the
Superintendent or his/her designee, a permit will be issued showing thereon any charges for
facilities unless waived by the Superintendent of Schools or his designee.
Forms are to be solicited, completed, and submitted as designated below. Upon approval of
the application, such approval and any charges for facilities will be noted in writing to the
applicant.


For school field and gymnasium use: Submit to the Director of Athletics and
Physical Education at 149 Franklin Street, Stoneham 02180.



For auditorium use: Submit to the appropriate building principal.



For computer labs: Submit to the appropriate building principal.



For all other use: Submit to the appropriate building principal.

2. Age - Applicants or representatives of the organizations signing the application must be over
21 years of age.
3. Deposit – The School Department may require an advance deposit to cover use and custodial
fees.
4. Liability Agreement - Signers of the application must agree to assume responsibility for any
damage or loss of property arising from use of school facilities, and to assume such liability
without expense to the Town, and must agree to an Indemnity Agreement in favor of the
School Committee, the Town of Stoneham and their officers and employees. A certificate of
general liability, with a minimum limit of $1,000,000, naming Town of
Stoneham/Stoneham Public Schools as an additional insured, must be submitted to the
Business Office at least seven (7) days prior to the event. All dates of rental must be
covered by the insurance policy.
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Stoneham Public Schools
SCHOOL-BASED PUBLIC ACCESS DEFIBRILLATION PROGRAM
POLICIES AND PROCEDURES

INTRODUCTION

A public access defibrillation (PAD) program provides an opportunity for trained
responders at participating Stoneham Public Schools to deliver early defibrillation to
victims of cardiac arrest. Use of an Automatic External Defibrillator (AED) is intended to
maximize the chance of survival based upon the steps taken during the critical minutes
before emergency medical services (EMS) providers arrive and assume responsibility for
care of the patient.
This document outlines the following relating to this PAD program:





Goals and Objectives
System Organization
Training
Procedures: AED location, maintenance, use and post-incident

I. GOALS AND OBJECTIVES
The goals of this AED program are to:

1. promote public awareness of AED use in the Stoneham community as part of broader
state and national initiatives;
2. improve the likelihood of survival for people suffering cardiac arrest by:
-

implementing an AED training program for designated Town of Stoneham personnel based in
participating public schools,
implementing a preparedness strategy intended to maximize the likelihood of a positive outcome
for victims of cardiac arrest, and
training Stoneham public school students in AED use as part of cardiopulmonary resuscitation
(CPR) training;

3. meet the requirements of Massachusetts General Laws c. 112 Section §12V½
relating to public access defibrillation programs.
This AED program is intended to make AEDs available for use only by individuals who
have current evidence of successful completion of a course in CPR and use of an AED
that meets or exceeds the standards established by the American Heart Association or
the American National Red Cross. This program requires that any such person, in each
instance of responding to a request for emergency care, contacts EMS and provides a
report to the AED program Medical Director.
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II. SYSTEM ORGANIZATION
1. The Medical Director is a physician licensed to practice in Massachusetts who
practices in or adjacent to the EMS region in which Stoneham is located, is
knowledgeable about EMS protocols established under Massachusetts law, is familiar
with CPR and AED action sequences, has specialized training and knowledge concerning
public access defibrillation, contracts with the Town of Stoneham to provide medical
director services and who will
 oversee all medical aspects of the program in coordination with the Town of
Stoneham School Physician
 ensure proper training and maintenance of skills for targeted responders
 help the AED program
o establish and review policies and procedures
o establish a quality review and improvement program, including post-drill and
post-incident debriefing
o establish and maintain a relationship with local EMS
 in accordance with the specific requirements of M.G.L. c. 112 §12V½
o coordinate the activities of the AED program and its AED providers
o evaluate the activities of the AED program
o be responsible for ensuring that the AED program complies with AED
maintenance, AED provider training and notice requirements
2. The Program Coordinator is an employee of the Stoneham School Department who
will
 have primary responsibility for AED program development and implementation
 act as primary liaison among the AED program participants (e.g. Medical
Director, school Site Leaders, EMS, etc.)
 coordinate non-medical aspects of the AED program
 coordinate documentation (relating to training, AED maintenance, use and postincident data collection)
 coordinate compliance with appropriate legal requirements

3. A Site Leader at each participating Stoneham public school is an employee of the
Stoneham School Department who will
 be responsible for day-to-day operation and be accountable for the AED program
at the site
 check AED equipment and accessories (by Site Leader and/or designees) and
document, in accordance with maintenance procedures
 maintain a list of and documentation of training for all targeted responders at
the site and forward copies to the Program Coordinator
 coordinate and document site-specific drills and refresher training
 maintain documentation regarding use of AEDs
o requests for deployment of an AED
o attachment of defibrillator pads to a patient
The Site Leader must have a designated back up at all times when the school is open.
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4. The School Department Training Coordinator is an employee of the Stoneham School
Department who (under the direction of the Medical Director and the Program
Coordinator) will
 coordinate and document initial AED training, annual refresher and biennial
retraining and any additional training on an ad-hoc basis for certain designated
Stoneham School Department personnel
5. The AED Site Advisory Team at each school participating in the AED program is a
group that will include the Site Leader and school nurses, Director of physical education,
and school administration (and others as appropriate), that will:
 develop site-specific policies and procedures and training programs in
consultation with the Medical Director and Program Coordinator
 support implementation of the AED program at the site
 support consideration of, planning for and inclusion of AED and CPR training in
the student curriculum
III. TRAINING

The Stoneham School Department Training Coordinator will coordinate and document
initial AED training, annual refresher and biennial retraining for certain designated Town
of Stoneham School Department personnel. At each participating school, the AED Site
Advisory Team will make recommendations as to the number and identity of targeted
responders and will develop a plan for initial AED training and retraining of the targeted
responders for the site (other than school personnel).
Site-based training will include a review of site-specific emergency communication and
response plans as well as use of specific AED devices. At least once during each school
year, site-based training will incorporate: (1) a site drill; and (2) skills review for
individual targeted responders. This site-based training will be coordinated and
documented by the Site Leader, with the assistance of the Director of Clinical Services
and the Medical Director.
School-based town personnel may participate in the AED program as targeted
responders after submission of current documentation to their Site Leader in accordance
with these policies and procedures. Each targeted responder in the AED program is:
(1) required to have and to submit to the Site Leader current documentation of
successful completion of a course in basic life support that includes CPR and the
use of AEDs according to the standards and guidelines of the American Heart
Association or the American National Red Cross;
(2) responsible for being familiar with the Stoneham Public Schools School-Based
Public Access Defibrillation Program Policies and Procedures and the relevant
site-specific policies and procedures, and

(3) expected to attend the AED Program site-based training and to achieve a
satisfactory skills evaluation each school year.
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The Site Leader will maintain the following documentation for each targeted responder:
(1) current evidence of CPR and AED training that meets the requirements of this
policy.
This AED program includes an effort to develop and implement AED training for
students at participating schools. Each AED Site Advisory Team will support
consideration of, planning for and inclusion of AED and CPR training in the curriculum
for students at its school.
IV. PROCEDURES
A. Location, Mobility of Device(s):
The AED devices shall be at the sites and specific locations listed on Item F. Each AED
will be the responsibility of the Site Leader or a designee (indicated in writing), or
his/her designated back up.
B. Maintenance:
See the AED manufacturer’s Operating Instructions Manual for detailed maintenance
information and instructions. The Site Leader or designee responsible for an AED will
perform and document as follows:
 Daily and after each use
o Check readiness display for ‘OK’ and confirm no battery indicator or service
indicator displayed
o Visually inspect AED: proper location, clean, no tampering
o Initial daily log
 Monthly and after each use
o Inspect AED, case, connectors, battery according to Operator’s Checklist
o Check station against AED Station Inventory, and restock as needed
o Enter date, print and sign name on monthly log
 After each use
o Inspect exterior for dirt or contamination and clean if needed (see Operating
Instructions)
Whenever results of inspection require action (per manufacturer’s Operating Instructions
Manual or these procedures) and after each dispatch or use (anytime defibrillator pads
are attached to a patient), document in the AED General Log. If the unit needs
immediate service or supplies, remove from service and notify the Program Coordinator
immediately. If the unit is still operational but requires service or supplies will expire
soon, Site Leader should notify the Program Coordinator promptly.
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C. Use of AED:

1. Early access to EMS (911)

 Assess responsiveness – tap victim and shout “Are you OK?”
 If unresponsive, activate emergency response system
o If alone, activate EMS by calling 911 and get AED*
o If not alone, stay with victim and assign someone to
 activate EMS by calling 911*
 get AED*

When activating 911, provide: location, telephone number, nature of
emergency, what aid is being provided (ex. “we’re using an AED”).
2. Early CPR
 Check ABC’s (Airway, Breathing, Circulation)
 If no breathing, provide rescue breathing
 If no circulation
o if AED is immediately available, attempt early defibrillation
o if AED is not immediately available, perform CPR and prepare to attempt
defibrillation when AED arrives
3. Early defibrillation
NOTE: • IF VICTIM IS <8 YEARS OLD OR <55 LBS/25 KGS PEDIATRIC ELECTRODES
SHOULD BE USED, IF AVAILABLE
• REMOVE VICTIM FROM CONTACT WITH WATER AND DRY CHEST
 Power on AED
 Attach AED electrodes to victim’s bare chest
 Allow AED to analyze (do not touch victim)
o Clear victim during analysis (“I’m clear, you’re clear, everyone’s clear”)
 If advised to shock (do not touch victim)
o Clear victim (“I’m clear, you’re clear, everyone’s clear”)
o Press shock button
 Continue to follow AED prompts until EMS arrives
4. Early advanced care
 EMS takes charge of victim upon arrival


See site-specific response plan for procedures to activate EMS and retrieve AED.
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 Provide victim information to EMS: name, age, known medical problems, details of
incident, victim condition and aid provided (incl. number of shocks administered)
 Electrodes remain in place on victim (detached from device); school’s AED remains
with representative of school who returns device to Site Leader as soon as possible

D. Post-incident:
Any time that defibrillator pads are attached to a patient and when otherwise
appropriate:
 Targeted responder notifies Site Leader. Site Leader notifies Director of Clinical
Services, who notifies Medical Director and Program Coordinator.
 AED responder must complete the event summary form and return to Site Leader
or provide the same information to Site Leader (who completes the form). Site
Leader forwards copy to Program Coordinator, who retains one copy and forwards a
copy to Medical Director. Site Leader documents additional information relating to
incident as appropriate.
 Site Leader or designee takes AED out of service. Any AED data will be downloaded
or printed from AED by or under the direction of the Program Coordinator. The
Program Coordinator will retain one copy of the data report, and forward one copy
to the Medical Director.
 Before AED is entered back into service, Site Leader will inspect, clean if needed and
re-stock AED station (according to “Maintenance” above).
 The Medical Director will conduct a post-incident review (including quality
improvement) and debrief program staff and those involved in the incident. As
appropriate, the Medical Director will also ensure patient outcome monitoring and a
trained rescuer emotional support process.
E. Outside School Hours:
Public access program is in place
 AED available in unlocked cabinets
 Intended for use by trained members of the public at large
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Item E
STONEHAM PUBLIC SCHOOLS
SCHOOL-BASED PUBLIC ACCESS DEFIBRILLATION PROGRAM

TITLE
EMS Contact
School Nurses

General School Physician

NAME
Action Ambulance
Wilmington
Gloria Howard
South School
Sandra Malzone
High School
Sandra Savini
Middle School
Kathleen Lapery
Colonial Park
Ann Marie Thistle
Robin Hood School
Dr. Marc Pifko

CONTACT INFORMATION
Tel:
Tel:
Fax:
Tel:
Fax:
Tel:
Fax:
Tel:
Fax:
Tel:
Fax:
Tel:

979-253-2606
781-279-3880
781-279-2104
781-279-3810
781-279-2070
781-279-3840
781-279-3843
781-279-3890
781-279-3892
781-279-3870
781-438-8697
781-662-6400

This listing shall be annually maintained and updated by the Superintendent’s Office.
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Item F
STONEHAM PUBLIC SCHOOLS
SCHOOL-BASED PUBLIC ACCESS DEFIBRILLATION PROGRAM
LOCATION OF AEDS:

Site(s):

Specific Location(s)

Stoneham High School

AED 1
Main Lobby
AED 2
Gym Lobby
AED 1
Main Lobby
AED 2
Gym Lobby

Stoneham Middle School

Colonial Park School

Robin Hood School

South School

AED 1
Main Lobby
AED 2
Gym Lobby
AED 1
Main Lobby
AED 2
Cafeteria
AED 1
Main Lobby
AED 2
Gym Lobby

Adopted: April 10, 2008
Revised: January 28, 2010
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P
5-28
Parent Organizations
The School Committee encourages the formation of parent-teacher or
parent-teacher-student groups in order to foster close relationships between the
schools and parents. The School Committee strongly urges teachers to participate
actively and to attend meetings of these organizations.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
August 5, 2010
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5-29
Naming New or Renovated School Facilities
Naming a school is an important matter that deserves thoughtful
attention. Personal prejudice or favoritism, political pressure, or
temporary popularity should not be an influence in choosing a school
name. A name with educational significance or inspiration should be
chosen. The committee also feels that it is appropriate to name schools for
physical locations; geographical areas; distinguished local, state, and
national leaders whose spirit and contributions to the educational
community in Stoneham and/or abroad were both positive and beneficial,
and whose name will lend dignity and stature to the school; or significant
or pertinent events.
Whenever the School Committee considers it appropriate to name or rename a
school or designated space in a school, , it will charge the Superintendent of
Schools with forming a committee, to be appointed by them, with
residents of the community, which may include parents, students or
former students, to develop specific recommendations to be made to the
School Committee regarding the naming of a school or space within a
school. This recommendation must include rationale that would justify the
school or space within a school being associated with the name so
recommended. The School Committee will conduct a public hearing before
taking any action of the naming of a school or school space. The School
Committee will have final and absolute authority over the naming of a school or
space within a school.
In order to lessen community or fractional pressures that may build up over the
appropriateness of naming a school or school space, it is expected that an orderly
announced procedure will be identified, including allowing community residents
adequate time to express interest in serving on a School Naming Committee.
It is anticipated all such School Naming Committees will be appointed by the
School Committee well in advance of a new school or reopening so that proper
detail can occur regarding necessary signage of a school or school space.

Adopted:
Reviewed:
Revised:

June 8, 2000
January 24, 2002
October 6, 2005
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INSTRUCTION
SERIES 6
ARTICLE I:
6-0
6-1
6-2
6-3
6-4
6-5
6-6
ARTICLE II:
6-7
6-8
6-9
6-10
6-11
6-12
6-13
6-14
6-15
6-16
6-17
6-18
6-19
6-20
6-21
6-22
6-23
6-23.1
ARTICLE III:
6-24
6-25
6-26
6-27
6-28
6-29
6-30
6-30.1
6-31
6-32
6-33

IN GENERAL
Purpose, Goals and Objectives of the Stoneham Public Schools
School Calendar
School Day for Students
Reserved
Emergency Drills
Emergency Closing of Schools
Ceremonies and Observances
CURRICULUM
Reserved
English Language Learners
Courses of Study
Creative and Innovative Programs
Special Education
Gifted and Talented Students
Slow Learners and Underachievers
Driver Education
Drug Education
Physical Education
Reserved
Family and Consumer Science
Controversial Issues
Study and Practice of Religion
Extracurricular Activities
Extracurricular Athletics
School District Wellness Program
Allergy Awareness/Response and Food in the Classroom
INSTRUCTIONAL ARRANGEMENTS AND MATERIALS
Class Size
Student Course Load
Grouping for Instruction
Homework
Field Trips
Guest Speakers
Instructional Materials
Challenges of Educational Materials
Reserved
Reserved
Reserved

INSTRUCTION
SERIES 6

ARTICLE IV:
6-34
6-35
6-36
6-36.1
ARTICLE V:
6-37
6-38
6-39
6-40

EVALUATION
Standardized Testing
Reserved
Reserved
High School Graduation Requirements
CURRICULUM EXTENSIONS
Home and Hospital Instruction
Adult Education
Summer School
Compensatory Education – Title I

INSTRUCTION
6-0
P
6-0
Purpose, Goals and Objectives of the Stoneham Public Schools.
A. Purpose
The purpose of the Stoneham Public Schools is to produce an environment in
which every student will be given the opportunity to develop to his or her
maximum intellectually, socially, emotionally and physically and to acquire
the skills and values necessary to become a self-educating, reliable and
responsible citizen in a diverse and increasingly complex democratic society.
The Stoneham Public Schools do not discriminate on the basis of age, race,
color, sex, religion, national origin, sexual orientation, gender identity, or
disability.
B. Principles
Certain fundamental principles must be complied with if an environment is to
be created that will enable the schools to attain their goals and objectives.
These principles are the following:
1. The curriculum must constantly be revised to adjust to advancing
knowledge and changing conditions and needs. Stability in the
educational program is important and may be achieved by retaining
proven procedures and methods, but the progam should never become
static.
2. Equal educational opportunity does not mean identical education for
all. Individuals differ in intellectual capacity, apptitudes, interests,
background, personality and ambition. Each individual should be
given the opportunity to develop an awareness of his or her
potentialities.
3. Teachers should be selected on the basis of:
a. a broad general education and in-depth knowledge of specific
subject areas.
b. successful teaching experience or its equivalent.
c. dedication to teaching and youth and devotion to the
educational goals of the Stoneham Public Schools.
d. an ability to interpret and act upon an individual’s and/or a
group’s needs, abilities and potentialities.
e. training and/or experience in child-centered activities.

INSTRUCTION
6-0
P
6-0
Purpose, Goals and Objectives of the Stoneham Public Schools (cont)

4. Trained guidance personnel, working with students, parents and
teachers, should evaluate the progress of each student and should
recommend a program that will lead to his or her fullest development.
Students should be encouraged to make maximum use of their
educational opportunities.
5. Buildings should be planned carefully in order that they will be of
sufficient size and flexibility to meet the needs of present and future
curricular offerings and yet remain within the town's ability to pay.
Sufficient provision must be made for educational equipment and
materials that aid the learning process in being efficient and enjoyable.
6. In order to remain current with our rapidly evolving society, every
opportunity will be used to integrate into the educational process such
community resources as the following: interested citizens, professional
people, business leaders, persons involved in human service and local
facilities such as town departments, the Historical Society, Unicorn
Recreational Area and Whip Hill.
C. Goals
The goals of the Stoneham Public Schools are to help every student to:
1. Acquire academic competence in the various subject areas and to
develop and maintain intellectual curiosity.
2. Attain the ability to think critically, to evaluate constructively and
creatively and to acquire the basic skills needed for communications,
perception, conceptualization and evaluation of ideas on the basis of
acquired knowledge.
3. Develop a willingness to assume the duties and responsibilities of
citizenship.
4. Gain an appreciation of his or her values and rights as an individual in
a democratic society and a respect for the values and rights and
privileges of others.
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Purpose, Goals and Objectives of the Stoneham Public Schools (cont)
5. Obtain an understanding of our competitive economic system and its
relation to other economic systems.
6. Develop a recognition of the need for maintaining a code of ethical
conduct.
7. Acquire the greatest possible understanding of self and an appreciation
of his or her worthiness as a member of society.
8. Acquire good health habits and an understanding of the conditions
necessary for maintaining physical and emotional well-being.
9

Develop the ability to work and play harmoniously with others in
curricular and extracurricular activities.

10 Develop an appreciation of beauty in art, music, literature, nature and
everyday living.
11 Develop good work habits, self-discipline and an inventory of basic
skills, experience and attitudes sufficient for initial occupational
competence.
12. Develop respect, appreciation and tolerance for the beliefs and.values
of other individuals and other societies.
13. Gain an understanding of the physical world and man's relation to it.
14. Develop profitable leisure time activities during school years and for
later life by providing him or her with varied academic and
extracurricular experiences.
15. Realize that one must know, understand and control one's self in order
to function effectively, and that such self-insight will enable him or
her better to appreciate others.
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Purpose, Goals and Objectives of the Stoneham Public Schools (cont)

16. Develop a sense of self-esteem and accomplishment
by giving him or her the opportunity and encouragement to be
creative in one or more fields of endeavor.
17. Realize the necessity for continued education, much of it
self-education, throughout life in order to cope effectively with a
world of rapid change and unpredictable demands.
18. Acquire, through information, guidance and training, salable skills
that will serve as an entry for securing a future livelihood.
19. Utilize technology responsibly to communicate; stimulate critical and
creative thinking; access information; and for curriculum related
projects to enhance learning.
20. Demonstrate appropriate skills and content knowledge as articulated
in the Massachusetts Curriculum Frameworks through a variety of
assessments.

Adopted:
Revised:
Revised:

October 12, 1978
February 7, 2002
July 2012
(4)
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School Calendar
The Superintendent shall recommend for adoption by the School Committee an
annual school calendar that shall meet at a minimum the standards set forth by
state law and negotiated agreements with the employees. The calendar shall be an
assignment of specific dates around which the School Committee, staff, students
and community can plan for the ensuing school year. During the planning of the
calendar, the Superintendent shall take into consideration requests from a variety
of sources, including persons who will be affected by the adoption of the
calendar.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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School Day for Students
The School Committee shall review and shall approve the hours of attendance for
students. The school day shall be determined by the minimum requirements of
state law, requirements of the State Board of Education, the time needed for
individual classroom work, the bus schedule and other considerations as
determined by the School Committee.
At the High School level grades 9-12 students will be assigned a minimum of 180
days in school with instructional hours for all students totaling a minimum of 990
hours.
At the Elementary through Middle School level grades 1-8 students will be
assigned a minimum of 180 days in school with instructional hours for all
students totaling a minimum of 900 hours.
Kindergarten students will attend school a minimum of 450 instructional hours
each academic year.

Adopted:
Revised:

October 12, 1978
February 7, 2002
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Emergency Drills
A. Fire and Smoke Drills
Each school shall comply with regulations regarding fire and smoke drills.
Specific instructions shall be formulated and practiced so that every person in
the building knows where to proceed for maximum safety.
B. Bus Drills
Every student riding a school bus and every bus driver shall participate in
emergency evacuation bus drills.
C. Disaster Drills
The Superintendent may develop plans in conjunction with other town or state
agencies for the purpose of evacuating the schools in case of an emergency or
disaster. Notices of the plan of evacuation to be used shall be posted, and
emergency training drills may be held.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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6-5
P
6-5
Emergency Closing of Schools
If during the time schools are in session, unusual or hazardous conditions exist
(e.g., epidemics, inclement weather, etc.) and, in the judgment of the
Superintendent, the operation of the schools or a school under these conditions
would endanger the students, the Superintendent shall be empowered to suspend
operations until the danger no longer threatens the welfare of the students.
The Superintendent shall devise adequate plans for notifying the students, parents
and staff when conditions warrant the closing of the schools.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

INSTRUCTION
6-6
P
6-6
Ceremonies and Observances
A. Proclamations
The School Committee encourages the commemoration throughout the school
department of special days proclaimed by the Governor of Massachusetts and
state law. These commemorations shall be of educational value and in
acceptable taste.
The School Committee may close the schools on any day set apart by the
President, of the United States or the Governor of Massachusetts as a day of
fast, thanksgiving or mourning.
B. Minute of Silence
At the commencement of the first class of each day in all grades in all public
schools the teacher in charge of the room in which each such class is held
shall announce that a period of silence not to exceed one minute in duration
shall be observed for personal thoughts and during any such period silence
shall be maintained and no activities engaged in.
C. Religious Occasions
The recognition of religious occasions, festivals, as well as solemn days are
observed as holidays and that may have religious connotations shall be
conducted as educational, cultural and social experiences. All celebrations
shall be respectful of other religious, cultural or social beliefs, and no student
shall be required to participate in any activity that violates his or her religious
beliefs.
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Ceremonies and Observances (cont)
D. Flags and Pledge of Allegiance
The flag of the United States shall be displayed in a manner prescribed by
state law in classrooms, on the school or school grounds and in other
designated places in the schools.
At the commencement of the first class of each day in all grades, each teacher
shall lead the class in a group recitaition of the pledge of allegiance to the
flag.

Legal Reference:
M.G.L., ch.71, sec.1A.
M.G.L., ch.71, sec.1B.
M.G.L., ch.71, sec. 31A.
M.G.L., ch. 71, sec. 69.

Adopted:
Revised:
Reviewed

October 12, 1978
February 12, 1987
January 24, 2002

Period of silent meditation or prayer.
Voluntary prayer in public schools.
School Committee may issue holiday guidelines.
Display of national flags; pledge of allegiance.

6-8

INSTRUCTION

6-8 English Language Learners
The District shall provide suitable research-based language instructional programs for all
identified English language learners in grades Kindergarten through 12 in accordance
with the requirements of state and federal statutes and Massachusetts Department of
Education regulations and guidance.
The District shall identify students whose dominant language may not be English through
home language surveys that identify a primary home language as other than English
(PHLOTE), observations, intake assessments, and recommendations of parents, teachers
and other persons. Identified students shall be assessed annually to determine their level
of proficiency in the English language.
The District shall certify to the Massachusetts Department of Education each year those
students whose dominant language is not English, including specification of the number
of non-English languages identified as dominant languages and the number and percent
of students who speak each non-English language as their dominant language.
The District shall provide additional information as required by the Massachusetts
Department of Education to comply with the No Child Left Behind Act.

LEGAL REF: 20 U.S.C. 3001 et seq. (language instruction for limited English proficient and immigrant students contained in No
Child Left Behind Act of 2001)
42 U.S.C. 2000d (Title VI of the Civil Rights Act of 1964)
603 CMR 14.00

Adopted: August 21, 2006
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Courses of Study
Under the direction of the Superintendent, the professional staff shall develop and
shall use written courses of study by grade level. These courses of study shall
reflect the mandates of 1aw and of the State Board of Education and the school
department's philosophy and the goals outlined in the School Committee's policy
on curriculum goals and objectives in Section 6-0 of this manual.
The courses of study shall include the following: specific program and
instructional objectives; instructional materials and aids to be used; and the
description of a means to evaluate success in achieving the objectives.
The School Committee, upon the recommendation of the Superintendent, shall
appoint staff members to work on developing and improving the written courses
of study. The School Committee shall establish a rate of pay for this service.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Creative and Innovative Programs
A. Generally
A creative and/or innovative program is defined as one in which major
resources or methodology and techniques of teaching are changed. Teachers
are encouraged to develop within their assigned school creative and
innovative teaching projects subject to the approval of the Superintendent.
Major new programs of a creative nature must be based on identified needs of
the students or the staff and must have the approval of the School Committee.
Parents of students selected for such a program must be informed of the nature
of the program.
Programs must have sufficient evaluation procedures formulated prior to
implementation to assure revision or termination of the programs if they do
not measure up to established standards. All creative and innovative programs
shall be evaluated through techniques designed by qualified professional
personnel.
B. Funding
The School Committee encourages the Superintendent to seek foundation,
university and/or federal assistance to initiate and to support these programs.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Special Education
The School Committee shall make all reasonable efforts to follow federal and
state guidelines regarding the education of children with special needs. If the
school department has no programs of special education that will meet the
requirements of a local child, the School Committee shall cooperate with the
parents in locating facilities for the child's education.
The Superintendent shall inform the School Committee of the requirements of
federal and state laws and regulations and shall devise plans for meeting these
requirements.

Legal Reference:
M.G.L., ch. 71B, sec. 1-14.

Special education.

U.S. Congress, Education for All Handicapped Children Act of 1975
P.L. 94-142, 1975.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Gifted and Talented Students
A. Identification
An ongoing program may be established for the early identification of
students who may be gifted or talented. A plan and/or program shall be
established for these students that will assist them in using these special gifts
and talents to their maximum.
B. Gifted Students
Students identified as academically gifted shall be encouraged by the staff to
enrich their programs under the teaching staff. Individualized instruction,
special materials, acceleration and other techniques that the Superintendent
may approve shall be used in order that these special gifts may be developed
rapidly and within the limits of each student's emotional and social maturity.
C. Talented Students
The School Committee, recognizing that certain students are talented in
special areas and skills such as art, music, drama, etc., supports the concept
that these talents should be identified and developed. Students identified as
talented shall be directed into local and regional programs in which these
talents may be effectively developed.

Adopted:
Revised:

October 12, 1978
February 7, 2002

INSTRUCTION
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Slow Learners and Underachievers
Students who do not qualify under the present guides for special education classes
but who are identified as slow learners or underachievers shall be given special
assistance. Special instructional materials and teaching techniques and other
methods approved by the Superintendent shall be employed to assist these
students.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

INSTRUCTION
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Driver Education
A course in driver education shall be made available after school hours to
qualified students. Tuition established by the School Committee shall be charged
the student.
Responsibility for driver education shall be assigned to an outside contractor. The
School Committee shall award a contract for these services to a bidder who meets
the specifications and who is recommended by the Superintendent.

Legal Reference:
M.G.L., ch. 71, sec. 13D

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Driving education courses
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TEACHING ABOUT ALCOHOL, TOBACCO AND DRUGS
The district shall provide age-appropriate, developmentally appropriate, evidencebased alcohol, tobacco and drug prevention education programs in all grades. The
program shall address the legal, social, and health consequences of alcohol,
tobacco and drug use with emphasis on school-age children. The program shall
include information about effective techniques and skill development for delaying
and abstaining from using, as well as skills for addressing peer pressure to use
alcohol, tobacco or drugs.
The objectives of the program are rooted in the belief that prevention requires
education and that the most important aspect of the policies and guidelines of the
district should be the education of children and youth on healthy decisionmaking:
- To prevent, delay and/or reduce alcohol, tobacco and drug use among
children and youth;
- To increase students’ understanding of the legal, social, and health
consequences of alcohol, tobacco and drug use;
- To teach students self-management skills, social skills, negotiation
skills and refusal skills that will help them to make healthy decisions
to avoid alcohol, tobacco and drug use.
The curriculum, instructional materials and outcomes used in this program shall
be recommended by the superintendent and approved by the School Committee.
This policy shall be posted on the district’s website and provided to students and
parents in accordance as required.

Legal Reference:
M.G.L., ch.71, sec.96

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
August 25, 2016

INSTRUCTION
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Physical Education
Each school shall have a physical education program. Student participation in the
program shall be compulsory unless a parent or guardian submits both a written
request for the student's exemption and a letter from a physician stating that the
student's participation in physical education activities would be injurious to the
student's health.
Safety, health and the student's physical condition shall be primary considerations
in developing and conducting physical education activities. Students shall be
instructed in the activity and in the use of equipment prior to their being permitted
to participate in the use of physical education equipment.

Legal Reference:
M.G.L., ch. 71, sec. 3. Compulsory physical education.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Family and Consumer Science
The School Committee is committed to an educational program for students that
includes preparing the students to function in the complex working world. The
School Committee encourages the inclusion of programs in the curriculum that
will assist the student to acquire useful skills, to explore career opportunities and
to improve special skills through practical work experiences. The administration
is encouraged to search continually for programs that will take the student into the
community and to present these programs to the School Committee for its
approval.

Legal Reference:
M.G.L., ch. 149, sec. 86.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Employment of children with permit;
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Controversial Issues
A. Generally
The School Committee recognizes that in the community there is a wide
variety of opinions regarding suitable instructional matter for students. The
School Committee desires that a reasonable amount of freedom be granted to
all students, teachers and parents; but the School Committee realizes that
parents have the ultimate responsibility for and authority over their children.
Therefore, parents who request that their children not be exposed to certain
materials shall be given due consideration. Decisions about course content
shall be based upon the school department's goals, policies and administrative
regulations.
Students, under the guidance of a teacher, are encouraged to explore, to
present and to discuss divergent points of view in the quest for knowledge and
truth. However, the discussion of a controversial issue must be tempered by a
consideration of the age and maturity of the students. Students shall have the
right to express or not to express their viewpoints without jeopardizing their
position with their teacher.
B. Definition
A controversial issue may be the following: (1) any problem that society is in
the process of debating; (2) any problem for which more than one solution is
being supported; or (3) any issue that may arouse strong emotions. These
issues may be a part of the instructional program only when they are germane
to the subject being taught and only after consideration has been given to the
age and maturity of the students. No individual may impose personal views on
the students, and a balance must be maintained through the presentaion of all
sides of an issue.
C. Rights of Students
Students shall have the right:
1. To study at the level appropriate to the student's age those
controversial issues germane to course objectives. These issues
include, but are not limited to, those that have political, economic,
social, scientific or moral significance.
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2. To have free access to major ideas and information related to the topic.
3. To study under qualified instructors in an atmosphere free from bias,
prejudice and intimidation and to form and express opinions on
controversial issues without jeopardizing their relation with the
teacher or the school. This provision does not imply license to infringe
on the rights of others.
4. To request an alternative program if the student and/or the student's
parents have deep-seated moral, personal or religious beliefs that make
an item in the instructional program objectionable.
D. Responsibility of the Teacher
The approach of the teacher to controversial issues must be impartial and
objective and must include balanced assignments of materials. Before
introducing materials to the class, the teacher must discuss with the principal
those materials that the teacher believes might contain potentially
objectionable language, concepts or graphics. The principal will rule on the
appropriateness of these materials and concepts. In discussing controversial
issues, the teacher shall keep in mind that the classroom is a forum and not a
committee for producing resolutions or dogmatic pronouncements. The class
should feel no responsibility for reaching an agreement. The teacher has the
responsibility to bring out the major facts concerning controversial questions.
E. Complaints
When concerned that a teacher or administrator is making unfair and
prejudicial presentations, citizens of the community have a right to appeal to
the school administration. Reasonable attempts will be made to resolve these
concerns at the teacher's or principal's level with an appeal to the
Superintendent. A parent or citizen of the community may appeal a decision
of the Superintendent to the School Committee. In considering the appeal, the
School Committee shall provide for a hearing if it believes this procedure is
required. The School Committee assures its support to any teacher or administrator whom it finds to have been subjected to unjust criticism from
individuals or groups.
Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Study and Practice of Religion
Although a study of religions and religious beliefs and customs is appropriate in
the educational program of the school department, conducting any religious
proselytism or worship shall not be permitted at any time during the regular
instructional program.
There shall be no distribution to the students or staff of religious materials other
than items used in the classroom and in educational programs approved by the
School Committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Extracurricular Activities
A. Generally
Organized extracurricular activities shall be open to all students in accordance
with federal and state laws and regulations and shall be voluntary. The
justification for these activities rests upon the extent to which they contribute
to the fulfillment of the educational objectives of the school department.
B. Clubs and Organizations
Every extracurricular student club and organization shall be under the
supervision of a faculty member and the school principal. For the handling of
student activity funds, see the School Committee's policy on student activity
accounts in section 4-25 of this manual.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Interscholastic Athletics
A. Generally
Recognizing the importance and interdependence of the mental and physical
development of students, the School Committee supports an interscholastic
athletic program that will offer qualified students an opportunity to compete
with their peers in other schools.
The School Committee shall maintain membership in the Massachusetts
Secondary School Administrators Association (MSSAA), the Massachusetts
Interscholastic Athletic Association (MIAA) and the Massachusetts Junior
High/Middle School Principals Association. The policies and regulations of
these organizations shall guide the interscholastic athletic program of the
Stoneham Public Schools except where the provisions conflict with policies of
the School Committee.
B. Coaches
Coaches shall have the responsibility of developing physical conditioning,
sportsmanship, skills, goal setting and the sense of accomplishment that is
unique to athletics. The personal actions and attitudes of coaches should set
good examples for the students.

Legal Reference:
M.G.L., ch.71, sec 47. Athletic programs;school organization;regulations

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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INSTRUCTION
6-23: School District Wellness Program
The School Committee recognizes the relationship between student well-being and
student achievement as well as the importance of a comprehensive district wellness
program. Therefore, the school district will provide developmentally appropriate and
sequential nutrition and physical education as well as opportunities for physical activity.
The wellness program will be implemented in a multidisciplinary fashion and will be
evidence based.
Wellness Committee
The school district will establish a wellness committee that consists of at least one (1):
parent, student, nurse, school food service representative, School Committee member,
school administrator, member of the public, and other community members as
appropriate. If available, a qualified, credentialed nutrition professional will be a member
of the wellness committee. The school committee designates the following individual(s)
as wellness program coordinator(s): Director of Physical Education, Athletics and Health,
and Director of Food Services. Only employees of the district who are members of the
wellness committee may serve as wellness program coordinators. Wellness coordinators,
in consultation with the wellness committee, will be in charge of implementation and
evaluation of this policy.
Nutrition Guidelines
It is the policy of the school district that all foods and beverages made available on
campus during the school day are consistent with School Lunch Program nutrition
guidelines. Guidelines for reimbursable school meals will not be less restrictive than
regulations and guidance issued by the Secretary of Agriculture pursuant to law. The
district will create procedures that address all foods available to students throughout the
school day in the following areas:
 guidelines for maximizing nutritional value by decreasing fat and added sugars,
increasing nutrition density and moderating portion size of each individual food
or beverage sold within the school environment;
 separate guidelines for foods and beverages in the following categories:
1. foods and beverages included in a la carte sales in the food service
program on school campuses;
2. foods and beverages sold in vending machines, snack bars, school stores,
and concession stands;
3. foods and beverages sold as part of school-sponsored fundraising
activities; and
4. refreshments served at parties, celebrations, and meetings during the
school day; and
5. specify that its guidelines will be based on nutrition goals, not profit
motives.

Nutrition and Physical Education
The school district will provide nutrition education aligned with standards established by
the USDA’s National School Lunch Program and the School Breakfast Program in all
grades. The school district will provide physical education training aligned with the
standards established by the Department of Education. The wellness program
coordinators, in consultation with the wellness committee, will develop procedures that
address nutrition and physical education.
The following goals have been adopted to provide benchmarks and direction for the
effective implementation of a nutritional and physical fitness educational program:
Nutrition Education







Students receive nutrition education that teaches the skills they need to adopt and
maintain healthy eating behaviors.
Students receive consistent nutrition messages from all aspects of the school
program.
Nutrition is integrated into the health education or core curricula (e.g., math,
science, language arts).
Schools link nutrition education activities with the coordinated school health
program.
Staff who provide nutrition education have appropriate training.
The level of student participation in the school breakfast and school lunch
programs is appropriate.

Physical Education Activities


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



Students are given opportunities for physical activity through a range of beforeand/or after-school programs including, but not limited to, interscholastic
athletics, and physical activity clubs, contingent on available funding.



Schools work with the community to create ways for students to walk and/or bike
safely to and from school.



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

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

Legal Refs:
The Child Nutrition and WIC Reauthorization Act of 2004, Section 204, P.L. 108 -265; The Richard B.
Russell National School Lunch Act, 42 U.S.C. §§ 1751 - 1769h; The Child Nutrition Act of 1966, 42 U.S.C. §§ 1771 - 1789
Cross Refs:

EFC, Free and Reduced-Cost Food Services
IHAMA, Teaching About Alcohol, Tobacco and Drugs
KHA, Public Solicitations in the Schools
KHB, Advertising in the Schools

Source: MASC

Adopted: August 21, 2006
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6-23.1 – ALLERGY AWARENESS/RESPONSE AND FOOD IN THE CLASSROOM
Due to local and national concerns about child nutrition and the impact of food and other
allergies on the health and safety of our students and staff, the Stoneham Public Schools
have realized the need to move beyond the guidelines of the district wellness policy (623). The following guidelines on allergy awareness / response and food in the classroom
will be expected to be part of the health education curriculum, shared with parents and
School Councils, and discussed as part of the School Improvement Plans.
Individual, age – appropriate procedures shall be established for children with lifethreatening food and other allergies to minimize the risk of exposure to allergens that
may trigger a life-threatening reaction. Based upon the district’s health protocols
(attached), such guidelines and procedures may include building-based general medical
plans, life-threatening allergy plans, individual healthcare plans (including 504’s and
IEP’s as appropriate) for students with life-threatening allergies, communications with
classroom parents, and training of school staff. The goals of these guidelines shall be to
provide a school environment in which students can have their health needs
accommodated without discrimination or isolation and to assist children with lifethreatening allergies to assume appropriately increasing responsibility for maintaining
their safety as they grow from the primary through the secondary grades.
To support the implementation of individual student guidelines, the following restrictions
on food shall be observed:
1. Except as noted below, all student parties and celebrations during the regular
school day shall be food-free. This policy specifically prohibits homemade or
store-bought foods for birthday, holiday or similar celebrations.
2. Food may be an appropriate part of a cultural heritage or school appreciation
program if organized through the school principal. Non-food programs should be
considered before a food program is chosen.
3. Food may be part of an all-school celebration such as a field day or evening
activity if parents are invited and sufficient numbers of staff are present to
supervise students. Food should be procured through the school lunch program or
commercial vendor so that ingredients and preparation procedures can be verified.
4. Food shall not be used as a reward for academic performance or behavior unless
documented in a specific behavioral plan.
5. No student organization bake or food sales shall be allowed before, during or after
the school day.

6. Fund-raising programs using commercial food shall not be sold or delivered
during the school day.
7. Schools shall maintain appropriate, grade-level activities and programs on issues
such as hand-washing, sharing of foods, and allergies that need to be part of a
comprehensive wellness program.
8. Classroom parents and visitors may be notified of the need to make careful and
considerate choices regarding foods or other products that their children being
into the classroom. Any such efforts to promote awareness and restrict the
presence of allergens shall not be construed as a guarantee that allergens may not
be present.

Adopted: August 27, 2009
Revised: January 28, 2010
Revised: February 11, 2016

Stoneham Public Schools
Life-Threatening Food and Other Allergy Guidelines
(This document replaces Section 16 in the 2009 School Health Services Manual)
Statement
The Stoneham Public Schools will set age-appropriate guidelines for students and
schools within the Stoneham system that minimize the risk for children with lifethreatening allergies (LTA) to be exposed to offending allergens that may trigger a lifethreatening reaction. Such guidelines shall include: building-based general medical
emergency plans, life-threating allergy emergency plans, individual healthcare plans for
all students diagnosed with LTA, appropriate training of staff, availability of medical
equipment on site for quick response to life-threatening allergic reactions, and such other
guidelines that will ensure that students with LTA can participate fully in school
activities without undue fear of harm from exposure to life –threatening allergens.
It is the School Committee’s expectation that specific building-based guidelines/actions
will take into account the health needs and well-being of all children without
discrimination or isolation of any child. It is the School Committee’s belief that
education and open and informative communication are vital for the creation of an
environment with reduced risks for all students and their families. In order to assist
children with LTA to assume more individual responsibility for maintaining their safety
as they grow, the guidelines should shift as children advance through the primary grades
and through secondary school.
Guidelines and Procedures
In order to minimize the incidence of life-threatening allergic reactions, the Stoneham
Public Schools (SPS) will implement the following guidelines and procedures.
Guidelines will be implemented in the elementary schools for all school activities during
the school day, including before and after school programs.
School Nurses
1.

Food-allergies are a health issue, potentially requiring the administration of
prescription medicine (Epinephrine). In the event of an allergic reaction, the
presence of a full-time nurse in each school is critical.
2. Each school nurse will serve as the lead resource in the school regarding the
implementation of the guidelines in that school. The School Nurse will serve as a
medical and guideline resource for other school personnel who are responsible for
various aspects of the guidelines, not only in emergency situations but also on an
ongoing basis.
3. Every effort will be made to use latex free gloves and latex free medical equipment
in the nurse’s office.

Allergy Action Plans, Individualized Health Care Plans & 504 Plans
1. An Allergy Action Plan (AAP) is a document containing physician orders and
treatment plan for anaphylaxis. It contains the student’s name, allergen(s), signs
and symptoms of anaphylaxis, last anaphylaxis reaction, and contact information.
Per the SPS medication protocol, parent and physician signatures are required.
The document may also serve as the student’s Individual Health Care Plan
(IHCP).
2. If the plan of care involves additional information, an Individual Health Care Plan
may be written. The school nurse is responsible for coordinating and developing
the IHCP as indicated by physician orders.
3. A 504 Plan is an accommodation plan for any student who has a “physical or
mental impairment that substantially limits one or more major life activities, has a
record of such or is regarded as having such an impairment” so that s/he may
access FAPE (Free Appropriate Public Education).
4. Upon the request of a parent, the school principal will begin the process of
determining a child’s eligibility for a 504 Accommodation Plan. It will include an
AAP and IHCP as indicated.
5. Photographs of students with life threatening allergies (LTA) should be provided
by parent/guardian and attached to the AAP.
6. A student’s AAP will be provided to the school nurse annually by a
parent/guardian and will always accompany his/her personal Auto-injectable
epinephrine. The AAP and Epinephrine will be provided to the school nurse on or
before the first day of school annually. Changes in life-threatening food allergy
status must be provided by the parent and physician in writing.
Training/Education for School Personnel
1. The Stoneham Public Schools, in collaboration with Health Services, will provide
and offer training and education on the food allergy guidelines and procedures for
Stoneham Public School educational support personnel, including, but not limited
to staff, student teachers, and substitutes.
2. SPS will provide the training which will include, but not be limited to
o A description/definition of severe allergies and a discussion of the most
common food, medication, latex and stinging insect allergies;
o The signs and symptoms of anaphylaxis;
o The correct use of an Auto-injectable epinephrine:
o Specific steps to follow in the event of an emergency;
o The storage and placement of individual Auto-Injectable Epinephrine and
AAPs:
o The purpose and contents of the AAP and/or 504 plans:
o The importance of hand washing with soap and water and / or wipes (notes:
hand sanitizer does not remove nut proteins and therefore is not considered an
alternative when soap and water aren’t readily available).
3. Principal, School Nurse and/or their designees will schedule the training and
implement training for all appropriate employees annually.

4. At the parent/guardian request, an orientation meeting will be held between the
food-allergic child, the child’s teacher, the school nurse, and parents to discuss the
various aspects of the child’s allergy and action plan. All efforts will be made to
complete this meeting at the end of the school year or prior to the next school year.
5. Staff will be made aware of all students with life-threatening allergies. As a means
of sharing information with substitute teachers, student’s individual lifethreatening allergy information will remain in the sub folder, i.e. IHCP, AAP, 504
plans.
Student and Parent Education
1. Our goal with buildings-based education will be to raise the level of awareness
about the problem of life-threatening allergies, in order that we might create a safe
environment for learning for children with serious allergies. Building-based
education might include, but is not limited to the following:
o Food Allergy Workshops; On-line Anaphylaxis & Epipen Training
o Promoting alternatives to foods (ex: pencils and stickers) for birthday and
holiday celebrations;
o Delivering a classroom segment on allergy education/awareness at the
elementary level
2. If appropriate, at the elementary level, and indicated in a 504 accommodation
plan, a classroom letter from the school nurse will be sent to all students in the
classroom at the beginning of the school year notifying them of the life-threatening
allergy concern. See food allergy awareness notice attached.
3. It is highly recommended that students with known life-threatening allergies wear
medical alert identification.
Cafeteria Protocol
Cafeteria protocols should include, but not be limited to the following:
 Allergy identification in the POS system for students purchasing food items in the
cafeteria
 During the first week of school, parents will notify the school nurse in writing
regarding their child’s seating preference, i.e. allergy aware tables or general
population. If written notification is not received by the school nurse, students
will automatically be placed at the ALLERGY AWARE assigned tables at the
elementary level.
 Offer lunches that are allergen safe.
 Students without life-threatening food allergies are not restricted as to what they
bring from home for lunch.
 Products/vendors with disclaimers that state “manufacture in a facility or may
contain” will be identified by food services.
1.

Cafeteria Tables and Seating
Examples of Cafeteria tables/seating protocols in the Elementary schools
currently

2.
3.
4.
5.

6.

o Upon parent/guardian request in writing, allergy aware table(s) will be
available for students.
o These tables will be designated by a sign labeled ALLERGY AWARE
o Tables will be cleaned by an adult prior to the beginning of each lunch session
and again at the end of the lunch session.
SPS will promote “NO FOOD TRADING” and “NO UTENSIL SHARING”
practices in all schools with particular focus at the elementary school level.
Food service employees will use latex free gloves.
The Director of Food Service and all food service personnel will be trained how
to read product labels to recognize food allergens.
The Director of Food Service will contact manufacturers to ensure that all food
sold in the schools have ingredient labels. Ingredient labels will be accumulated
by the Director of Food Service to maintain on file.
Public School employees cannot be held responsible for companies that change
ingredients or manufacturing without notification or proper labeling.

Classroom protocol
1.

2.
3.
4.

5.

School buildings are public buildings and as such are considered an environment
that cannot be guaranteed free from allergens. Every parent is encouraged to
independently review ingredient labels and make sure of its accuracy. Stoneham
Public School employees cannot be held responsible for reading ingredients or
labels. Hand washing will be strongly encouraged throughout the school day and
staff will be reminded that hand sanitizer does not remove nut proteins.
The school will promote “NO FOOD TRADING” and “NO UTENSIL
SHARING” practices.
There will be no food-related activities, i.e. popsicles, hoodsies, lollipops, etc.
Birthdays can be celebrated with non-food products.
Class projects and manipulatives will remain free of major allergens. For
example, any organic materials, such as birdseed, play dough; clay, etc. should be
pre-approved by parents of allergic children to avoid accidental exposure to
allergens, i.e. nuts that may be included in the birdseed, or wheat that may be
included in the clay, etc. Special care should be taken when using recycled
materials such as milk containers or egg containers, etc. since trace amounts of
food previously contained in these materials may be present. The classroom
teacher is responsible for consulting with the school nurse prior to implementing
class projects and manipulatives.
In certain circumstances, an Auto-Injectable Epinephrine and AAP will travel with
the child between classes, to the playground, to the gym, at the physician’s request
if part of the IHCP plan.

Custodial Protocol
1. The Director of Finance will work with the Facilities Director to establish a
procedure to instruct the custodial staff, cafeteria staff and/or responsible adult to:

a.

Thoroughly clean allergen-free tables and chairs before and between
lunches.
b. Sweep the floors under and around allergen-free tables and chairs.
2. Separate disposable cloths and cleaning solution should be used on the Allergen
Free tables.
3. All soaps and cleaning solutions need to be allergen-free and approved by the
school district
4. All schools will only use latex free gloves.
Field Trip Management
1. Whenever students travel on field trips for school, a clear plan to activate
Emergency Medical Services (911) will be developed and reviewed by
administration and his/her designee.
2. Field trips need to be chosen carefully; no child should be excluded from a field
trip due to the potential of unavoidable allergen exposure.
3. The AAP and Auto-Injectable Epinephrine will accompany the allergic student on
all field trips.
4. All students with Auto-Injectable Epinephrine will automatically be placed with an
Epinephrine trained teacher or staff member. In some circumstances, a parent of
the LTA student may be asked to attend the field trip.
5. If applicable, there will be a designated area for students with allergens to eat.
Teachers will encourage students to wash hands with soap and water. If soap and
water is not readily available, hand wipes may be used by students after eating
and/or if needed, prior to boarding the bus for the return trip to the school.
Reminder: hand sanitizer does not remove nut proteins.
6. No Eating is allowed on the bus, except when medically necessary.
7. No Food Trading and no Utensil Sharing will be allowed.
Emergency Response Protocol
1. SPS administrators are responsible for creating a system-wide emergency plan for
addressing life-threatening allergic reactions. This plan will be included in all lifethreatening allergy training for employees, including substitutes. Per MDPH
protocol, this plan shall identify personnel who will
a. Remain with the student
b. Assess the emergency at hand
c. Refer to the student’s AAP
d. Administer the Auto-injectable epinephrine
e. Contact Emergency Response personnel (ex. 9-1-1, EMS): when placing
the call, specify the problem: Student is in Anaphylaxis and was given
Epinephrine.
f. Specify entrance and indicate the number on the school’s outside door
closest to the student
g. Send someone to meet the Emergency Response personnel
h. Note time of Epinephrine administration & hand over to EMS upon arrival

2.

i. Notify school administration
j. Attend to student’s classmates
k. Accompany student to emergency care facility (designated school official,
not the school nurse) Note: may not be necessary if parent/guardian
accompanies student
l. Notify the parent or guardian of which hospital facility the student is being
transported to fur further evaluation.
Identify a plan for the student’s re-entry into school.

Auto-Injectable Epinephrine Protocol – See SPS Medication Protocol
1. Whenever an Auto-Injectable Epinephrine is administered, an Emergency Response
unit (ex: 911) must be notified and called to the scene. Emergency personnel will
evaluate the student and determine the appropriate action. Per MDPH protocol, the
student must be transported to the closest medical facility for further evaluation.
2. Auto-injectable Epinephrine (school-supplied stock Epinephrine and student
prescribed Epinephrine) will be available in the nurse’s office in clearly designated
locations. Per MDPH protocol, all Epinephrine will be safely stored in an unlocked
location for easy access in an emergency.
3. All Auto-Injectable Epinephrine management and training will be the responsibility
of the building school nurse. Parents/guardians are responsible for monitoring and
replacing expired Auto-Injectable Epinephrine.

Resources:
Comprehensive School Health Manual, MA Department of Public Health, 2007
MDPH Data Report for Epinephrine Administration
Managing Life-threatening Food Allergies in School, MA DESE, 2002
Voluntary Guidelines for Managing Food Allergies in Schools and Early Care and Education Programs,
CDC, 2013
Young, Michael C, Peanut Allergy Answer Book, 2006
Allergy Home: www.allergyhome.org
Food Allergy Research and Education: www.fare.org
2/11/16
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Class Size*
Class size must be flexible depending upon available facilities, the age of the
students, grade level, the subject to be taught, instructional organization and
techniques and the financial capabilities of the town.
In general, smaller than average classes are desirable in the kindergarten and
primary grades, in classes requiring close supervision of the students on the
secondary level and in classes where there are limited facilities.
Larger than average class size may be permitted if instructional methods and
teaching techniques can be used to better advantage and if the courses are
conducive to large group instruction.
*See Negotiated Agreement.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Student Course Load
A. Generally
All students shall be expected to carry the normal load of classroom work
required to meet the minimum standards necessary for graduation and the
attendance requirements of the state.
B. Additional Course Load
Students on the high school level may be permitted to carry additional courses
if their records indicate their ability to handle the courses, if their presence in
the class will not cause overcrowding and if the needs of students requiring
the courses have been fulfilled.
C. Reduced Course Load
Upon presentation of a physician's certificate and with the consent of the
principal, a student may be permitted to carry less than a normal class load
and to restrict his activities to those recommended by a physician.
With the approval of the administration, students may take less than a normal
class load if they have fulfilled the requirements for their particular grade
level.
D. Advance Placement
Courses may be offered in high school to eligible students for which the
student receives high school credit and that colleges or universities will accept
for advance placement.
E. College or University Courses
Upon the recommendation of school personnel and acceptance by a college or
university, qualified students may be released during school hours to take
college or university courses.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Grouping for Instruction
The grouping of students in a particular program in an individual school should
permit, with the approval of the Superintendent, different styles of learning and
teaching based on:
1. The student's best opportunity for success.
2. The educational or achievement level of the student.
3. The most effective educational climate for learning.
4. The availability of space.
5. The welfare of the student.
Grouping shall remain flexible in order to take advantage of the best educational
research and practices currently available.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Homework
Homework is an ingredient in the educational process. Although considered to be
supplemental training for the student in self-discipline and responsibility,
homework must be related to the instructional program. Homework should be a
reinforcement, expansion or enrichment of the material taught in the classroom.
Formal homework assignments should be limited in the lower or primary grades
and should be increased gradually as the student progresses through school.
The assigning of homework shall be made with the concept in mind that students
require a reasonable amount of time during which they are free of homework and
may pursue their personal activities.
Homework shall not be used as a disciplinary measure.

Adopted:
Reviewed:

October 12, 1978
January 24 2002
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Field Trips
A. Generally
Trips of significant educational value are encouraged and may be permitted
under regulations of the Superintendent. The safety of students shall be a
primary consideration, especially when students are in transit, when the
loading and unloading of vehicles take place and when machinery is in use.
A field trip is defined as a formally designated part of the school program that
extends the classroom into the community. A field trip is a school-sponsored
and school-supervised activity off the school grounds.
No student may be deprived because of the lack of funds of the privilege of
going on a field trip that is an integral part of the classwork.
B. Transportation
School buses shall be used to transport students on field trips if the buses are
available or convenient. The Superintendent may permit the use of charted
vehicles depending upon the number of students, the length of the trip and
other reasons that would justify their use.
The use of vans or private automobiles for trips planned to include late night
or overnight student travel should generally be avoided. Such trips should
generally use commercial motocoaches.
Trips planned to include late night or overnight student travel should involve
pre-trip checks of companies, drivers, and vehicles.
School officials should ensure that the selected carrier is licensed for
passenger transportation by the Federal Motor Carrier Safety Administration
(FMCSA). The district should not contract with any carrier that has an
FMCSA safety rating of “conditional” or “unsatisfactory.” FMCSA carrier
ratings are available at http://www.safersys.org/.
Districts which are unable to conduct their own in-depth reviews of bus
carrier qualifications may elect to use ratings and prequalifications established
by other public entities, such as the Department of Defense’s approved list of
motor carriers for troop transport
(http://www.mtmc.army.mil/content/504/approvedlist.pdf).

The contact with the carrier should prohibit the use of a subcontractor
unless sufficient notice is given to the district to allow verification of the
subcontractor’s qualifications.
C. Overnight Trips*
Plans for trips that require students to remain away from home for one night
or longer shall require the prior approval of the School Committee. The
approval process should be completed prior to engaging students in
fundraising activities or other preparations for the trip. In an emergency the
Superintendent may direct that students remain overnight in the interest of
safety.
D. Private Field Trips
The School Committee does not sanction or authorize any privately sponsored
field trips. Any such field trips would be conducted solely under the direction
and control of the private organization/person that has sponsored the trip.
For the purpose of this section, the term "private" shall be interpreted to mean
any organization not affiliated with the Stoneham school system.
Trips of this nature are not school-sponsored; the students may receive no
class credit for the trip; and the students shall be held responsible for
classroom work missed during the absence.
There shall be no soliciting of students during the school day to join private
field trips, and employees shall not take advantage of their position in the
school to promote these trips during the school day.
E. Fundraising
The amount of time to be devoted to fundraising should be reasonable and
commersurate with students’ obligations for homework, after school
activities, and jobs.
Group fundraising activities are preferred. Students should not be assigned
individual fundraising targets.
If students are charged individual fees for participation, the district should
make every effort to provide scholarships where needed.
F. The attached overnight guidelines must be in evidence for a field trip to be
approved.
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*School Committee Guidelines for Overnight Field Trips
These guidelines are established by the School Committee to help school employees
understand the responsibilities of overnight chaperoning as well as to help students and
parents understand their role in making all trips safe and rewarding.
Chaperone Guidelines:
1

There will be a mandatory parent meeting prior to final payment on a trip so that
everyone is aware of the complete itinerary, including arrival and departure times
(bus, train, or plane) and the roles and responsibilities of all parties.

2

There will be distributed a complete listing of emergency telephone numbers and
e-mail addresses, including those of the school administration, as well as a telephone
chain so that all parents can be contacted in case of a change in travel plans or an
unforeseen emergency.

3

The necessary medical information for each student and adult on trip will be provided
to chaperones and field trip organizers beforehand.

4

An essential part of the parent meeting will be the clarification of all curfews, as well
as security plans and room safety checklists at the hotel.

5

Detailed travel plans will be left with the Main Office of participating school.

6

A 10-to-1 student to chaperones ratio will not be exceeded.

7. Students shall be accompanied by a sufficient number of chaperones, taking into
account the trip scheduling and logistics. All chaperones, including parents and
volunteers, must have a CORI check in accordance with M.D.L. c.71 §38R.
General Trip Guidelines:
1. Students will be supervised at all times during a trip. They will be with a chaperone
or at a designated location with a trip tour guide.
2. All school rules will apply and violation of any rule that would bring a school
suspension will be cause to have the student sent home at the parents' expense.

Parent Responsibilities:

1. Parent(s) or guardian(s) will attend the parent meeting and complete the required
permission slip.
2. The parent(s) or guardian(s) will provide the chaperones with as detailed
medical/insurance information as possible if relevant and to provide a health proxy.
3. The parent(s) or guardian (s) will accept responsibility for having their son/daughter
sent home because of rule violations.

Adopted:
Revised:
Revised:
Revised:
Reviewed:
Revised:

October 12, 1978
February 12, 1987
March 2000
August 2001
January 24, 2002
January 22, 2004
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Guest Speakers
The School Committee encourages the use of persons, not presently on the school
staff, as resource speakers who because of their expertise in a specific area may
enrich the educational program of the school or class. The person or persons
responsible for the speaker's appearance in the school shall be aware of the
contents of the intended presentation and shall evaluate its appropriateness in
light of its educational relevance and value to the students commensurate
with their level of maturity. The approval of a designated administrator must be
obtained before an invitation to the speaker is issued or plans are finalized.

Legal Reference:
M.G.L., ch.71, sec.27.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Lectures.

INSTRUCTION
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6-30
Instructional Materials*
A. Generally
Although it assumes final responsibility for all instructional materials
purchased and used in the school department, the School Committee depends
upon the discretion and judgment of the professional staff for the selection
and use of instructional materials throughout the school department. Except
where the law requires adoption of textbooks and other materials, the
Superintendent is authorized to approve the purchase of instructional
materials that will afford students free access to many types of learning
experiences and that are in support of the adopted philosophy, goals and
objectives of the School Committee.
Instructional materials shall be reviewed for sex roles and the stereotyping of
minority groups. If these images are discovered in otherwise acceptable
materials, appropriate activities and materials shall be introduced to
counteract these inferences.
Requests by parents who seek the School Committee's review and decision
regarding the use in the schools of certain instructional materials shall be
handled in accordance with the procedures set forth in section 6-30.1 of this
manual.
B. Textbooks
Selection
Teachers and supervisory personnel shall be involved in the selection process
for textbooks and reference texts. The Superintendent, after having reviewed
the recommendations of the staff, shall present to the School Committee for
adoption and/or purchase those texts that support the educational goals and
objectives of the school department.
C. Other Instructional Materials and Aids
The Superintendent may purchase, within the limits of the budget, other
instructional materials and aids that may be required to supplement the
curriculum. The process of selection of these materials and aids shall include
the advice of teachers and supervisors closely involved with the curriculum
area in which the materials and aids will be used.

INSTRUCTION
6-30
P
6-30
Instructional Materials*
D. Other Instructional Materials and Aids
The Superintendent may purchase, within the limits of the budget, other
instructional materials and aids that may be required to supplement the
curriculum. The process of selection of these materials and aids shall include
the advice of teachers and supervisors closely involved with the curriculum
area in which the materials and aids will be used.
E. Damaged or Lost Books
Students may be required to pay for the loss of or damage to books and other
instructional materials entrusted to their care by the school department. The
collection of reasonable fees, not to exceed the original costs, and the
disbursement of these fees shall be handled in accordance with state law.
*See Negotiated Agreement.

Legal Reference:
M.G.L., ch. 71, sec. 48.
M.G.L., ch. 71, sec. 49.
M.G.L., ch. 71, sec. 50.

Adopted:
Revised:

October 12, 1978
February 12, 1987

Textbooks and school supplies.
Purchase of textbooks by students.
Change of school books.
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Challenges of Educational Materials
Parents having a complaint regarding the use in the schools of specific educational
materials shall be treated in a courteous and helpful manner by staff members.
The complainant shall be directed to the principal and shall be informed of the School
Committee’s policy and of the procedures to be followed. The principal shall provide the
complainant with a copy of the educational material in question and with a form to be
filled out and submitted to the Superintendent’s Office. The principal shall attempt to
learn the exact nature of the complaint but shall not make a decision on the disposition of
the challenged materials.
The following procedures must be followed:
1. Complaints must be specific and must be submitted in writing to the
superintendent.
2. The complainant and the superintendent shall attempt to resolve the complaint.
3. If the complainant is dissatisfied with the administrator’s decision, the complaint
shall be referred to a committee representing the view of parents, the teaching
staff and the supervisory staff and having among its membership, when possible,
representatives of the committee that originally selected the material in question.
The committee shall evaluate the challenged material in terms of the original
criteria for selection and shall invite the complainant to present his or her views in
person to the committee. After having reached a decision, the committee shall
report its findings to the superintendent.
4. After a conference with the complainant, the superintendent shall render a
decision regarding the disposition of the complaint.
5. The complainant may appeal the decision of the superintendent to the School
Committee. After having reviewed the complaint and the superintendent’s
recommendation, the School Committee shall make a final decision.

Approved: October 12, 1978
Reviewed: January 24, 2002

INSTRUCTION
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6-30.2
Parental Notification Relative to Sex Education
In accordance with Massachusetts General Laws Chapter 71, Section 32A, the Stoneham School
Committee has adopted this policy on the rights of parents and guardians of our students in
relation to curriculum that primarily involves human sexual education or human sexuality issues.
At the beginning of each school year, all parents/guardians of students in our schools will be
notified in writing of the courses and curriculum we offer that primarily involve human sexual
education or human sexuality issues. The Superintendent of Schools will determine the
administrator(s) responsible for sending the notice(s). Parents/guardians of students who enroll in
school after the start of the school year will be given the written notice at the time of enrollment.
If the planned curriculum changes during the school year, to the extend practicable,
parents/guardians will be notified of this fact in a timely manner before implementation.
Each such notice to parents/guardians will inclue a brief description of the curriculum covered by
this policy and will inform parents/guardians that they may:
1. Exempt their child from any portion of the curriculum that primarily involves human
sexual education or human sexuality issues, without penalty to the student, by sending a
letter to the school principal requesting an exemption. Any student who is exempted by
request of the parent/guardian under this policy may be given an alternative assignment.
2. Inspect and review program instruction materials for these curricula, which will be made
reasonably accessible to parents/guardians and others, and will include a complete list of
specific materials proposed to be covered and what organization (or publisher) they
represent. Parents/guardians may arrange with the principal to review the materials at the
school, and may also review them at other locations that may be determined by the
Superintendent of Schools.
A parent/guardian who is dissatisfied with a decision of the principal concerning notice, access to
instructional materials, or exemption for the student under this policy may send a written request
to the Superintendent for review of the issue. The Superintendent or designee will review the
issue and give the parent/guardian a timely written decision, preferably within two weeks of the
request. A parent/guardian who is dissatisfied with the Superintendent’s decision may send a
written request to the School Committee for review of the issue. The School Committee will
review the issue and give the parent/guardian a timely written decision, preferably within four
weeks of the request. A parent/guardian who is still dissatisfied after this process may send a
written request to the Commissioner of Education for review of the issue in dispute.
The Superintendent of Schools will distibute a copy of this policy to each principal by September
1st of each year.
Adopted: November 12, 1998

INSTRUCTION
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Standardized Testing
A. Standardized and Criterion-Referenced Tests
The School Committee endorses a testing program using valid and reliable
tests that will assist in the evaluation of the students' educational progress and
the educational program.
Tests of this nature shall not be the sole factor in these evaluations; rather,
such tests shall be used as a supplemental means (1) to identify the
achievement levels of the students and the strengths and weaknesses of the
educational program and (2) to provide data upon which to base a plan of
improvement for the educational program.
B. Test Results
Individual student test scores shall be discussed with interested parents upon
request but may be released only according to the policy on student records in
section 9-45 of this manual. The School Committee may release group test
scores to the public.
The results (test scores) of tests for which students have paid a fee are the
property of the student and may not be released to the public without the
written approval of the student or his or her parent.

Legal Reference:
20 United States Code Annotated sec. 1232g (Supplement 1, February 1975).
Family Educational Rights and Privacy Act of 1974.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

INSTRUCTION
6-36.1
P

6-36.1
High School Graduation Requirements

A. Generally
The School Committee sets requirements which must be completed by a
student in order to qualify for a Stoneham High School diploma. Such
requirements include those specified in the General Laws of the
Commonwealth of Massachusetts and, in total, reflect the philosophy and
objectives of the Stoneham Public Schools. In this manner the School
Committee fulfills a respnsibility to the individual student, to the community,
and for the perpetuation of the democratic way of life by requiring the
successful completion of a core program pursued during the four-year high
school experience.
B. Definitions
Requirements are described, in the largest measure, by employing the
following terms:
1. "Attend": enroll in and attend regularly a course without the requirement
of a passing grade.
2. "Credit": one (1) credit is awarded for each period of course work per
cycle pursued successfully for a school year. In general, major courses
carry two and one-half (2.5) credits for a semester and five (5) credits for a
year. The other standard measure employed in the United States is the
Carnegie Unit, which converted to the Stoneham system, equals five (5)
credits. Courses at Stoneham High School are either semester courses or
full-year courses. Semester courses are worth 2.5 credits and full-year
courses are worth 5 credits. If a course meets for double period, that
course is worth 10 credits.
3. "Pass": be awarded at least the grade of D- or S (satisfactory) by the
teacher of the course in recognition of having met minimum performance
standards for course credit.

C. Requirements for a Stoneham High School Diploma
In order to qualify for a diploma, a student must successfully meet all of the
following requirements of a core program:
1. Earn one hundred (115) credits.
2. Pass four (4) sequential English courses.
3. Take and pass one (1) year-long course in World History and two (2)
sequential year-long courses in U. S. History.
4. Pass four (4) mathematics courses which meet the following conditions:
a. The courses involve four (4) full years or eight (8) semester study.
b. Courses are from the Mathematics Department and include
successful completion of Algebra 1.
5. Pass three (3) science courses, including Biology.
6. Pass Health Education.
7. Earn at least ten (10) credits in Physical Education
8. Pass five (5) credits earned in art and/or music courses.
9. Earn 2.5 credits in technology that can be satisfied with several approved
courses.
10. Must meet all the requirements of the Massachusetts Comprehensive
Assessment System (MCAS) test as dictated by the Massachusetts
Department of Education.
D. Requirements for a Stoneham High School Diploma with the Inscription
"STEP" Program (Stoneham Transitional Education Program)
STEP students, including those who are not Stoneham residents, qualify for
graduation as follows:
1. The student is recommended for "senior" status by his or her
evaluation TEAM before the conclusion of the previous year.
2. The student's approved IEP (Individualized Education Plan)
includes graduation at the conclusion of the senior year.

3. The student's evaluation TEAM confirms in April of the senior
year its decision on graduation.
E. Minimum Required Program of Studies
In order to maintain status as a candidate for graduation, a student must elect
and attend seven (7) classes per term.
An exception to this requirement will be permitted for students whose original
class has graduated. In such cases, students may pursue part-time programs,
including only those courses needed for graduation.
F. Attendance at Stoneham High School
In order to be granted a Stoneham High School diploma, a student must be in
attendance at Stoneham High School as a full-time student for the entire
semester preceding graduation. Exceptions to this requirement follow:
1. A student whose class has graduated and who is within five (5) credits of
or needs one (1) required course for graduation may take that course in
Stoneham Summer School or at another institution with the written
approval of the principal of Stoneham High School.
2. A student may earn a Stoneham High School diploma by meeting all the
requirements of core program (Section C) in an alternate school setting or
special education program which has been prescribed in an approved IEP
under Chapter 71 B of Massachusetts General Laws.
3. A Stoneham resident who transfers from the Northeast Metropolitan
Regional Vocational-Technical High School for the purpose of earning a
diploma must attend Stoneham High School for one (1) semester and earn
at least fifteen (15) credits subsequent to the date of transfer.
G. Participation in Graduating Ceremonies. Honors Designation. and Appearance
on the Official Graduation List
Only students who have met all graduation requirements may participate in
graduation ceremonies. Those who have a cummulative average of 3.6
through the third marking term of the senior year will be designated as
graduating with honors. Any student who fails to earn graduation with his or
her class but who fulfills the requirements within one (1) calendar year of the
date of graduation will be added to the official list for that class.
H. Special Programs and Appeal Procedure

The High School principal, with the approval of the Superintendent of
Schools, may approve special programs for students on an individual basis.
Appeal of any decision related to graduation may be made to the
Superintendent of Schools.

Legal Reference:
M.G.L., ch71, (1.
M.G.L., ch71, (2.
M.G.L., ch.71, (3.
M.G.L.. ch.71B. (1.
M.G. L., ch.71B. (3.

Adopted:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

November 13,1980
November 9,1982
January 26, 1984
December 11, 1986
July 12, 1990
February 7, 2002
June 11, 2009
February 2, 2012
April 4, 2013
January 23, 2014

Maintenance; Subjects of Instruction.
Subjects of Instructions;History and Civics
Compulsory Physical Education.
Definition
Identification of Children with Special Needs: Diagnosis Evaluation
of Programs: Records.

INSTRUCTION
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Home and Hospital Instruction
Upon receipt of a physician’s written statement verifying that a student enrolled
in the Stoneham Public Schools must remain at home or in a hospital on a day or
overnight basis, or a combination of both, for medical reasons for a period of not
less than fourteen school days in any school year, the student’s principal shall
arrange for the provision of educational services in the home or hospital. Such
services shall be provided with sufficient frequency to allow the student to
continue his/her educational program, as long as the services do not interfere with
the student’s medical needs. The principal shall coordinate such services with the
administrator of special services for eligible students, though such services are not
considered special education unless the student has been determined eligible for
such services and the services are included in the student’s Individual Education
Plan.
These services shall be provided consistent with 603 CMR 28.03 and other
appropriate state and federal regulations.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
December 1, 2011
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Adult Education
Evening adult education classes under the supervision of the Superintendent may
be made available to citizens of the town. Qualified instructors approved by the
Superintendent of Schools upon the recommendation of the Adult Education
Director may hold classes in subjects in which a sufficient number of adults has
enrolled.
A minimal fee may be charged for enrollment in class.

Legal Reference:
M.G.L.,ch. 71,sec. 20.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Evening schools; notice; fees.
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Summer School
A. Purposes
The school department shall conduct summer school classes primarily for the
purpose of providing remedial services to students. Students may receive
credit toward graduation if they meet the requirements established by the
Superintendent.
B. Nonresident Students
Nonresident students may be accepted in the summer school program if space
is available and the requirements of the resident students have been met.
C. Tuition
1. Resident Students
At the time of enrollment, resident students shall pay tuition established
by the School Committee. Tuition for resident students shall be less than
that assessed nonresident students.
2. Nonresident Students
At the time of enrollment, nonresident students shall pay tuition
established by the School Committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

INSTRUCTION
6-40
6-40
Compensatory Education – Title I
Title I funds shall be used to supplement, not supplant, educational services that
are made available from non-Federal sources for the education of district students.
Students who are serviced by Title I funds shall be identified as being in greatest
need of Title I assistance based on student selection criteria. The School
Committee shall ensure equivalence in the provision of curriculum materials and
supplies. Records for the purchase of materials and salary compensation shall be
kept in the business office of the Stoneham Public Schools. This policy shall be
distributed to the district’s schools on an annual basis.

Legal Reference:
Statute: Sections 1120A(b) and (d) of Public Laws 107-110, The No Child Left Behind Act of
2001.

Adopted:
Revised:

May 18, 2005
January 5, 2012
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Retirement of Facilities
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7-0
NEW CONSTRUCTION

7-0

Facilities Development Goals.

Goals
The Stoneham School Committee believes that any educational program is influenced greatly by
the environment in which it functions. The development of a quality educational program and
school facilities that help to implement the program must go hand in hand.
Therefore, it is the Committee’s goal to provide the facilities needed for the number of students
in the school system, and to provide the kind of facilities that will best support and accommodate
the educational program.
In planning facilities, the Committee recognizes that capital outlay funds are limited, and that
priorities must be established to make the best use of the school building dollar. Whenever
possible, the cultural as well as the educational needs of the community will be considered in
planning facility expansions.
Every new school which is to be constructed and every addition to an existing school or program
for modernization of an existing school shall be designed and/or planned so as to ensure that the
educational opportunities offered within that school following its construction or expansion or
reconstruction will be available to all students equally.
Architects retained by the Committee are expected to plan for simplicity of design; sound
economics, including low long-range maintenance costs, efficiency in energy needs, low
insurance rates; high educational use; and flexibility.

Legal Reference:
603 CMR 26:07 - Access To Equal Educational Opportunity- Active Efforts

Adopted: October 10, 2002

7-1
NEW CONSTRUCTION

7-1

Facilities Planning.
School Building Committee
The Stoneham Board of Selectmen creates a Building Committee for specific building
projects. These committees act as the administrative authority for the projects subject to
the approval of various actions of the School Committee and the Town.
The school building committee has the following responsibilities:
1. To study and make recommendations to the town with respect to school building
needs.
2. To review thoroughly with the Superintendent and the School Committee the
educational requirement s in relation to school buildings.
3. To review previous studies and initiate needed studies with or without consultative
assistance.
4. To employ the services of architects and cost estimators and such other professional
assistance as it may deem necessary.
Staff Planning
Arrangements will be made by the Superintendent, working through the Principals, for
the school staff to contribute to the planning of new school buildings. Teachers will be
given the opportunity to submit suggestions for possible inclusion in the educational
specifications.

Legal Reference:
M.G.L. 71:37C - Promotion of racial balance.
M.G.L. 71:68D - Duties of towns to maintain schools; transportation of children; school building committee
representation.
M.G.L. 71:70D- Location of schools.
Building Assistance Act, Chapter 645 of the Acts of 1948 as amended, FY79
CMR 603-38:00 - School Construction
CMR 26:07 - Student Learning Time Regulations

Adopted: October 10, 2002

7-2
NEW CONSTRUCTION
7-2

Retirement of Facilities.

Procedure
When a school building currently used as a regular school facility becomes inadequate by virtue of age,
condition, size of site, lack of need, or other overriding limitations, and cannot be reasonably and
economically brought up to the current educational standards, the building should be considered for a
comprehensive closing study. The Superintendent will recommend to the School Committee which
facilities appear to justify further analysis. At such time as it is decided to retire a school building, the
School Committee will turn control of said building over to the town under the direction of the Board of
Selectmen.
When a school building not currently used as a regular school facility is deemed inadequate or no longer
necessary for school purposes, it may be released by the School Committee back to the Town without a
comprehensive closing study. Factors that will be considered to determine if a facility is no longer
necessary for school purposes will include the following:
 the actual or potential rental income from the building or site;
 the potential reuse or redevelopment of the site for school purposes.
If a school facility or site through common usage no longer retains its primary educational purpose, it
should be considered for release by the School Committee so that control may be transferred to a more
appropriate Town department, such as Recreation.
The School Committee may seek both professional advice and the advice of the community in making it
recommendations as to the retirement of any school facility. This will permit the public, which originally
acquired the property, to benefit from its recycling or retirement.
A closing study will include direct involvement by those neighborhoods considered in the study and will
be concerned with all or some of the following factors:
1. Age and current physical condition of the facilities, its operating systems, and program
facilities.
2. Adequacy of site, location, access, surrounding development, traffic patterns, and other
environmental conditions.
3. Reassignment of children, including alternative plans according to Committee policy.
4. Transportation factors, including numbers of children bussed, time, distance, and safety.
5. Alternative uses of building.
6. Cost/Savings
a. Personnel
b. Plant Operation
c. Transportation
d. Capital Investment
e. Alternative Use
7. Continuity of instructional and community programs
Adopted: October 10, 2002
Revised: March 26, 2009

7.3
NEW CONSTRUCTION

7.3

Naming New or Renovated School Facilities

Naming a school is an important matter that deserves thoughtful attention. Personal prejudice or
favoritism, political pressure, or temporary popularity should not be an influence in choosing a
school name. A name with educational significance or inspiration should be chosen. The
committee also feels that it is appropriate to name schools for physical locations; geographical
areas; distinguished local, state, and national leaders whose name will lend dignity and stature to
the school; or significant or pertinent events.
Whenever the School Committee considers it appropriate to name or rename a school or
designated space in a school, it will charge the Superintendent of Schools with forming a
committee, to be appointed by them, with residents of the community, which may include
parents, students or former students, to develop specific recommendations to be made to the
School Committee regarding the naming of a school or space within a school. This
recommendation must include rationale that would justify the school or space within a school
being associated with the name so recommended. The School Committee will conduct a public
hearing before taking any action of the naming of a school or school space. The School
Committee will have final and absolute authority over the naming of a school or space within a
school.
In order to lessen community or fractional pressures that may build up over the appropriateness
of naming a school or school space, it is expected that an orderly announced procedure will be
identified, including allowing community residents adequate time to express interest in serving
on a School Naming Committee.
It is anticipated all such School Naming Committees will be appointed by the School Committee
well in advance of a new school or reopening so that proper detail can occur regarding necessary
signage of a school or school space.

Adopted:

October 10, 2002
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8-0
PERSONNEL

8-0 Digital Recording/Videotaping/Photography Policy
Introduction
Stoneham Public Schools Spartan EDTV (Channel 10 Comcast, Channel 13 RCN,
Channel 35 Verizon) are the school district's educational access channels. EDTV online
at www.stonehamschools.net is Stoneham Public Schools online streaming video
resource. They are used as teaching and learning tools, as well as a means of informing
the entire Stoneham community and beyond, of school events.
Policy
All recording, video taping and photographing, including digital photography, by any
means, including but not limited to cell phone, involving students will be related to
classroom and/or extra curricular activities and other instructional support services. No
video recording or photographing, including digital photography, will be used for
commercial purposes and no student will be included without the written consent of the
parent/guardian. Parents will be required to sign a release form on an annual basis.
Exceptions to this policy are large public events, such as athletic events, Carnival Ball,
graduation, etc.
All routine classroom video recording and photographing, including digital photography,
of student activities produced by school personnel may not occur, or be reproduced, or
made available outside of the school for any purpose without express prior authorization
of the building principal. Parents will be notified in advance whenever non-routine
projects involving video recording and photographing, including digital photography, of
students is planned.

Adopted: March 10, 2006
Revised: September 13, 2007
Reviewed: November 2007

8-0-1 and 9-0-1

PERSONNEL/STUDENTS

Acceptable Use Policy
The Stoneham Public School system provides technology, internet and network access to
students, parents and staff to support educational excellence and enhance our curriculum. Use of
school computers and online access is a privilege provided to students and staff.
Information sent and received using the Stoneham Public Schools network, and all
hardware/software provided or installed by the Stoneham Public Schools, is considered the
property of the Stoneham Public Schools and is subject to review at the discretion of school
administration. A user is deemed to access and use the school department network through any
electronic activity conducted on the system using any device (whether or not such device is
school-provided) regardless of the user’s physical location.
Users have no right to privacy while using the network. The school department monitors users’
online activities and reserves the right to access, review, copy, store or delete electronic
communications or files. This includes any items stored on school-provided devices, such as
files, e-mails, cookies and internet history. The school department reserves the right to disclose
any electronic activity, including electronic communications, to law enforcement officials or third
parties, as appropriate and consistent with applicable law. The school department will fully
cooperate with local, state (including DESE), or federal officials in any lawful investigation
concerning or relating to any illegal activities conducted through the department’s network.
In the event that a review shows improper use, appropriate action will be taken with the
individual(s) in accordance with school disciplinary policy, copyright law and/or federal and state
law. Improper use includes but is not limited to:













Causing damage to computer technology equipment
Altering computers or network equipment configurations
Loading personal non-school purchased software onto a computer
Hacking into other’s folders or work files on a password protected server
Using printer material for non-school business
Use of computers and internet unrelated to intended educational use
Downloading files for personal use, unrelated to proper educational use
Use of school technology for personal gain or commercial use
Use of computers for spam, advertising or political use
Non-educational chat room or instant messaging use
Use of an online computer to transmit, receive or display pornography; racially offensive
or harassing messages; profanity; sexually explicit material; or threatening, defamatory,
or other improper, socially unacceptable files
Downloading or transmitting materials in violation of State, Federal and Copyright law

In accordance with the Children’s Internet Protection Act (CIPA), the department blocks or filters
content over the network that the department considers inappropriate for minors. This includes
pornography, obscene material, and other material that may be harmful to minors. The
department may also block or filter other content deemed to be inappropriate, lacking educational
or work-related content, or pose a threat to the network. The department may, in its discretion,

disable such filtering for certain users for bona-fide research or other lawful or business purposes.
Users shall not use any website application or methods to bypass this filtering of the network.
The department will work to protect the safety and security of minors when using electronic mail,
chat rooms, and other forms of direct electronic communications. Students should not reveal
personal information about themselves or other students and should promptly disclose to their
teacher or other school employee any message or other activity they receive that is inappropriate
or makes them feel uncomfortable. Parents should also monitor their children’s use of the
internet when the school network is accessed from home or a non-school location.
Periodically, the Stoneham Public Schools will make determinations of whether new uses of
technology remain consistent with this acceptable use practice.
The district shall educate all students about appropriate online behavior, including interacting
with other individuals on social networking websites and in chat rooms and about cyberbullying
awareness and response.

Adopted: March 9, 2006
Revised: September 13, 2007
Revised: November 2007
Revised: July 2012
Revised: August 29, 2013
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8-0-2: SOCIAL NETWORKING POLICY
A. Internet AUP still in force
This policy is adopted in addition to, and not as a substitute for, the district’s Internet Acceptable
Use Policy, which governs use of the school district’s technological resources.
B. General Concerns
The Stoneham Public Schools recognizes the proliferation and, in some instances, usefulness of
online conversation between teachers and students and/or their parents or guardians. However,
due to the nature of social networking sites, there exists a risk, without care and planning, that the
lines between one’s professional life and personal life will be blurred. Staff members should
always be mindful of how they present themselves to the world, online and otherwise. Should an
educator “friend” a student on Facebook, subscribe to a student’s “twitter” account, regularly
engage in email “chat” with a student, exchange text messages with students or engage in other
electronic communication, the school district is concerned, and the educator should be concerned,
that such activities may undermine the educator’s authority to maintain discipline, encourage
inappropriate behaviors, and compromise the educator’s ability to remain truly objective with his
or her students.
In addition, any online communication using one’s own personal resources, as opposed to school
district resources, compromises the teacher’s, as well as the school district’s, ability to retain
public records in accordance with the requirements of the Commonwealth’s public records laws.
The law requires public employees who send, receive or maintain records in their capacity as
public employees, to retain, disclose and dispose of such records in compliance with strict
provisions of the public records law. This law applies whether or not the record is in the form of a
paper document or an electronic communication. When staff members communicate through
school-based resources, such as staff email or school sponsored web pages, such records are
retained and archived through the school’s information technology department. If, however, a
teacher communicates outside of these resources, such information is not retained. The
responsibility falls on the teacher to comply with public records laws when using personal email
or social network accounts to communicate with students and/or parents and guardians.
C. Expectations of Staff
With these concerns in mind, the Stoneham Public Schools has instituted this “Social Networking
Policy,” and expectations for staff members’ use of social networks such as Facebook, Linked-in,
Twitter, personal email accounts, text message features of cell phones, use of blogs, and other
electronic or technologically based communication systems.
1. Before endeavoring to establish any social networking account, staff should familiarize
themselves with the features of any account they choose to use. For example, Facebook
requires account holders to take specific steps to “privatize” the information they place
online. Users must educate themselves to these features of Facebook or any other social
networking site. Users are responsible should any information intended to be “private”
become “public” due to ignorance of the features of the social network or failure to properly
use such features.
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2. Any information shared privately with a recipient could be re-distributed by such recipient,
without the sender’s knowledge or consent. The same principles one applies to
3. in-person communication should be applied to online conversation: use discretion, and do not
place trust in individuals who have not proven themselves trustworthy. In essence, nothing
posted online is ever truly “private.”
4. The school district expects users to keep the line between one’s professional life and personal
life clearly drawn at all times. If a staff member wishes to establish a Facebook or personal
email account through which he or she will communicate with students, he or she should
establish a Facebook identity and email identity that is separate from his/her “personal”
Facebook identity or personal email account. He/she should only use his/her educational
Facebook account or educational email account to communicate with students and/or parents
and guardians on matters directly related to education. The “friends” associated with such
educational Facebook account should only be members of the educational community, such
as administrators, teachers, students, and parents of such students.
5. At all times, and in the use of any form of communications, staff members will always adhere
to student privacy rights and the rights of employees to have their personnel and medical
information kept confidential. Information that is protected by law from disclosure to third
parties will not be communicated online in a way that unreasonably exposes such information
to retrieval by those third parties. If a teacher wishes to communicate privately with a student
through the educational Facebook account, such communication shall be conveyed only
through the private email/message feature of Facebook, so that only the student may view the
message and respond to it.
6. Staff are encouraged to communicate with students and parents on educational matters only
through school-based resources, such as school-provided email or web portal accounts. Such
on-line messages should be subject to the same courtesy and professionalism that is used in
other forms of communication. Use of one’s personal email account or social networking
account to discuss school business with students and parents is discouraged. It should be
noted that if a teacher uses his/her personal email as opposed to a school email account, that
use does not shield such email from the provisions of the public records law or from
discovery in litigation. It only prevents the archiving of such messages through the school
district’s automatic email archiving system. Information sent or received through personal
email or social network accounts that are related to one’s capacity as a school employee are
still subject to public records retention, exemption and disclosure requirements.
7. Emails or online communications from a private account should be forwarded to one’s school
based email account so that it can be properly retained and archived in compliance with the
requirements of the public records law. Any document created or received by a public
employee in his or her capacity as such is subject to retention, and perhaps disclosure, under
the public records law.
8. This policy is not intended to infringe upon a staff member’s right to speak publicly on
matters of public concern, or to communicate with fellow members of their union on
workplace issues, so long as such communication adheres to appropriate time, place and
manner restrictions and does not interfere with the performance of job duties. The use of one
communication tool over another does not change the employee’s obligations. Those
restrictions are intended to preserve student confidentiality, maintain one’s status as an
educator who should command and receive the respect of students, be able to maintain order
and discipline in the classroom, and remain objective with respect to students.
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9. Staff members are discouraged from using home telephones, personal cell phones, personal
email accounts and personal Facebook accounts to communicate with students.
Communications with students, even if one does not use school resources for such
communications, are within the jurisdiction of the school district as they arise out of one’s
position as an educator. Even if one is not using a school telephone, computer, classroom or
the like to engage in contact with a student, that contact is not outside of the school district’s
authority to take appropriate disciplinary action. If one’s behavior is inappropriate,
undermines one’s authority to instruct or maintain control and discipline with students,
compromises one’s objectivity, or harms students, the school district reserves the right to
impose discipline for such behavior. A staff member may also face individual liability for
inappropriate online communications with students and/or parents and guardians, as well as
exposing the district to vicarious liability in certain instances.
At the same time, the district recognizes that, in limited cases, use of cell phone text messages
or cell phone calls or emails outside of regular school hours may be reasonably necessary. For
example, in connection with school sponsored events for which staff serve as duly appointed
advisors, they may need to convey messages in a timely manner to students and may not have
access to school based email accounts, school provided telephones or school based web
pages. In such limited circumstances, the district anticipates that staff will make reasonable
use of their cell phones or smart phones to convey time sensitive information on scheduling
issues and the like.
10. As noted in the Acceptable Use Policy, school technology resources are to be used only for
their intended educational use.
11. In the use of a Facebook account or other social networking site, one should not, without
express permission from the superintendent of schools, use the school’s logo, likeness or any
school photographs or other property that belongs to the school.
12. References to “Facebook” are not included to limit application of their policy to use of that
program. All online, electronic or computerized means of communication are subject to this
policy. Given the rapid pace of technological change it is not possible to identify all
proprietary or commonly named or identified means of such communications.
D. Expectations of Students
Students and their parents also should not expect that any comments about staff or other students
will remain confidential on social networking sites. State law requires that school districts act to
ensure the safety of any individual who is threatened or bullied outside of school if that threat
creates a hostile environment at school for the victim, infringes on the rights of the victim at
school, or materially and substantially disrupts the education process or the orderly operation of a
school.

Adopted: November 3, 2011
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C.O.R.I. Requirements
It shall be the policy of the Stoneham Public Schools to obtain all available Criminal
Offender Record Information (C.O.R.I) from the criminal history systems board of
prospective employee(s) or volunteer(s) of the school department including any
individual who regularly provides school related transportation to children, who may
have direct and unmonitored contact with children, prior to hiring the employee(s) or to
accepting any person as a volunteer. State law requires that school districts obtain
C.O.R.I. data for employees of taxicab companies that have contracted with the schools
to provide transportation to pupils.
The Superintendent, Principal, or their certified designees shall periodically, but not less
than every three years, obtain all available Criminal Offender Record Information from
the criminal history systems board on all employees, individuals who regularly provide
school related transportation to children, including taxicab company employees, and
volunteers who may have direct and unmonitored contact with children, during their term
of employment or volunteer service.
The Superintendent, Principal or their certified designees may also have access to
Criminal Offender Record Information for any subcontractor or laborer who performs
work on school grounds, and who may have direct and unmonitored contact with
children, and shall notify them of this requirement and comply with the appropriate
provisions of this policy.
Pursuant to a Department of Education C.O.R.I. Law Advisory dated February 17, 2003,
"‘Direct and unmonitored contact with children’ means contact with a child when no
other C.O.R.I. cleared employee of the school or district is present. A person having only
the potential for incidental unsupervised contact with children in commonly used areas of
the school grounds, such as hallways, shall not be considered to have the potential for
direct and unmonitored contact with children. These excluded areas do not include
bathrooms and other isolated areas (not commonly utilized and separated by sight or
sound from other staff) that are accessible to students."
In accordance with state law, all current and prospective employees, volunteers, and
persons regularly providing school related transportation to children of the school district
shall sign a request form authorizing receipt by the district of all available C.O.R.I. data
from the criminal history systems board. In the event that a current employee has
questions concerning the signing of the request form, he/she may meet with the Principal
or Superintendent; however, failure to sign the C.O.R.I. request form may result in a
referral to local counsel for appropriate action. Completed request forms must be kept in
secure files. The School Committee, Superintendent, Principals or their designees
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certified to obtain information under this policy, shall prohibit the dissemination of
school information for any purpose other than to further the protection of school children.
C.O.R.I. is not subject to the public records law and must be kept in a secure location,
separate from personnel files and may be retained for not more than three years. C.O.R.I.
may be shared with the individual to whom it pertains, upon his or her request, and in the
event of an inaccurate report the individual should contact the criminal history systems
board.
Access to C.O.R.I material must be restricted to those individuals certified to receive
such information. In the case of prospective employees or volunteers, C.O.R.I material
should be obtained only where the Superintendent has determined that the applicant is
qualified and may forthwith be recommended for employment or volunteer duties.
The hiring authority, subject to applicable law, reserves the exclusive right concerning
any employment decision made pursuant to Chapter 385 of the Acts of 2002. The
employer may consider the following factors when reviewing C.O.R.I.: the type and
nature of the offense; the date of the offense and whether the individual has been
subsequently arrested, as well as any other factors the employer deems relevant.
The Superintendent shall ensure that on the application for employment and/or volunteer
form there shall be a statement that as a condition of employment or volunteer service the
school district is required by law to obtain Criminal Offender Record Information for any
employee, individual who regularly provides school related transportation, or volunteer
who may have direct and unmonitored contact with children. Current employees, persons
regularly providing school related transportation, and volunteers shall also be informed in
writing by the Superintendent prior to the periodic obtaining of their Criminal Offender
Record Information.
The Superintendent shall amend employment applications to include questions
concerning criminal records (see attachment) which the Massachusetts Commission
against Discrimination has determined may be legally asked of prospective employees.
Any employment application which seeks information concerning prior arrests or
convictions of the applicant shall include the following statement: "An applicant for
employment with a sealed record on file with the commissioner of probation may answer
‘no record’ with for employment with a sealed record on file with the commissioner of
probation may answer ‘no record’ to an inquiry herein relative to prior arrests or criminal
court appearances. In addition, any applicant for employment may answer ‘no record’
with respect to any inquiry relative to prior arrests, court appearances and adjudications
in all cases of delinquency or as a child in need of service which did not result in a
complaint transferred to the superior court for criminal prosecution."
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Records sealed pursuant to law shall not operate to disqualify a person in any
examination, appointment or application for public service on behalf of the
Commonwealth or any political subdivision thereof.
The Superintendent shall revise contracts with special education schools and other
providers to require a signed statement that the provider has met all the legal
requirements of the state where it is located relative to criminal background checks for
employees and others having direct and unmonitored contact with children.
As soon as possible after the district obtains the certification from the criminal history
systems board to receive C.O.R.I. data, the Superintendent shall obtain such data for any
person then providing volunteer service, as a condition of continued service.

Legal Reference
M.G.L.71:38R, 151B, 276, §.100A, St.2002, c.385
MCAD Regulations and D.O.E. Advisory on C.O.R.I. Law (Feb 17, 2003)

Adopted: February 26, 2004

ADDENDUM #1
C.O.R.I. REQUIREMENTS

Employers may ask the following series of questions:
1. Have you been convicted of a felony? Yes or no?
2. Have you been convicted of a misdemeanor within the past five years (other than a first conviction
for any of the following misdemeanors: drunkenness, simple assault, speeding, minor traffic violations,
affray or disturbance of the peace)? Yes or no?
3. Have you completed a period of incarceration within the past five years for any misdemeanor (other
than a first conviction for any of the following misdemeanors: drunkenness, simple assault, speeding,
minor traffic violations, affray or disturbance of the peace)? Yes or no?
4. If the answer to question number 3 above is "yes" please state whether you were convicted more
than five years ago for any offense (other than a first conviction for any of the following misdemeanors:
drunkenness, simple assault, speeding, minor traffic violations, affray or disturbance of the peace)? Yes
or no?
Some employers are authorized to request, receive, view and/or hold criminal offender record
information pursuant to state or federal law.
Any inquiry into the criminal record of an applicant must also contain language pursuant to M.G.L. c.
276, § 100A.

It is unlawful for an employer to make any inquiry of an applicant or employee regarding:
1. An arrest, detention or disposition regarding any violation of law in which no conviction resulted.
2. First convictions for the misdemeanors of drunkenness, simple assault, speeding, minor traffic
violations, affrays or disturbance of the peace. For the purposes of 804 CMR 3.02 minor traffic violations
include any moving traffic violation other than reckless driving, driving to endanger and motor vehicle
homicide.
3. Any conviction of a misdemeanor where the date of the conviction or the completion of any period of
incarceration resulting therefrom, which ever date is later, occurred five or more years prior to the date
of such inquiry, unless such person has been convicted of any offense within five years immediately
preceding the date of the inquiry.
No person shall be held under any provision of any law to be guilty of perjury or of otherwise giving
false statement by reason of his failure to recite or acknowledge such information as he has a right to
withhold by 804 CMR 3.02
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Definitions
A. Administrative and Supervisory Personnel
Administrative and supervisory personnel are defined as employees who
because of their position hold administrative certificates and/or who devote
more than 50 percent of their working hours to administrative duties.
B. Certificated Personnel
Certificated personnel are defined as employees who are required to hold a
certificate from the state in order to work in the public schools. This group
includes librarians, guidance personnel, speech and hearing therapists, etc.
C. Classified Personnel
Classified personnel are defined as employees of the school department who
are not required to hold either an administrative or a teaching certificate from
the state. This group of employees is made up of, but is not limited to,
maintenance, secretarial, clerical, cafeteria, custodial and paraprofessional
employees.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Employment of Relatives
A. Definition of Relatives
A relative is defined as a child, spouse, parent, sibling, grandparent,
grandchild, niece, nephew, aunt, uncle, in-law and any person regularly living
in the household.
B. Employment
The Stoneham school system shall not employ a relative of an employee who
would be that employee's supervisor or would be responsible for the
evaluations of that employee or who is a relative of a member of the School
Committee.
Employees shall not supervise or shall not be responsible for the evaluation of
relatives. Should a promotion place an employee in a position wherein the
employee would supervise or would be responsible for the evaluation of a
relative, the employee to be supervised shall be transferred to another position
for which the employee is qualified.
C. School Committee Members
Members of the School Committee shall not be considered for employment in
the school department during their term of office.

Legal Reference:
M. G. L.- 71 - S 52.
Adopted:
Amended:
Reviewed:

February 8, 1979
August 17, 1995
January 24, 2002

Compensation
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Grievance Procedures
A. Bargaining Units Recognized by School Committee*
B. Title IX (Nondiscrimination on the Basis of Sex)
Under the grievance procedures established for these purposes and adopted by the
School Committee, employees and students of the school department are eligible to
process complaints related to the violation, interpretation or application of the Title
IX rules and regulations. The resolution of real or alleged violations shall be
motivated toward a solution that is in compliance with Part 86 of Title IX, and the
resolution shall be accomplished quickly and smoothly.
The Director of Pupil Personnel Services shall be the Title IX Compliance
Coordinator for the Stoneham School Department.
C. Handicapped Persons (Nondiscrimination on the Basis of Handicap)
Under a grievance procedure established for these purposes and adopted by the
School Committee, persons who qualify as handicapped under the definitions set
forth in the Rehabilitation Act of 1973 and the subsequent federal regulations (Part
IV) may file complaints related to the violation, interpretation or application of the
above federal law and regulations. The resolution of real or alleged violations shall
be motivated toward a solution that is in compliance with federal and state laws and
regulations, and the resolution shall be accomplished quickly and smoothly.
The Director of Pupil Personnel Services shall be the Handicapped Compliance
Coordinator for the Stoneham School Department.
(Editor's Note: For informal complaints not judged to be grievances, employees and
students should consult the policy on lines of responsibility in Section 3-8 of this
manual.)
*See Negotiated Agreements.

Legal Reference:
M.G.L., ch. 151B, sec. 1, 4, 5, 6, 7 and 9.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
January 28, 2010

Unlawful discrimination against race,
color, religious creed, national, origin
or ancestry.,
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Working Days/Hours of Employment*
The working days and hours of employment for various classes and groups of
employees shall be established with the approval of the School Committee.
Teachers shall begin and end their workday so as to be available to assist students
before and after school and to supervise the arrival and departure of students.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Personnel Records*
A. Confidentiality
The School Committee shall protect the confidentiality of personnel files,
references, records and other documents pertaining to an employee. No
separate personnel files shall be established for an employee that are not
available for the employee's inspection.
B. Pre-employment Materials
References, transcripts, placement folders and/or other materials used to
evaluate the employee prior to employment shall not be considered part of the
employee's personal file. These materials may be kept confidential from those
in Part C of this policy.
C. Review of Contents
An employee shall have the right, upon written request, to review the contents
of the employee's personnel file and to note reservations concerning any of the
materials contained therein.
*See Negotiated Agreements.

Legal Reference:
M.G.L,.ch.71, sec 42C.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Records of teachers; inspection.
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Drugs and Alcohol
A. Generally
The school department is committed to drug-free schools and grounds
through prevention programs, curriculum, supervision, and enforcement.
B. Drug-Free Workplace Policy Statement
The Stoneham Public Schools has recognized in the past the importance of
maintaining a workplace which is drug and alcohol free to enhance the
welfare of employees and students. A federal law, the Drug-Free Workplace
Act, requires the Stoneham Public Schools to certify that it maintains a drug
free workplace as a condition of receiving federal grants and contracts. The
requirements of this law gives the Stoneham Public Schools the opportunity
to reaffirm the following policy and its commitment to a workplace free of
drugs and alcohol.
It is the policy of the Stoneham Public Schools, to maintain an alcohol-free
and drug-free workplace. The unlawful manufacture, distribution,
dispensation, possession or use of controlled substances or alcohol is
prohibited while on duty or on school department property. Any violations of
this policy will be grounds for disciplinary action up to and including
immediate suspension and dismissal.
It is the condition of employment that each employee abide by this policy
and notify the Superintendent of Schools of any criminal drug conviction for
a violation occurring in the workplace within five (5) days of such a
conviction. The Stoneham Public Schools has an obligation to notify the
appropriate federal agency within ten (10) days of receiving such a notice of
conviction. Further, no later than thirty (30) days of notice of a conviction,
the Superintendent of Schools will, as appropriate, either impose or
recommend the School Committee impose disciplinary sanctions up to and
including discharge or require the employee's satisfactory participation in a
drug abuse assistance or rehabilitation program.
Questions concerning drug-free workplace policy may be directed to the
Superintendent of Schools at 781-279-3802.
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Drugs and Alcohol (cont)
C. Reporting Abuses by Students
Employees of the school department shall be responsible for reporting to
their immediate superior or the principal of the school any evidence of the
use or possession by students of alcohol or drugs not prescribed for them by a
physician. All such reports shall be investigated and shall be forwarded to the
Superintendent. If the investigation reveals a violation of the law, the proper
law enforcement agencies shall be notified.

Legal Reference:
Public Law 100-690 Title V. Subtitle D. 41 USC 701 et seg.

Adopted:
Amended:
Reviewed:
Revised:

October 12, 1978
June 10, 1993
January 24, 2002
January 28, 2010
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Use of Tobacco on School Property
Enforcement of law prohibiting the use of tobacco products anywhere on school property
and school buses (Chapter 71. Section 37H). The School Committee shall interpret the
prohibition against tobacco products to include smokeless tobacco and “e-cigarette”
products.
The Stoneham Public Schools is obligated to enforce the law firmly but in a sensitive and
humane manner consistent with a teaching institution. This law has been in effect since
June 18, 1993, and will be enforced in the following manner:
A.

Responsibility: the principal of the school will be responsible for enforcement in
his/her building and grounds and on buses supervised by that school's staff. In the
event of a continuing problem with an employee who works in several schools or is
a contracted service, the principal may assign follow-up to the immediate
supervisor, i.e., Director of Special Services, Business Manager, etc.

B.

Staff Relations: no guidelines or procedures create an appropriate balance between
the rights of individuals and the need to avoid ill will among colleagues. Whether
to speak directly to another adult or to refer the matter to the principal is an option
best left to the judgment of the offended individual.

C.

Action By the Principal or His or Her Designee
1. A staff member who has been asked not to do so but continues to use tobacco
on school property will receive a written warning, including the principal's
options for disciplinary action.
2. Parallel to warning, the staff member will be provided information on
voluntary programs to assist individuals to stop tobacco use.
3. A staff member who has been warned in writing and continues to use tobacco
on school property may be subject to suspension and/or other action related to
good cause. In such cases, the staff members will have rights to due process
and appeal as outlined in Chapter 71, Section 42D of Massachusetts General
Laws.

Legal Reference:
M.G.L., ch.71, sec. 36.
Adopted:
Revised:
Revised:
Revised:

June 18, 1993
February 7, 2002
October 6, 2005
March 17, 2016
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Recognition of Bargaining Organizations
A. Generally
For purposes of collective negotiating, the School Committee shall recognize
an organization of employees that can meet the requirements of the law.
B. Recognition Agreements
See the appendix of this manual for recognition agreements between the
School Committee and employee organizations.

Legal Reference:
M.G.L., ch. 150E, sec. 1-15.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Labor relations: public employees.
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NONDISCRIMINATION, HARASSMENT, AND SEXUAL HARASSMENT POLICIES
FOR STUDENTS AND SCHOOL PERSONNEL;
AND COMPLAINT / INVESTIGATION PROCEDURES

I.

NONDISCRIMINATION POLICY
Beyond the family, the public school is the most universal institution in American society. As
such it bears responsibility for supporting and maintaining the basic values of the society. One of
the most cherished of American ideals is that of equality of opportunity for every person. Making
this ideal real in both the educational and operational dimensions of a school district is an
important responsibility of the school committee.
Equality of opportunity means, very simply, that when an opportunity for learning, growth, service
or work exists, decisions about people will be made on such factors as proven abilities,
professional qualifications, honest interest and the need for the experience. Equality of
opportunity means that the Stoneham Public Schools do not discriminate against students, staff,
the general public, or individuals with whom it does business on the basis of age, race, color, sex,
religion, national origin, sexual orientation, gender identity, or disability, and these will not be
factors in how:
1.
2.
3.
4.

educational services are provided to students.
the school district provides for the physical and social growth of students through athletics,
clubs and other activities.
educational, administrative and non-instructional employees are hired.
personnel are assigned, transferred, promoted or dismissed within the school district.

Massachusetts law provides specific requirements that all classrooms, programs, activities and
employment practices be free from discrimination on the basis of sex, sexual orientation, and
gender identity. Specific information pertaining to gender identity and transgender issues on
definitions, use of names and pronouns, privacy and student records, and access to school facilities
and programs is available from the superintendent’s office or the Department of Elementary and
Secondary Education.
LEGAL REFS.:

Title VI, Civil Rights Act of 1964
Title VII, Civil Rights Act of 1964, as amended by The Equal Employment Opportunity Act of
1972
Executive Order 11246, as amended by E.O. 11375
Equal Pay Act, as amended by the Education Amendments Of 1972
Title IX, Education Amendments of 1972
Title II of the Americans with Disabilities Act of 1990
Section 504 of the Rehabilitation Act of 1973
Education for All Handicapped Children Act of 1975
M.G.L. 71B:1 et seq. (Chapter 766 of the Acts of 1972)
M.G.L. 76:5; 76:16 (Chapter 622 of the Acts of 1971)
Board of Education Chapter 622 Regulations Pertaining to Access To Equal Education
Opportunity, adopted 6/24/75, as amended 10/24/78
Board of Education Chapter 766 Regulations, adopted 10/74, as amended through 3/28/78
Chapter 199 of the Acts of 2011 (see http://www.doe.mass.edu/sfs/lgbtq/GenderIdentity.docx)

II.

HARASSMENT POLICY
The Stoneham Public Schools shall comply with all federal and state laws and regulations
prohibiting harassment. The Stoneham Public Schools expect all employees, students and
members of the school community to conduct themselves in an appropriate and professional
manner with concern for other employees and students. Harassment on the basis of race, color,
religion, national origin, ancestry, age, gender, gender identity, sexual orientation, disability, and
active military or veteran status in any form is unlawful and will not be tolerated. Such harassment
can include unsolicited remarks, gestures or physical contact, and display or circulation of written
materials or pictures. Any violation of any section of this policy should be brought to the attention
of a trusted adult member of the school community following the procedures outlined below.

III.

SEXUAL HARASSMENT POLICY
A.

Statement of Purpose
The Stoneham Public School System is committed to fostering and maintaining a
learning environment that is free of all forms of abuse and harassment. Sexual harassment
is discriminatory and unlawful. Complaints of sexual harassment within the Stoneham
Public School community will be taken seriously and promptly investigated. The school
community includes students, the School Committee, administrators, faculty, tutors,
substitute staff, clerical staff, educational assistants, custodians, cafeteria workers,
vendors, contractors and volunteers when they work in the school. Sexual harassment
may occur between adult and adult, adult and student, and student and student. The
purpose of this policy is to prevent sexual harassment and to offer students and
employees who believe they have been sexually harassed a means by which to end it.

B.

Statement of Responsibility
Sexual harassment is against the law. It is the responsibility of all members of the
Stoneham Public School community to ensure that our schools are free from sexual
harassment. The responsibility arises from Title IX of the Education Amendments of
1972 and Massachusetts General Laws, Chapter 151C, which make sexual harassment in
the schools a form of unlawful sexual discrimination.
To serve as Title IX Coordinator to enforce this policy the Superintendent has appointed:
Director of Pupil Personnel Services
149 Franklin Street
Stoneham, MA 02180
(781) 279-3800
Consistent with state law, this policy also applies to harassment based on sexual
orientation.
If the sexual harassment involves a minor child, it can also be considered a
criminal offense under the laws relating to child abuse. (Staff are reminded of their duty
to report suspected abuse to the proper authorities in accordance with M.G.L. Chapter
119, Section 51A.)

C.

Definition of Sexual Harassment
For purposes of this policy, “sexual harassment” is defined as unwelcome sexual
advances, requests for sexual favors and other verbal, visual or physical conduct of a
sexual nature. “Sexual harassment” is also defined as: conduct of a sexual nature which

affects an individual’s employment, academic status or progress; conduct of a sexual
nature which has a negative impact on an individual’s work or academic performance;
conduct of a sexual nature which creates a work or education environment that is
intimidating, hostile or offensive or which affects benefits, services, honors, programs or
activities available to an individual in the education setting.
In Massachusetts, the legal definition for sexual harassment is this: “sexual harassment”
means sexual advances, requests for sexual favors, and verbal or physical conduct of a
sexual nature when:

D.



submission to or rejection of such advances, requests or conduct is made either
explicitly or implicitly a term or condition of employment and/or a student’s
academic progress.



submission to or rejection of such conduct by an individual is used as the basis
of employment or academic decisions affecting such individuals; or



such advances, requests or conduct have the purpose or effect of unreasonably
interfering with an individual’s work or academic performance by creating an
intimidating, hostile, humiliating or sexually offensive work or academic
environment.

Behaviors Which May Constitute Sexual Harassment
Sexual harassment refers to behavior that is not welcome by the employee or student,
which is purely offensive to him/her, and which undermines morale and/or interferes with
the ability of the employee to work or the student to learn effectively. Sexual harassment
may include but is not limited to:

IV.



unwelcome and continuous sexual comments or verbal abuse;



unwelcome sexual jokes, stories, drawings, pictures, or gestures;



unwelcome sexual advances or propositions;



unwelcome and repeated pressure for dates;



unwelcome and deliberate physical contact such as patting, pinching, hugging,
kissing, and brushing up against another person, other than reasonable and
necessary restraints of students by teachers, administrators or other necessary
school personnel to avoid physical harm to persons or property;



unwelcome behavior or words, including demands for sexual favors,
accompanied by implied or overt promises of preferential treatment with regard
to an individual’s education or employment status.

VIOLATION OF THESE POLICIES
Any employee, student, or adult member of the school community who violates these
nondiscrimination, harassment or sexual harassment policies will be subject to appropriate
discipline, including, but not limited to warnings, reprimands, referral to the appropriate municipal
or state agency, and possible discharge or suspension by the Stoneham Public Schools. Any
disciplinary action against employees will be taken in accordance with the collective bargaining
agreement and/or appropriate statutory procedure. In the case of students, the principal may make
a recommendation to the superintendent and/or School Committee for expulsion or may remand

the matter for appropriate disciplinary action which could include suspension or other forms of
discipline.
Discrimination, harassment and sexual harassment need not be intentional to violate these policies.

V.

PROCEDURES FOR COMPLAINTS
A.

The Grievance Officers
The Stoneham Public Schools has designated a Grievance Officer in each school who is
specially trained to deal with complaints of harassment and is available to assist with
such complaints. The Grievance Officers are:
High School
Central Middle School
Colonial Park School
Robin Hood School
South School

Donna Cargill
Chris Banos
Sarah Hardy
Maura Donoghue
Sharon Bird

781-279-3810
781-279-3840
781-279-3890
781-279-3870
781-279-3880

The Superintendent’s Office shall maintain and distribute an annual listing of Grievance
Officers.
B.

Complaints
Any member of the school community who believes that he/she has been subjected to
discrimination, harassment or sexual harassment should report the behavior. Reports of
discrimination, harassment or sexual harassment will be kept confidential to the extent
permitted by law, involving as few people as possible, with the goal of protecting both
parties and stopping the behavior.
Complaints of discrimination, harassment or sexual harassment should be brought within
six (6) months of the occurrence.
The person who brings a complaint is called the “Complainant.” The person who must
respond to the complaint is called the “Respondent.”
Students should take their concerns to a staff member. This could be a
teacher, the Principal, a guidance counselor, the nurse, the health teacher, a coach, or any
other adult with whom the student feels comfortable. The staff member will report the
complaint to the Grievance Officer within one (1) school day.
Staff members should take their concerns to a supervisor, an administrator, the Grievance
Officer, or to the Title IX Coordinator.

C.

Confidentiality
Reports of discrimination, harassment or sexual harassment and investigation of
complaints will be kept confidential to the extent permitted by law, involving as few
people as possible, with the goal of protecting both parties and stopping the behavior.

D.

Procedure
1. Mediation
Employees or students who feel that they were subjected to discrimination, harassment
or sexual harassment have a right to attempt to resolve the issue through mediation at
the building level. At the request of the Complainant, mediation assistance may be
obtained from the Grievance Officer. If, as a result of the mediation process, the
Complainant, the accused, and the Grievance Officer feel that a resolution has been
achieved which is sufficient to stop the harassment and ensures that the complainant will
not be penalized, then the conversation may remain confidential to the extent possible
and no further action need be taken, except that the Grievance Officer will provide both
parties and the Superintendent with a signed mutually acceptable written agreement.
This informal procedure will be completed within ten (10) school days of receipt of the
complaint.
2. Formal Procedure
If the mediation process is not requested, is unsuccessful, or if the Grievance Officer
determines the matter requires a formal investigation then the Grievance Officer will file
a formal complaint with the Title IX Coordinator on behalf of the Complainant and will
so notify the parties by certified mail. An employee who elects to initiate the formal
procedure should file a written complaint with the Title IX Coordinator.

3. Investigation
The Title IX Coordinator will promptly investigate the allegation in a fair and expeditious
manner. The investigation will be conducted in such a way as to maintain confidentially
to the extent practicable under the circumstances. The investigation will include a private
interview with the person filing the complaint and with witnesses. The Title IX
Coordinator will also interview the person alleged to have committed discrimination,
harassment or sexual harassment. When the coordinator has completed the investigation
he/she will, to the extent appropriate, inform the person filing the complaint, the person
alleged to have committed the conduct, and the Superintendent of Schools of the results
of that investigation.
If, after completion of this investigation, the Title IX Coordinator determines that there is
reasonable cause to believe that this policy has been violated, then the Superintendent,
the Complainant and the alleged offender will be verbally notified of the finding. The
accused individual will be requested to respond to the complaint.
The Title IX Coordinator will complete the investigation within ten (10) school days of
the filing of the formal complaint.
Additional investigation will be conducted at the discretion of the Superintendent to the
extent appropriate in each case and may consist of any other methods or documents
deemed pertinent by the Superintendent or his/her designee. The superintendent or his/her
designee will complete any investigation and render a decision within thirty (30) days of
the report from the Title IX Coordinator. In addition, the Superintendent may take
immediate steps to protect the complainant, students, teachers, and other school personnel
pending completion of an investigation of alleged discrimination, harassment or sexual
harassment.
4. Disciplinary Action
If the Superintendent determines that inappropriate conduct has been committed by a
student or an employee, the Superintendent will initiate the disciplinary action against
the charged employee or student as appropriate under the circumstances. Such action
may range from counseling to termination from employment for employee and
suspension or expulsion for students. Any action taken will be consistent with the

requirements of any applicable collective bargaining agreement, state and federal law,
and the Student Handbook. The Complainant will be notified of the disposition of the
investigation.
VI.

RETALIATION
It is unlawful to retaliate against a person who has filed a complaint for discrimination, harassment
or sexual harassment or who has cooperated with an investigation of a complaint for
discrimination, harassment or sexual harassment. Intimidation, coercion, hostility, reprisal,
harassment or any other attempt to interfere with an investigation of discrimination, harassment or
sexual harassment will not be tolerated and can be considered grounds for dismissal of staff and/or
removal of a student from school.

VII.

STATE AND FEDERAL REMEDIES
Nothing contained in this policy is intended to deny any member of the public school community
the right to pursue other avenues of recourse in the event he/she has experienced discrimination,
harassment or sexual harassment. Students and employees may contact these anti-discrimination
enforcement agencies:
Massachusetts Commission Against Discrimination (MCAD)
1 Ashburton Place, Room 601
Boston, MA 02108
(617-727-3990)
U.S. Department of Education
Office for Civil Rights
John W. McCormack Post Office and Courthouse
Room 222
Post Office Square
Boston, MA 02109
(617)223-9683
Employees may also contact:
United States Equal Employment Opportunity Commission (EEOC)
One Congress Street
Room 101
Boston, MA 02114
(617) 565-3200

ADOPTED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:
REVISED:

November 12, 1992
July 26, 2001
January 24, 2002
May 1, 2008
January 28, 2010
July 2012
February 7, 2013
March 23, 2017

Stoneham Public Schools
Sexual Harassment Policy for School Personnel

I have received a copy of the above noted policy.

_____________________
Signature

__________________________________
School

_________________
Date

8-9.3
PERSONNEL
8-9.3
Section 504: Grievance Procedure

Stoneham Public School District does not discriminate on the basis of disability in
admission, access to services, treatment or employment in its programs or
activities. Any complaints of discrimination in violation of federal law should be
addressed through the following grievance procedure:
1. STEP l: Informal Discussion With Coordinator
Complainants are encouraged to try to resolve problems through informal
dispute resolution. The complainant meets informally with the Section 504
coordinator and discussed his/her complaint. The coordinator will investigate,
documenting all steps (including dates and nature of meetings, disposition and
dates of disposition), and will reply in writing within five business days of the
initial meeting.
2. STEP 2: Written Complaint
If the complaint is not satisfactorily resolved through Step 1, the complainant
may file a written grievance with the Section 504 coordinator within ten (10)
business days of disposition at Step 1. The written complaint must include:
 A clear statement of the alleged violation.
 The remedy sought by the complainant.
 The complainant’s signature and the date.
The district’s Section 504 coordinator will conduct a full investigation of the
grievance and will prepare a written report of the investigation that will
include:
 A clear statement of the allegations of the grievant and remedy sought.
 A statement of the facts as contended by each party.
 A statement of the facts as found by the coordinator and evidence to
support each fact.
 A list of witnesses interviewed and documents reviewed during the
investigation.
 A narrative describing attempts to resolve the grievance.

8-9-3
8-9-3 Grievance Procedure (continued)

The report will be filed with the Superintendent within fifteen (15) days of
receipt of the written grievance. A copy of the report will be provided to the
complainant.
If the superintendent agrees with the recommendations of the coordinator, the
recommendations will be implemented.
3. STEP 3:Appeal To The Bureau of Special Education Appeals
If the complaint is not satisfactorily resolved through Step 2, the complainant
may file a written appeal to the Board of Special Education Appeals. The
proceedings will be presided over and decided by an impartial hearing officer
appointed by the Bureau.
4. OCR Complaint
At any stage in this grievance procedure, the complainant has the right to file
formal complaints with:
Regional Office for Civil Rights
The Section 504 coordinator for the Town of Stoneham is:
The Administrator of Pupil Personnel

Adopted: February 7, 2002

PERSONNEL
8-10
P
8-10
Qualifications and Recruitment
The Superintendent shall determine the personnel requirements of the school
department and shall recruit applicants for vacant positions. Applicants shall
combine, the qualities of broad general scholarship, through preparation in their
special field, high moral integrity and professional competence to achieve the
goals and objectives of the School Committee.
On the recommendation of the building principal the Superintendent shall approve
the appointment of qualified candidates for employment. Diversity of preparation
and points of view is essential for a well-rounded and intellectually vigorous staff.
The Superintendent shall take training and experience into consideration when
making recommendations.
Personnel assigned to two or more schools may be directly appointed by the
Superintendent of Schools.
The Superintendent will employ the best qualified applicant for each position. The
Stoneham Public Schools do not discriminate on the basis of age, race, color, sex,
religion, national origin, sexual orientation, gender identity, or disability.
(Editor's Note: For principles for the selection of teachers, see part B-3 of Section
6-0 of this manual.)

Legal Reference:
M.G.L., ch. 71, sec. 38.

Adopted:
Revised:
Revised:

October 12, 1978
February 7, 2002
July 2012

Employment of teachers and aides.

PERSONNEL
8-11
P
8-11
Health Examination
A. Tuberculosis
Employees and applicants for employment in the school department shall have
health examinations for communicable tuberculosis as may be required by law
or by the school physician.
B. Pre-Employment Physical Examinations
Applicant for employment must submit Pre-Employment Physical
Examination Report signed by their physician.
C. Custodians
Applicants for custodial positions shall be given a physical examination by the
school physician at no charge to the applicant.

Legal Reference:
M.G.L., ch. 71, sec. 54.
M.G.L., ch. 71, sec. 54.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Physical examination of school personnel
Tuberculosis examinations

PERSONNEL
8-14
P
8-14
Assignment and Transfer*
A. Assignments
The Superintendent, upon recommendation of the building principals, shall
assign employees to specific positions within the school department that are
compatible with their training and competency. The assignment of teachers
shall take into consideration the teacher's areas of certification.
B. Transfers
The Superintendent may transfer an employee to another position in the
school department without an increase in pay. Because frequent transfers of
employees is disruptive, most transfers of personnel shall be planned prior to
the beginning of the school year.
The Superintendent may transfer employees during the school year if the
transfer is in the best interest of the students and/or the school department.
*See Negotiated Agreements.

Adopted:
Revised:

October 12, 1978
February 7, 2002

PERSONNEL
8-14.1
P
8-14.1
Suspension
A. Certificated Personnel*
The Superintendent may suspend an employee without pay for a period not to
exceed five (5) days for unbecoming conduct, for violation of the policies and
regulations of the Stoneham School Department or for other cause that the
Superintendent or the Principal deems adequate.
The employee shall be afforded due process of law as provided by the
Massachusetts General Laws.
B. Classified Personnel
Classified employees may be suspended without pay for insubordination, for
violation of policies and regulations of the school department or for other
cause that the Superintendent or the Principal deems adequate.
A suspended teacher or other employee may seek review of the suspension by
following the arbitration procedures set forth in M.G.L., section 42.

*See: Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec 42D.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Suspension of district employees.

PERSONNEL
8-15
P
8-15
Probation and Dismissal*
A. Probation
The Superintendent or Principal at the building where employed may place an
employee on a definite period of probation for violation of the policies and
regulations of the school department or for other just cause. Probation shall
be for a definite period of time. The employee shall lose no pay but shall be
supervised closely during this period, and an evaluation of the employee's
work shall be made at the end of the probationary period. Probation shall be a
reprimand and shall be so noted in the employee's personnel record.
B. Dismissal
The administration shall make efforts to assist personnel new to the school
department to adjust to their positions and to perform their duties
satisfactorily.
*See: Negotiated Agreements.
*See: Chapter 71, Section 42

Adopted:
Revised:

October 12, 1978
February 7, 2002

PERSONNEL
8-17
P
8-17
Resignation *
Employees whose resignations are accepted by the Superintendent and are
noted as "resignation accepted with prejudice" may not be considered for
re-employment by the School Committee.
Employees may resign "without prejudice" by submitting a written statement of
their intention to resign in ample time to permit the Superintendent to employ a
replacement or to secure a substitute.
The resignation of personnel employed under civil service regulations shall be
handled in accordance with those regulations.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
February 7, 2002

PERSONNEL
8-19
P
8-19
Evaluation*
A. Certificated Personnel
The Administration shall regularly evaluate certificated personnel and shall
provide a written evaluation for each certificated employee. The purposes of
this evaluation shall be the following: to assist the employees in improving the
discharge of their duties; to help them recognize
the extent to which they are attaining professional and departmental goals; and
to improve the instructional program.
Evaluation shall be a continuous process based upon cooperation, trust and the
achievement of predetermined objectives. The evaluation shall be a basis for
the principal's recommendations to the Superintendent for continuation of
employment.
B. Classified Personnel
The Superintendent shall oversee an evaluation program for classified
personnel. The primary purpose of this program shall be to assist the
employees in improving their job performance. The evaluation shall be a basis
for the principal's recommendations to the Superintendent for continuation of
employment.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
February 7, 2002

PERSONNEL
8-20
P
8-20
Paraprofessionals*
The term "paraprofessionals" (teacher aides, media specialist, etc.) refers to
classified employees who perform a function in the instructional program. The
responsibility of the paraprofessional is to assist certificated personnel. A
certificated staff member or an administrator must supervise all assigned duties
performed by paraprofessionals.
*See Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec. 38.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Employment of teachers and aides.

PERSONNEL
8-21
P
8-21
Substitute Teachers
A. Generally
The Superintendent may employ temporary substitute teachers as may be
required. Temporary substitute teachers shall hold a baccalaureate degree
from an accredited institution of higher learning and shall be certified and be
at least 21 years of age, unless such circumstances arise wherein it becomes
apparent that a substitute teacher is not reasonably available with such
qualifications. The only exception to these circumstances is the
Superintendent may employ a substitute teacher who is:


at least 21 years of age and is employed by the temporary
employment agency contracted by Stoneham Public Schools to
procure substitute teachers

B. Continuous Service
The School Committee shall increase the per diem compensation of a
substitute teacher employed on a continuing basis.

Legal Reference:
M.G.L.,ch. 71, Sec. 38G.

Adopted:
Revised:
Reviewed:

October 12, 1978
September 17, 2001
January 24, 2002

Certification ...

PERSONNEL
8-22
P
8-22
Summer School and Adult Education Teachers*
A. Qualifications
The minimum qualifications for summer school teachers shall be the same as
those required for teachers for the regular session.
Adult education teachers shall be selected on the basis of their skills and the
requirements of the course.
B. Teaching Assignment
The Superintendent shall be responsible for assigning summer school and
adult education teachers.
C. Compensation
Teachers employed in the summer school and adult education programs shall
be paid at a rate approved by the School Committee.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-25
P
8-25
Student Teachers*
The Superintendent shall cooperate with approved institutions of higher learning,
with which it has an agreement, for the purpose of providing student teachers with
teaching experience. The Superintendent is authorized to arrange for the
placement, training and supervision of student teachers accepted from these
institutions.
*See Negotiated Agreements.

Adopted:
Revised:

October 12, 1978
February 7, 2002

PERSONNEL
8-29
P
8-29
Professional.Growth*
A. Generally
The professional growth and development of the staff are major factors in attracting
and maintaining effective personnel. Employees of the school department shall be
provided with a variety of opportunities to increase their competence beyond that
which they attain through the performance of their assigned duties.
The School Committee supports the concept that a limited number of growth
experiences must be rewarded in terms of increment credit and/or other means of
remuneration.
B. Opportunities for Professional Development*
The Superintendent shall provide the staff with opportunities such as the following:
1. Released time and leaves of absence for travel and for study.
2. Visits to other classrooms and other schools.
3. Conferences involving other personnel from the area, county, state, region or
nation.
4. Membership on committees drawing personnel from areas outlined in item 3
above.
5. Training in classes and workshops offered within the system.
6. Further training in institutions of higher learning.
The School Committee will reimburse personnel for tuition under regulations of the
Superintendent.
C. Course Credit Vouchers*
Course credits may be available at colleges and universities sending and/or
participating with the Stoneham Public Schools in the training of teachers. Prior to
enrollment in courses, teachers may be granted access to these vouchers through the
Superintendent's office.

PERSONNEL
8-29
P
8-29
Professional Growth* (cont.)
D. Increment Credits for Growth
Increment credit may be given teachers for activities determined by the School
Committee to assist in the personal and professional growth of the professional staff
member.
The Superintendent or his/her designee may grant a leave without pay to certificated
personnel. However, the employee shall receive the normal annual salary increment
for the period of time the employee is on leave.
The following activities are guidelines as to acceptable plans:
1. Extended travel.
2. Curriculum revision in lieu of pay.
3. Writing published articles.
4. Workshops.
5. On-the-job experience.
6. Teaching in an in-service program..
7. Studying in a voluntary and non-required in-service program.
*See Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec. 38I.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Fees for courses; reimbursement to teachers.

PERSONNEL
8-30
P
8-30
Conventions and Meetings
The Superintendent may approve the attendance of employees at conventions and
meetings at which the employee may gain job related knowledge and skills.
Reasonable reimbursement for food, travel, lodging and enrollment fees shall be
forthcoming from the School Committee.
Procedures
All out-of-state expenses and/or expenses requiring overnight accommodations to
conventions, meetings, conferences and institutes must receive prior approval by
an action of the Superintendent or his/her designee

Adopted:
Revised:
Revised:

October 12, 1978
April 4, 1984
February 7, 2002

PERSONNEL
8-32
P
8-32
Tutoring
Employees may not charge a fee for outside tutoring of students who attend their
classes during the school day. These students may be tutored on school premises
during the hours that the schools are open if no fee is charged the student.
The tutoring of students on school premises and for a fee approved by the School
Committee may be permitted if the instruction is part of an approved school
program.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-33
P
8-33
Non-School Employment
Employees may not take advantage of their positions in the school department to
promote or sell for personal profit educational aids, goods or services to students
enrolled in the school, classes or under their supervision.
No employee of the committee will engage in or have financial interest in,
directly or indirectly, any activity that conflicts or raises a reasonable question of
conflict with his duties and responsibilities in the school system. Nor will any
member of the staff engage in any type of private business during school time or
on school property.

Reference: MASC policy book GBEA/GBEC
Cross reference MGL-268-2a Compensation/ Special Municipal Employee

Approved:
Revised:.
Reviewed:

October 12, 1978
August 23 2001
January 24, 2002

PERSONNEL
8-34
P
8-34
Work Loads*

*See Negotiated Agreements.

PERSONNEL
8-37
P
8-37
Faculty Meetings*
Attendance at faculty meetings and other meetings called by the administrative
staff is a duty and shall be regarded as a part of the working day of employees.
Attendance at these meetings shall be mandatory unless the employee is
specifically excused by the person calling the meeting.
Faculty meetings shall be reasonable in both frequency and length.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-38
P
8-38
Planning Periods*

*See Negotiated Agreements.

PERSONNEL
8-40
P
8-40
Salary Guides*
A. Licensed Personnel
The School Committee shall determine salary schedules for licensed
personnel. Placement of an employee on the salary schedule shall be based
upon the education and number of years of current and relevant experience in
education in an acceptable position.
B. Classified Personnel
The School Committee shall determine salary schedules for classified
personnel. Consideration shall be given to the type of work required, the
amount of training of the employee, experience and the hours of employment.
*See Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec. 40.
M.G.L.,ch. 71, sec. 43.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Salaries of teachers; equality of females.
Reduction of salaries; conditions.

PERSONNEL
8-40.1
P
8-40.1
Overtime and Extra Pay for Extra Duty*
A. Certificated Personnel
Certificated employees may be paid a supplemental amount approved by the
School Committee. Supplemental contracts may be issued to employees for
performing specific assignments falling outside the normal school day. The
amount of supplemental pay shall be based upon the extra time required of the
employee and the responsibilities involved.
B. Classified Personnel*
Classified personnel who are required to work beyond the agreed upon hours
may be paid overtime or may be given compensatory time.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-41
P
8-41
Salary Schedules*
Salary schedules approved by the School Committee shall be the basis upon
which employees receive payment for their services.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-42
P
8-42
Pay Schedules*
Pay schedules that are consistent with the practices used in paying town
employees and that are acceptable to the employees shall be followed.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-43
P
8-43
Payroll Deductions*
Payroll deductions that are required by law shall be withheld from the employee's
paycheck.
Other deductions permitted by law and authorized in writing by the employee
may be withheld from the employee's paycheck.
Payroll deductions approved by the School Committee and authorized in writing
by the employee may be withheld from the employee's paycheck.
*See: Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec. 37B.
M.G.L., ch. 180, sec. 17A--17G.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Annuities for employees.
Payroll deductions.

PERSONNEL
8-44
P
8-44
Insurance*
A. Workmen's Compensation Insurance
All school employees shall be covered by workmen's compensation for
accidents occurring in the course of duty.
B. Insurance Plans
Eligibility for insurance plans shall be established by state regulations.
1. Life Insurance
Employees may participate in a term life insurance plan by paying a
supplement to the sum paid by the town. The share of the payment made
by the town shall not exceed the maximum percentage permitted by the
town meeting enactment.
2. Health Insurance
Employees may participate in health insurance programs offered by the
Town of Stoneham by paying a supplement to the sum paid by the Town.
The Town's share shall be the maximum percentage of the premium
permitted by the town meeting enactment.
*See Negotiated Agreements.

Adopted:
Revised:
Reviewed:
Revised:

October 12, 1978
February 12, 1987
January 24, 2002
January 28, 2010

PERSONNEL
8-45
P
8-45
Travel Expenses*
Employees traveling with the approval of the Superintendent on official school
business and/or for certain types of professional improvement shall have reasonable expenses reimbursed to them following the submission of acceptable receipts
and reports to the business office.
*See Negotiated Agreements.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

PERSONNEL
8-47
P
8-47
Compensation of School Principals
A. Generally
Pursuant to Massachusetts General Laws Chapter 71, Section 59B, the School
Committee has voted the following compensation policies for its school
principals.
B. Compensation Policies for Principals
On or before May 15th, the School Committee will provide the Superintendent
of Schools with a maximum amount of money to negotiate annual salaries and
other compensations contained in individual contractual agreements covering
a period of up to three (3) years with non-represented principals.
In addition, Principals will receive additional stipends for an attainment of
graduate course degrees and additional credits from certified Colleges and
Universities.
Principals must receive the prior approval of the Superintendent for said
graduate courses to be eligible for additional compensation.
1. Masters plus thirty (30) graduate credits 2.5 percent above base.
2. Masters plus sixty (60) or attainment of a C.A.G.S. additional 2.5
percent above base.
3. Doctorate degree additional 1.5 percent above base.
Non-salary compensation (e.g., paid leave, insurance, etc.) shall in general not
be greater than that prevailing in school year 2001-2002 or as subsequently
may be applicable to other school department professional employees.
However, the Superintendent has the discretion to make changes in
administration of these benefits or offset increases in some benefits by
reductions in others as he may deem appropriate, provided that the net effect
of such changes is not likely to be any substantial increased cost. The
Superintendent will inform the School Committee of any such contemplated
changes prior to implementing them or contracting with any Principal for any
such implementation.

PERSONNEL
8-47
P
8-47
Compensation of School Principals (cont.)

The preceding compensation policies are predicated upon there being no change
in the work year of any Principal position or other major change in any of the
terms and conditions of employment of any Principal position from that
prevailing in school year 2001-2002. If the Superintendent contemplates any such
work year change or other major change in the terms and conditions of
employment of a Principal, he shall so advise the School Committee prior to any
implementation or contracting for implementation.

Legal Reference:
M.G.L., ch 71. sec, 59B

Adopted:
Revised:

January 13, 1994
February 7, 2002

Employment of Principals

PERSONNEL
8-48
P
8-48
Compensation of Non-Represented Central Office Administrators
A. Generally
Pursuant to Massachusetts General Laws Chapter 71, Section 41, the School
Committee has voted the following compensation policies for non-represented
Central Office Administrators, including the Assistant Superintendent,
Administrator of School Operations, School Business Administrator and
Administrator of Pupil Personnel.
On or before May 15th the School Committee will provide the Superintendent
of Schools with a maximum amount of money to negotiate annual salaries and
other related compensation conditions with non-represented Central Office
Administrators
Non-salary compensation (e.g., paid leave, insurance, etc.) shall in general not
be greater than that prevailing in school year 2001-2002 or as subsequently
may be applicable to other school department professional employees.
However, the Superintendent has the discretion to make changes in
administration of these benefits or offset increases in some benefits by
reductions in others as he may deem appropriate, provided that the net effect
of such changes is not likely to be any substantial increased cost. The
Superintendent will inform the School Committee of any such contemplated
changes prior to implementing them or contracting with the Central Office
Administrator for any such implementation.
The preceding compensation policies are predicated upon there being no
change in the work year of any Central Office Administrator position or other
major change in any of the terms and conditions of employment of any
Central Office Administrator position from that prevailing in school year
2001-2002. If the Superintendent contemplates any such work year change or
other major change in the terms and conditions of employment of a Central
Office Administrator, he shall so advise the School Committee prior to any
implementation or contracting for implementation.
Legal Reference:
M.G.L., ch 71. sec. 41 Contract for Certain Administrators
Adopted:
Revised:

January 13, 1994
February 7, 2002

PERSONNEL
8-49
P
8-49
Compensation of Substitutes for Certified Positions
A. Generally
Principals will determine the need for substitute certified staff based on
budget guidelines and the safety and educational needs of students.
Substitute administrators will require authorization by the Superintendent.
B. Compensation Policies
Compensation for substitutes shall be reported annually in the budget book
and shall be subject to approval of the School Committee.

Adopted:
Reviewed:
Revised:

August 11, 1994
January 24, 2002
January 28, 2010

PERSONNEL
8-49.1
P
8-49.1
Compensation of Substitutes For Certain Classified Positions
A. Definition
Classified positions are as follows: cafeteria worker, custodian, maintenance
craftsman, secretary, and teaching assistant.
B. Generally
Substitutes for classified positions are not routinely arranged except with the
approval of the Superintendent or his/her designee.
C. Compensation Policies
Substitutes will be paid the per diem rate of step one in the relevant employee
contract in force at the time. The Superintendent will have the discretion to set
a higher rate in the event of longterm situations.

Adopted:
Reviewed:

October 3, 1994
January 24, 2002

PERSONNEL
8-49.2
P
8-49.2
Compensation for Certain Assignments Related to the Instruction of Students and
Adults, the Revision of Curricula, and the Training of Staff
A. Generally
The School Department shall provide programs to meet the needs of students
and some adult learners, maintain up-to-date and appropriate curricula, and
continual staff training.
B. Compensation Policies
Compensation for tutors shall be determined by the Director of Pupil
Personnel Services and the Superintendent based on the academic and/or
mdical needs of the students.
Stipends for grant-funded activities shall be based upon guidelines established
in the grant request for proposals.
Compensation for budget-funded activities shall be reported annually in the
budget book and shall be subject to approval of the School Committee.

Adopted:
Revised:
Revised:

October 3, 1994
February 7, 2002
January 28, 2010

PERSONNEL
8-49.3
P
8-49.3
School Department Vacation Liability
The Stoneham School Committee recognizes the importance of vacation day
benefits for its 12-month employees and supports the use of earned vacation days
by its 12-month employees as made available and described in individual and
represented employee contracts.
The School Committee further supports the need for vacation day benefits to be
managed by the Superintendent so that employees access their available annual
vacation day benefits in a manner that serves the need of the employees and the
Stoneham School Department.
Effective with the 1999-2000 school year, the Stoneham School Committee
eliminates the practice of allowing the Superintendent of Schools to approve 12month employees accumulating a balance of unused vacation days that exceed the
limits set forth in each employee's contract.

Adopted:
Reviewed:
Revised:

November 16, 2000
January 24, 2002
January 28, 2010

PERSONNEL
8-50
P
8-50
Leaves and Absences STA
A. Generally
The areas usually covered under leaves and absences, except as noted in section B. of
this policy, are located in the negotiated agreements between the employee
associations and the School Committee. See the appendix of this manual for a copy
of the negotiated agreements.
B. Paid Absence for Personal Reasons
Staff members covered by the contract between the School Committee and the
Stoneham Teachers Association shall be allowed two days of leave with pay annually
for the reasons listed below with the understanding that every effort has been made to
schedule such obligations during the nonschool days or after the teacher work day.
Such requests must be completed on a standard form and prior to the requested leave
day except in circumstances which do not permit this notice. In such cases, the
employee may contact the Superintendent by telephone and complete the form
thereafter. This day will be deducted from the fifteen (15) days of paid leave. Such
leave days with pay will not be allowed on days immediately before or after school
vacation periods.
1. Personal business related to court obligations, mortgage obligations,
mortgage closing, bank transactions, or adoption of a child.
2. Attendance at commencement exercises of the employee or the employee's
immediate family. Immediate family is defined as spouse, father, mother,
children, foster children, and other members of the household.
3. Ordination or entrance to a religious order by a member of the employee's
immediate family.
4. Birth of a child (paid leave for husband).
5. Marriage of employee.
6. Weddings of immediate family members.
7. Unforeseen immediate family emergencies, such as flooding, fire, or heat
failures which require the presence or actions of the employee
Legal Reference:
M.G.L., ch. 33, & 59.
M.G.L., ch, 149 & 105D.
M.G.L., ch. 71 & 41.

Adopted:
Reviewed:

October 13, 1988
January 24, 2002

Military Leave
Maternity Leave
Leaves of Absences

PERSONNEL
8-51
P
8-51
Leaves and Absences for Secretaries
A. Generally
The areas usually covered under leaves and absences, except as noted in section B. of
this policy, are located in the negotiated agreements between the employee
association and the School Committee. See the appendix of this manual for a copy of
the negotiated agreements.
B. Paid Absence for Personal Reasons
Staff members covered by the contract between the School Committee and the
Stoneham Secretaries Association shall be allowed two days of leave with pay
annually for the reasons listed below with the understanding that every effort has
been made to schedule such obligations during the nonschool days or after the
secretary work day. Such requests must be completed on a standard form and prior to
the requested leave day except in circumstances which do not permit this notice. In
such cases, the employee may contact the Superintendent by telephone and complete
the form thereafter. This day will be deducted from the fifteen days of paid leave.
Such leave days with pay will not be allowed on days immediately before or after
vacation periods.
1.
2.

3.
4.
5.
6.
7.

Personal business related to court obligations, mortgage obligations,
mortgage closing, bank transactions, or adoption of a child.
Attendance at commencement exercises of the employee or the
employee's immediate family. Immediate family is defined as spouse,
father, mother, children, foster children, and other members of the
household.
Ordination or entrance to a religious order by a member of the
employee's immediate family.
Birth of a child (paid leave for husband)
Marriage of employee.
Weddings of immediate family members.
Unforeseen immediate family emergencies, such as flooding, fire, or heat
failures which require the presence or actions of the employee.

Legal Reference
M.G.L., ch. 33, & 59,
M.G.L., ch, 149 & 105D,
M.G.L., ch. 71 & 41A,

Adopted:
Reviewed:

January 10, 1991
January 24, 2002

Military Leave
Maternity Leave
Leaves of Absences
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IN GENERAL
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Technology Acceptable Use
Extent of School Authority
Rights and Responsibilities of Students
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Complaints and Appeals by Students
Student Photographs
Student Directories
Non-Discrimination (Deleted 8.28.08 – see 8-9)
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Reserved
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Reserved
ATTENDANCE
Compulsory Attendance
Admission Requirements
Pupil Absence Notification Program
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Non-Resident Special Education Student
Home Education of Students
School Attendance Areas
Absences and Truancy
Early Dismissal of Students
Transfer Students
Reserved
Pregnant Students
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Suspension
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Aids
Non-Resident Enrollment
Homeless Students: Enrollment Rights and Services
Reserved

STUDENTS
SERIES 9
ARTICLE III:
9-32
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STUDENT CONDUCT (cont)
Student Behavior
Student Dress
Discipline/ Corporal Punishment
Student Conduct on Buses
Destroying or Defacing School Property
Disruptive Student Demonstrations
Drugs and Drug Abuse
Use of Tobacco on School Property
Supervision of Students
Expulsion for Weapons, Controlled Substance or
Assault on School Staff
PROGRESS
Reporting to Parents
Promotion and Retention
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Students Records
Non-Custodial Parents Rights
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Reserved
Reserved
ACTIVITIES
Clubs and Organizations
Student Government
Student Publications
Reserved
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HEALTH AND WELFARE
Physical Restraint of Students
Student Accident Insurance
Search and Seizure
Interrogation of Students
Animals in Schools and Service Animals
Accidents and Emergencies
Head Injuries and Concussions
COMMUNITY RELATIONS
Public Performances by Students

ADDENDUM A – Section 9
Chapter 71: Section 37H½. Felony complaint or conviction of student; suspension; expulsion; right to appeal
Chapter 71: Section 37H. Policies relative to conduct of teachers or students; student handbooks
MASC Athletic Concussion Regulations

9-0
STUDENTS

9-0 Digital Recording/Videotaping/Photography Policy
Introduction
Stoneham Public Schools Spartan EDTV (Channel 10 Comcast, Channel 13 RCN,
Channel 35 Verizon) are the school district's educational access channels. EDTV
online at www.stonehamschools.net is Stoneham Public Schools online
streaming video resource. They are used as teaching and learning tools, as well
as a means of informing the entire Stoneham community and beyond, of school
events.
Policy
All recording, video taping and photographing, including digital photography,
by any means, including but not limited to cell phone, involving students will be
related to classroom and/or extra curricular activities and other instructional
support services. No video recording or photographing, including digital
photography, will be used for commercial purposes and no student will be
included without the written consent of the parent/guardian. Parents will be
required to sign a release form on an annual basis. Exceptions to this policy are
large public events, such as athletic events, Carnival Ball, graduation, etc.
All routine classroom video recording and photographing, including digital
photography, of student activities produced by students or school personnel may
not occur, or be reproduced, or made available outside of the school for any
purpose without express prior authorization of the building principal. Parents
will be notified in advance whenever non-routine projects involving video
recording and photographing, including digital photography, of students is
planned.

Adopted: March 9, 2006
Revised: September 13, 2007

Page 2 – Form
Student 9-0

Stoneham Public Schools
PARENTAL RELEASE FORM

(Student Name)

(School)

PRIOR TO ALLOWING YOUR CHILD TO BE RECORDED, VIDEOTAPED OR
PHOTOGRAPHED IN ANY PUBLIC SCHOOL ACTIVITIES, THIS FORM MUST BE
SIGNED AND RETURNED.
I give my permission for my child to be included in school related recording,
videotaping and photographing, including digital photography, of school activities. All
recording/videotaping/photography will be related to classroom and/or
extracurricular programs, activities and other school functions. Video programs may be
edited and broadcast to the community on cable television on Stoneham's Educational
Access Channels 10, 13, 35 or on EDTV online at www.stonehamschools.net
I understand that all videotaping and/or photographing, including digital photography,
done by the school system will be utilized for educational enrichment, or community
information purposes, and will not be commercially aired or distributed. I understand
that no confidential, registry, or student records information about my child will be
released in recorded, video or photographic form.
It is also understood teachers and other school personnel may edit and prepare video
productions using school and/or personal video and computer equipment, at school
and at home.
I acknowledge that I have read this Recording/Videotape/ Photography
Authorization document and agree to its terms.
I acknowledge that I have read this Recording/Videotape/Photography
Authorization document and do not agree to allow my student to be recorded,
videotaped or photographed.
Parent or Guardian:
NAME (Please Print)
SIGNATURE

Adopted: March 9, 2006
Revised: September 13, 2007

DATE

8-0-1 and 9-0-1

PERSONNEL/STUDENTS

Acceptable Use Policy
The Stoneham Public School system provides technology, internet and network access to
students, parents and staff to support educational excellence and enhance our curriculum. Use of
school computers and online access is a privilege provided to students and staff.
Information sent and received using the Stoneham Public Schools network, and all
hardware/software provided or installed by the Stoneham Public Schools, is considered the
property of the Stoneham Public Schools and is subject to review at the discretion of school
administration. A user is deemed to access and use the school department network through any
electronic activity conducted on the system using any device (whether or not such device is
school-provided) regardless of the user’s physical location.
Users have no right to privacy while using the network. The school department monitors users’
online activities and reserves the right to access, review, copy, store or delete electronic
communications or files. This includes any items stored on school-provided devices, such as
files, e-mails, cookies and internet history. The school department reserves the right to disclose
any electronic activity, including electronic communications, to law enforcement officials or third
parties, as appropriate and consistent with applicable law. The school department will fully
cooperate with local, state (including DESE), or federal officials in any lawful investigation
concerning or relating to any illegal activities conducted through the department’s network.
In the event that a review shows improper use, appropriate action will be taken with the
individual(s) in accordance with school disciplinary policy, copyright law and/or federal and state
law. Improper use includes but is not limited to:













Causing damage to computer technology equipment
Altering computers or network equipment configurations
Loading personal non-school purchased software onto a computer
Hacking into other’s folders or work files on a password protected server
Using printer material for non-school business
Use of computers and internet unrelated to intended educational use
Downloading files for personal use, unrelated to proper educational use
Use of school technology for personal gain or commercial use
Use of computers for spam, advertising or political use
Non-educational chat room or instant messaging use
Use of an online computer to transmit, receive or display pornography; racially offensive
or harassing messages; profanity; sexually explicit material; or threatening, defamatory,
or other improper, socially unacceptable files
Downloading or transmitting materials in violation of State, Federal and Copyright law

In accordance with the Children’s Internet Protection Act (CIPA), the department blocks or filters
content over the network that the department considers inappropriate for minors. This includes
pornography, obscene material, and other material that may be harmful to minors. The
department may also block or filter other content deemed to be inappropriate, lacking educational

or work-related content, or pose a threat to the network. The department may, in its discretion,
disable such filtering for certain users for bona-fide research or other lawful or business purposes.
Users shall not use any website application or methods to bypass this filtering of the network.
The department will work to protect the safety and security of minors when using electronic mail,
chat rooms, and other forms of direct electronic communications. Students should not reveal
personal information about themselves or other students and should promptly disclose to their
teacher or other school employee any message or other activity they receive that is inappropriate
or makes them feel uncomfortable. Parents should also monitor their children’s use of the
internet when the school network is accessed from home or a non-school location.
Periodically, the Stoneham Public Schools will make determinations of whether new uses of
technology remain consistent with this acceptable use practice.
The district shall educate all students about appropriate online behavior, including interacting
with other individuals on social networking websites and in chat rooms and about cyberbullying
awareness and response.
Adopted:
Revised:
Revised:

March 9, 2006
July 2012
August 29, 2013

STUDENTS
9-1
P
9-1
Extent of School Authority
Students are considered to be under the authority of the Superintendent of Schools
while they are going to and from school and may be held accountable for their
actions during these times. The Superintendent's authority shall extend to field
trips, athletic trips and any time when the student is acting as a part or as a
representative of the student body of the school department.

Adopted:
Revised:

October 12, 1978
February 7, 2002

STUDENTS
9-2
P
9-2
Rights and Responsibilities of Students
A. Generally
Through its employees, the School Committee sha1l recognize all legal rights
of students and shall afford the students procedures whereby students may call
any violation of these rights to the attention of the School Committee.
B. Rights
In addition to rights guaranteed to students under the law and the policies of
the School Committee, a student has the right to be treated as an individual
and with the same courtesy and understanding that would be accorded any
citizen. A student's rights shall not be permitted to infringe upon the rights of
the School Committee, its employees or other students.
Administrators in each school shall publish and clarify the school rules and
shall establish procedures for evaluating and modifying the school rules with
the advice of the students.
C. Responsibilities
The basic responsibility of the students shall be to conduct themselves in
accordance with the law and with policies and regulations of the school
department. Furthermore, students should act in a respectful manner toward
employees of the School Committee who are charged with implementing the
laws, policies and regulations governing the school department.
Students are to obtain an education to the best of their ability. They have the
responsibility to make maximum use of the facilities and educational
opportunities made available to them through the school department.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

STUDENTS
9-3
P
9-3
Lines of Communication
Within each school, avenues of communications shall be open to students in order
that they may discuss with the administration and faculty conditions affecting the
students' welfare, substantive school issues, curriculum evaluation and
instructional planning. The Superintendent shall establish a simple procedure and
lines of communication reaching to the school committee.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

STUDENTS
9-4
P
9-4
Complaints and Appeals by Students
A student shall be afforded a procedure for the handling of a complaint by the
student regarding the following:
A. conditions in the school that affect the student;
B. a circumstance or punishment that is imposed upon the student by a teacher or
administrator and that the student believes is a violation or misinterpretation
of a policy or regulation. A complaint by a student shall be in writing and
shall be directed to the school employee who instituted the action or who is
responsible for the area wherein the complaint was founded.
Students shall have a line of appeal of decisions affecting the complaint. The line
of appeal shall extend to the School Committee. The School Committee shall not
hear appeals that pertain to matters specified in MGL Chapter 71, Sections 37H
and 37H ½.

Legal Reference: MGL Chapter 71, Sections 37H and 37H ½. (See Section 9 Addendum A)

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
September 25, 2008

STUDENTS
9-5
P
9-5
Student Photographs
The School Committee approves the inclusion of a student's photograph as a part
of the student's record. The Superintendent may permit a photographer to be
engaged each year to take individual student photographs. The photographer may
offer copies for sale to parents and students, but no person shall be required to
purchase any photograph.
The Superintendent shall encourage vendors to compete for the school's business,
and the vendor selected by the Superintendent shall be the one most likely to
satisfy the needs of the School Department.
No employee of the School Department may participate as a vendor in this
service, and employees may not profit from the sale of photographs to students
and parents.

Adopted:
Revised:
Reviewed:

October 12,1978
October 1, 1981
January 24, 2002

STUDENTS
9-6
P
9-6
Students Directories
The School Committee does not allow the making public of directory information.

Legal Reference:
20 United States Code Annotated sec. 1232g (Supplement 1, February 1975)
Family Educational Rights and Privacy Act of 1974.

Adopted:
Revised:

October 12, 1978
February 7, 2002

STUDENTS
9-9-1
P
9-9-1
BULLYING IN SCHOOLS
A safe learning environment is one in which every student develops emotionally,
academically, and physically in a caring and supportive atmosphere free of intimidation
and abuse. Bullying of any type has no place in a school setting. The Stoneham Public
Schools will endeavor to maintain a learning and working environment free of bullying.
The Stoneham School Committee and all of the Stoneham Public Schools shall not
tolerate bullying.
Definition:
“Bullying” is the repeated use by one or more students or by a member of a school staff
including, but not limited to, an educator, administrator, school nurse, cafeteria worker,
custodian, bus driver, athletic coach, advisor to an extracurricular activity or
paraprofessional of a written, verbal or electronic expression or a physical act or gesture
or any combination thereof, directed at a victim that: (i) causes physical or emotional
harm to the victim or damage to the victim’s property; (ii) places the victim in reasonable
fear of harm to himself or of damage to his property; (iii) creates a hostile environment at
school for the victim; (iv) infringes on the rights of the victim at school; or (v) materially
and substantially disrupts the education process or the orderly operation of a school. For
the purposes of this section, bullying shall include cyber-bullying.
“Cyber-bullying” is bullying through the use of technology or any electronic
communication, which shall include, but shall not be limited to, 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,
including, but not limited to, electronic mail, internet communications, instant messages
or facsimile communications. Cyber-bullying shall also include (i) the creation of a web
page or blog in which the creator assumes the identity of another person or (ii) the
knowing impersonation of another person as the author of posted content or messages, if
the creation or impersonation creates any of the conditions enumerated in clauses (i) to
(v), inclusive, of the definition of bullying. Cyber-bullying shall also include the
distribution by electronic means of a communication to more than one person or the
posting of material on an electronic medium that may be accessed by one or more
persons, if the distribution or posting creates any of the conditions enumerated in clauses
(i) to (v), inclusive, of the definition of bullying.
A “perpetrator” is defined as a student or member of a school staff including, but not
limited to, an educator, administrator, school nurse, cafeteria worker, custodian, bus
driver, athletic coach, advisor to an extracurricular activity or paraprofessional.

Bullying shall be prohibited: (i) on school grounds, property immediately adjacent to
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 school district or school, or through the use of technology or
an electronic device owned, leased or used by a school district or school and (ii) at a
location, activity, function or program that is not school-related, or through the use of
technology or an electronic device that is not owned, leased or used by a school district or
school, if the bullying creates a hostile environment at school for the victim, infringes on
the rights of the victim at school or materially and substantially disrupts the education
process or the orderly operation of a school. Nothing contained herein shall require
schools to staff any non-school related activities, functions, or programs.
Retaliation against a person who reports bullying, provides information during an
investigation of bullying, or witnesses or has reliable information about bullying shall be
prohibited.
The school district shall provide age-appropriate instruction on bullying prevention in
each grade that is incorporated into the curriculum of the school district or school. The
curriculum shall be evidence-based.
The school district shall develop, adhere to and update a plan to address bullying
prevention and intervention in consultation with teachers, school staff, professional
support personnel, school volunteers, administrators, community representatives, local
law enforcement agencies, students, parents and guardians. The consultation shall
include, but not be limited to, notice and a public comment period; provided, however,
that a non-public school shall only be required to give notice to and provide a comment
period for families that have a child attending the school. The plan shall be updated at
least biennially and shall apply to students and members of a school staff including, but
not limited to, an educator, administrator, school nurse, cafeteria worker, custodian, bus
driver, athletic coach, advisor to an extracurricular activity or paraprofessional.
.
Each plan shall include, but not be limited to: (i) descriptions of and statements
prohibiting bullying, cyber-bullying and retaliation; (ii) clear procedures for students,
staff, parents, guardians and others to report bullying or retaliation; (iii) a provision that
reports of bullying or retaliation may be made anonymously; provided, however, that no
disciplinary action shall be taken against a student solely on the basis of an anonymous
report; (iv) clear procedures for promptly responding to and investigating reports of
bullying or retaliation; (v) the range of disciplinary actions that may be taken against a
perpetrator for bullying or retaliation; provided, however, that the disciplinary actions
shall balance the need for accountability with the need to teach appropriate behavior; (vi)
clear procedures for restoring a sense of safety for a victim and assessing that victim’s
needs for protection; (vii) strategies for protecting from bullying or retaliation a person
who reports bullying, provides information during an investigation of bullying or
witnesses or has reliable information about an act of bullying; (viii) procedures consistent
with state and federal law for promptly notifying the parents or guardians of a victim and

a perpetrator; provided, further, that the parents or guardians of a victim shall also be
notified of the action taken to prevent any further acts of bullying or retaliation; and
provided, further, that the procedures shall provide for immediate notification pursuant to
regulations promulgated under this subsection by the principal or person who holds a
comparable role to the local law enforcement agency when criminal charges may be
pursued against the perpetrator; (ix) a provision that a student who knowingly makes a
false accusation of bullying or retaliation shall be subject to disciplinary action; and (x) a
strategy for providing counseling or referral to appropriate services for perpetrators and
victims and for appropriate family members of said students. The plan shall afford all
students the same protection regardless of their status under the law.
The school district plan shall include a provision for ongoing professional development to
build the skills of all staff members, including, but not limited to, educators,
administrators, school nurses, cafeteria workers, custodians, bus drivers, athletic coaches,
advisors to extracurricular activities and paraprofessionals, to prevent, identify and
respond to bullying. The content of such professional development shall include, but not
be limited to: (i) developmentally appropriate strategies to prevent bullying incidents; (ii)
developmentally appropriate strategies for immediate, effective interventions to stop
bullying incidents; (iii) information regarding the complex interaction and power
differential that can take place between and among a perpetrator, victim and witnesses to
the bullying; (iv) research findings on bullying, including information about specific
categories of students who have been shown to be particularly at risk for bullying in the
school environment; (v) information on the incidence and nature of cyber-bullying; and
(vi) internet safety issues as they relate to cyber-bullying.
The plan shall include provisions for informing parents and guardians about the bullying
prevention curriculum of the school district or school and shall include, but not be limited
to: (i) how parents and guardians can reinforce the curriculum at home and support the
school district or school plan; (ii) the dynamics of bullying; and (iii) online safety and
cyber-bullying.
The school district shall provide to students and parents or guardians, in age-appropriate
terms and in the languages which are most prevalent among the students, parents or
guardians, annual written notice of the relevant student-related sections of the plan.
The school district shall provide to all school staff annual written notice of the plan. The
faculty and staff at each school shall be trained annually on the plan applicable to the
school. Relevant sections of the plan relating to the duties of faculty and staff shall be
included in a school district or school employee handbook. The plan shall be posted on
the website of each school district.
Each school principal or the person who holds a comparable position shall be responsible
for the implementation and oversight of the plan at his school. A member of a school
staff, including, but not limited to, an educator, administrator, school nurse, secretary,
cafeteria worker, custodian, bus driver, athletic coach, advisor to an extracurricular
activity or paraprofessional, shall immediately report any instance of bullying or

retaliation the staff member has witnessed or become aware of to the principal or to the
school official identified in the plan as responsible for receiving such reports or both.
Upon receipt of such a report, the school principal or a designee shall promptly conduct
an investigation. If the school principal or a designee determines that bullying or
retaliation has occurred, the school principal or designee shall (i) notify the local law
enforcement agency if the school principal or designee believes that criminal charges
may be pursued against a perpetrator; (ii) take appropriate disciplinary action; (iii) notify
the parents or guardians of a perpetrator; and (iv) notify the parents or guardians of the
victim, and to the extent consistent with state and federal law, notify them of the action
taken to prevent any further acts of bullying or retaliation.
If an incident of bullying or retaliation involves individuals from more than one school
district, the school district or school first informed of the bullying or retaliation shall,
consistent with state and federal law, promptly notify the appropriate administrator of the
other school district or school so that both may take appropriate action. If an incident of
bullying or retaliation occurs on school grounds and involves a former student under the
age of 21 who is no longer enrolled in a local school district, the school district or school
informed of the bullying or retaliation shall contact law enforcement.
Whenever the evaluation of the Individualized Education Program team indicates that the
child has a disability that affects social skills development or that the child is vulnerable
to bullying, harassment or teasing because of the child’s disability, the Individualized
Education Program shall address the skills and proficiencies needed to avoid and respond
to bullying, harassment or teasing.

MGL: Chapter 92 of the Acts of 2010
Adopted: September 9, 2010
Revised: December 2, 2010
Revised: September 26, 2013
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Fees
A. Generally
No fees shall be required for participation in courses or programs offered in
the regular school day as part of the approved curricula for resident students.
B. Voluntary Fees
Voluntary fees may be requested of students in order to pay for the following:
consumable items; membership in clubs or other school organizations; special
transportation; or events where the student's presence is not mandatory.
C. Required fees
Fees may be set annually by the School Committee and required for
participation in voluntary extracurricular academic and athletic programs.
Provision will be made to waive such fees based on documentation of extreme
financial hardship.
D. Damage to School Property and Equipment
Fees may be assessed for damages to school property or equipment.

Legal Reference
M.G.L., ch. 1. sec.47

Adopted:
Revised:
Reviewed:

October 12, 1978
July 12, 1990
January 24, 2002

Athletic Programs; School Organization;
Regulation
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Compulsory Attendance
A. Generally
In accordance with state law and regulations of the State Board of Education,
persons between the ages of six (6) and sixteen (16) must attend school unless
the person has been excused from attendance for reasons permitted by state
law or regulations.
B. Exemptions
Students may be excused from attendance at the public schools for medical,
religious, or other reasons:
1. Medical Reasons
A statement from a physician, preferably the family physician, is required
annually for medical exemptions from school.
2. Religious Reasons
A statement from an official of the student's church is required annually
for exemption from school for religious reasons.
3. Other Reasons
A statement from a parent or guardian of a child who is being otherwise
instructed in a manner approved in advance by the Superintendent or the
School Committee.

Legal Reference:
M.G.L., ch. 76, 1.
M.G.L., ch. 76, 2.
M.G.L., ch. 76, 4.

Adopted:
Revised:
Reviewed:

October 12, 1978
February 12, 1987
January 24, 2002

Regulation of school attendance.
Duties of parents; penalty.
Inducing absences; penalty.
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Admission Requirement
A. Generally
The minimum age of students entering kindergarten in the public schools is five years
of age on or prior to August 31.
The minimum age of students entering first grade in the public schools is six years of
age on or prior to August 31.
The only consideration for exception to this policy will be a student who moves into
the district on or after December 1st and has attended kindergarten or first grade in a
recognized school system since the beginning of the school year. Parents of such
students may make application for early entrance at the Office of the Superintendent.
An evaluation team consisting of at least two elementary principals, two kindergarten
teachers and a school psychologist specializing in early childhood development shall
be responsible for determining readiness for entrance and making a recommendation
to the Superintendent. The decision of the Superintendent will be final.
Placement of early admission students will be made on a space available basis and
not guaranteed to be in their neighborhood school. Parents will be responsible for
transportation.
B. Residence
Students attending the Stoneham Public Schools must reside in the Town of
Stoneham or may be admitted under other policies of the School Committee.
C. Medical Requirements
Students must meet the immunization requirements established by health authorities
unless they can prove an exemption for medical or religious reasons.
D. Maximum Age
In addition to the above, a student will not be able to enroll if he/she has graduated
from the twelfth grade or equivalent of any secondary school or has reached the age
of 22. A student already enrolled, unless subject to any other federal or state
regulation, will be unenrolled from school prior to the semester in which he/she will
turn 22 unless it is determined that he/she will fulfill all graduation requirements
during that subsequent semester.
Legal Reference:
M.G.L., Ch.76, Sec.15,
Adopted:
Revised:
Revised
Revised:
Revised:
Revised:
Reviewed:
Revised:

October 12, 1978
February 15, 1990
January 10, 1991
October 21, 1993
July 10, 1997
August 23, 2001
January 24, 2002
June 7, 2016

Vaccinations and immunizations

Policy: 9-17.1

PUPIL ABSENCE NOTIFICATION PROGRAM

In accordance with Massachusetts General Laws, Chapter 76, students are required to be
present in school in order to ensure continuity and consistency in the educational process
and to prepare them for college and/or career.
School District Responsibility
Official school attendance records including absences, tardies and dismissals will be kept
by the Main Office. Homeroom and class attendance will be recorded daily. Students
with chronic school attendance problems will be identified as early in the quarter as
possible. In accordance with Massachusetts General Law, Chapter 76, Section 1B, the
school Principal or his/her designee will make a reasonable effort to meet with the
parent or guardian of a student, or with students 18 years of age or older, who has at
least 5 days in which the student has missed 2 or more periods unexcused in a school
year or who has missed 5 or more school days unexcused in a school year to develop
action steps for student attendance. The action steps shall be developed jointly and
agreed upon by the school principal, or a designee, the student and the student’s
parent or guardian with input from other relevant school personnel and officials from
relevant public safety, health and human service, housing and nonprofit agencies.

Source
First Reading
Second Reading
Adopted
Policy Cross Reference

Related Resources

M.G.L. Chapter 76 Section 1B
March 8, 2018
March 22, 2018
March 22, 2018
9-16
9-20
9-45
SHS Student Handbook
SCMS Student Handbook
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Nonresident Special Education Students
A. Generally
The School Committee, in compliance with Chapter 71B (M.G.L.), may consider for
admission nonresident special education students subject to available spaces and
programs.
B. Tuition
The rate of tuition for special education students will be set on an individual basis
according to the costs of the services involved.
C. Exchange of Services
In lieu of tuition for a nonresident special education student, the School Committee
may accept the placement of a resident special education student, at comparable cost,
in the school system of the nonresident special education student.
D. Placement
Placement will be determined by the Director of Special Education.
E. Responsibilities
The nonresident special education student is subject to all policies, regulations, and
procedures of the school department.
Legal Reference:
M.G.L., ch. 71, sec.71D

Prepayment of Tuition to Educational
Collaboratives and Other Programs

M.G.L., ch. 71B

Children with Special Needs

M.G.L., ch. 76, sec.12

Attendance Outside Place of Residence

M.G.L., ch. 76, sec.12B

Nonresidents; Tuition Set by School Committee

Adopted:
Reviewed:

July 12, 1990
January 24, 2002

STUDENTS
9-18
P
9-18
Home Education of Students
The Stoneham School Committee recognizes the right of parents/guardians to
have a home education alternative to public school for their child. This right is not
absolute but subject to reasonable regulation by the local school authorities.
Parents /guardians have the right to propose a home education alternative and the
School Committee or Superintendent has the right, under Section 1 of Chapter 76
of Massachusetts General Laws to approve or disapprove it. Such approval must
be obtained in advance of its implementation. All costs and services associated
with this alternative will be the responsibility of the parents/guardians.
In evaluating each proposed home education alternative, the school authorities
will consider the following factors:
1. The competency of the teacher(s). Though certification is not required, the
presence or absence of the requirements that would lead to certification
may be considered.
2. The teaching of subjects required by state law, Chapter 71, Sections 1, 2,
and 3, or regulation; the manner in which they are taught so as to impart
comparable knowledge as given in the local schools.
3. The number of hours and days devoted to teaching to meet the minimum
requirements of the State Board of Education.
4. The adequacy of the texts, materials, methods and programs being used.
5. The availability of periodic tests and measurement of the child's
educational growth, including the basic competency test administered by
the School Department.
The recommendations of the Superintendent will be considered important
whenever the School Committee is the approving authority.
Parents have the right to a hearing before the school authorities to allow them an
opportunity to explain their plan and answer questions about it. They may be
represented by counsel and shall be provided reasonable notice of the time and
place of such a hearing.
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Home Education of Students (cont)

If a plan is approved, there will be a periodic evaluation of the child's progress
under guidelines and standards set by the School Committee to measure whether
adequate educational progress has been made.

Legal References:
M.G.L., ch.76, sec.1.
M.G.L., ch.71, sec.1.
M.G.L., ch.71, sec.2.
M.G.L., ch.71, sec.3.
M.G.L., ch.71, sec38C.

Adopted:
Reviewed:

Regulation of School Attendance
Maintenance: Subjects of Instruction
Subjects of Instruction: History &Civics
Compulsory Physical Education
Certification of Teachers

October 13, 1983
January 24, 2002
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School Attendance Areas
A. Generally
Students shall attend the school in the attendance area in which they reside. Upon
recommendation of the Superintendent, the School Committee shall designate school
attendance areas. The primary considerations that govern the establishment of a
school attendance area are the following:
1. The efficient and educationally effective use of the school.
2. The geographic location of each school in relationship to the surrounding student
population.
3. Hazards that might form a natural boundary.
No student shall be denied attendance at any school on the basis of age, race, color,
sex, religion, national origin, sexual orientation, gender identity, or disability.
B. Boundary Zones
The School Committee reserves the right to establish either permanent or temporary
boundary zones between two schools to accommodate neighborhood enrollment
changes in order to maintain targeted class sizes.
C. Educational Assignments
In order to meet their educational needs, students may be assigned to a school outside
the attendance area in which they reside in order to access a specialized program.
Siblings of any such students may also attend the assigned school.
D. Waivers
If space is available, the superintendent may approve a transfer of a child from one
district to another for bona fide educational reasons. Transfers will not be approved
for reasons such as to facilitate daycare or carpooling arrangements or to allow a
child to stay in the school in which he/she may have entered for preschool or
kindergarten.

Legal Reference:
M.G.L., ch. 76, sec. 5. Place of attendance; discrimination.
Adopted:
Reviewed
Revised:
Revised:

October 12, 1978
January 24, 2002
July 2012
August 29, 2013
Note: In order to implement this policy, out-of-district third grade students as of 2013-2014 will be allowed
to complete the fourth grade as an out-of-district student in 2014-2015 if an application is submitted and
approved following standard procedures.
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Absences and Truancy
A. Absences
1. Generally
Students of school age shall attend their assigned schools during school
hours in accordance with state law. The Superintendent shall maintain
accurate records of attendance and shall closely monitor all excused and
unexcused absences.
2. Excused Absences
Legally excused absences are defined as absences due to the following
reasons: personal illness; death in the family; an approved religious
holiday; emergency medical or dental treatment; a school sponsored
experience; or other causes that might be considered beyond the control of
the student.
3. Unexcused Absences
An unexcused absence is a student's absence with or without parental
knowledge for reasons other than those stipulated for excused absences.
The absence may be excused if the parent makes a satisfactory
explanation.
B. Truancy
Truancy is defined as the absence of a student for other than a legitimately
recognized reason for all or part of a day when school is in session. The
Superintendent shall develop regulations for monitoring truant students and
may establish disciplinary measures based upon the frequency of truancy and
the age of the student.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Early Dismissal of Students
The safety of the student must be a primary consideration of the principal in the
determination of whether to permit a student to be excused from school during the
school day. The principal may approve the early dismissal from school of a
student under one of the following conditions:
1. A parent or guardian has given written or verified consent for the student
to leave the school premises for a prearranged medical or dental or other
appointment deemed reasonable by the principal.
2. The student is in an approved program requiring an appearance elsewhere.
3. The student has a valid work permit and is presently employed in a job
requiring early dismissal.
4. The student is an emancipated student and makes a request for a legitimate
reason.
Without the verified written consent of a parent or legal guardian, a student not of
age may not be released to the custody of an adult unknown to the principal or a
member of the staff.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Transfer Students
Students accepted into the Stoneham Public Schools must present to the principal
proof of residency in Stoneham prior to their official attendance. Students
accepted into the Stoneham Public Schools as transfer students shall be placed in
the classes or grade recommended by administrators in their previous school.
Within a reasonable period, the student shall be evaluated as to progress, social
adjustment and ability. The student may be reassigned to another grade or to other
classes as the principal deems appropriate.

Legal Reference:
M.G.L.,ch. 76, sec 13.

Adopted:
Revised:

October 12, 1978
February 7, 2002

Transfer cards.
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Pregnant Students
Consistent with M.G.L. Chapter 71, Section 84, pregnant students may continue
to attend school following the policies and procedures governing the attendance
of all students.

Legal Reference:
U.S. Department of Health, Education and Welfare, Office for Civil Rights, Final Title
IX Regulation Implementing Education Amendments of 1972 Prohibiting Sex
Discrimination in Education (Effective Date: July 21, 1975).
M.G.L., ch. 71, sec. 84.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
July 21, 2011

Discipline of students on account of certain
activities.
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Married Students
Married students may continue their education in the schools and shall be
accorded the same rights and responsibilities as other students.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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9-26 SUSPENSION OF STUDENTS

A. Generally
The School Committee recognizes that the suspension of a student from
attendance at school is necessary in some instances. The purposes of suspension
shall be to effect a change in the behavior of a student, to encourage a conference
between the parents or legal guardians and school authorities, and / or to maintain
order in the school. The School Committee desires consistency throughout the
schools in the application of the policies and regulations regarding suspension.
B. Definition
Suspension is the formal act that denies a student access to the school premises
without removing his or her name from the school register. As noted in state law,
the student generally retains access to educational services during this period of
absence.
C. Authority
Each school principal is delegated authority to suspend a student when, in the
principal’s judgment, this action is required. In the exercise of this authority, the
principal is subject to all provisions of law and of this policy.
D. Grounds for Suspension
Students may be suspended by the principal for the general welfare of other
students, the efficiency of the school, the safety of others in the school, the
protection of school property, or the orderly conduct of classes. Specific, but not
exhaustive, causes for suspension shall be listed in the student handbook for each
school.
E. Due Process
Students shall be afforded due process both preceding and following suspension
in compliance with federal and state laws, regulations, and court decisions.
F. Duration
A suspension ordinarily will be for a definite number of school days. In some
instances, however, the terminal date will initially be indeterminate since it may
depend on other actions such as the completion of an investigation or attendance
of the parents or guardians at a conference with school officials.
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G. Notice
The principal shall notify in writing the parents or legal guardian of the suspended
student of the cause and length of the suspension, any limitations on access to
school property or rights to educational services during the suspension, and
required procedures for the return of the student at the end of the suspension.
H. Appeal and Review
The parents or legal guardian of a suspended student may have any right to appeal
and review as provided for in state law. A suspension of more than ten school
days may be appealed to the superintendent of schools.
I. Violation of Suspension
Students who violate their suspensions may be subject to additional discipline as
determined by the school principal.
J. In-School Suspension
In appropriate situations, the principal may recommended an in-school rather than
out-of-school suspension. The goal of an in-school suspension shall be to keep the
student in school but removed from specified programs, classes or activities in
order to bring about a desired change in student attendance, discipline or
behavior-related issue before an out-of-school suspension is required.

Legal Reference:
M.G.L., ch. 43, sec. 33.
M.G.L., ch. 76, sec. 16.
M.G.L., ch. 76, sec. 17.
M.G.L., ch. 71, sec. 37H.
M.G.L.,Ch.71,Sec.37H,37H ½

Adopted: October 12, 1978
Revised: February 7, 2002
Revised: June 19, 2008
Revised: September 25, 2008
Revised: October 27, 2016

School committees; powers and duties.
Children excluded from school; remedies.
Hearing prerequisite to exclusion.
Publication of school committee rules and regulations pertaining to the
conduct of teachers and students.
See Section 9, Addendum A
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9-27 EXPULSION OF STUDENTS

A. Generally
A principal acting as a decision-maker at a student meeting or hearing, when
deciding the consequences for the student, shall exercise discretion, consider
ways to reengage the student in the learning process, and avoid using
expulsion as a consequence until other remedies and consequences have been
employed.
B. Definition
Expulsion is the formal act by which a student is denied access to the school
premises and has his or her name removed from the school register. Per state
law, the student may retain rights to educational services during this period
per M.G.L. Chapter 76 Section 21.
C. Authority
The authority to expel a student is reserved to the school principal. The parent
or legal guardian may have appeal rights to the superintendent of schools.
D. Grounds for Expulsion
Students may be expelled as outlined in M.G.L. Chapter 71, Sections 37H,
37H ½, and 37H ¾. In general, as stated in the law, students may be expelled
if it is determined that the student’s continued presence in school would have
a substantial detrimental effect on the general welfare of the school.
E. Notice
The principal shall provide written notice to the student and the student’s
parents or legal guardian of the charges and the reason for the expulsion in
English and in the primary language spoken in the home of the student. If a
decision is made to expel the student following the hearing, the notice shall be
updated to reflect the meeting and notice of the right to appeal the expulsion
to the superintendent. The expulsion shall remain in effect prior to any appeal
hearing.
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F. Violation of Expulsion
A student who has been expelled is denied access to the school premises
except with the permission of the superintendent. If an expelled student is
found on the school premises without such permission, additional discipline or
referral to other authorities may be considered by the principal or
superintendent.

Legal Reference:
M.G.L., ch. 43, sec. 33.
M.G.L., ch. 76, sec. 16.
M.G.L., ch. 76,
sec. 17.
M.G.L., ch. 71, sec. 37H.
M.G.L., Ch.71, Sec.37H,37H ½

Adopted:
Revised:
Revised:
Revised:

October 12, 1978
February 7, 2002
September 25, 2008
October 27, 2016

School committees; powers and duties.
Children excluded from school; remedies.
Hearing prerequisite to exclusion.
Publication of school committee rules and regulations pertaining to
the conduct of teachers and students
See Section 9, Addendum A
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AIDS/Acquired Immune Deficiency Syndrome
A. Generally
Unless certain conditions are exhibited, children diagnosed as having AIDS or
with clinical evidence of infection with the AIDS, associated virus (HTLV III)
and receiving medical attention are able to attend regular classes. The school
physician, in cooperation with the child's personal physician, shall report to
the Superintendent a medical opinion relating to such conditions prior to the
entry or return to school of a child diagnosed as having AIDS or with clinical
evidence of infection with the AIDS associated virus (HTLV III). A child
diagnosed as having AIDS or with clinical evidence of infection with the
AIDS, associated virus (HTLV III) is not to attend school when the following
conditions are present:
1. If a child has cutaneous (skin) eruptions or weeping lesions that cannot be
covered
2. If the child exhibits inappropriate behavior, which increases the likelihood
of transmission (i.e.: biting or frequent incontinence)
A child diagnosed as having AIDS or with clinical evidence of infection with
the AIDS associated virus (HTLV III) will be excluded from school if there is
an outbreak of threatening communicable disease such as chicken pox or
measles until he/she is properly treated and/or the outbreak is no longer a
threat to the child. Children diagnosed with AIDS or with clinical evidence of
infection with the AIDS associated virus (HTLV III), who are too ill to attend
school, are to have an appropriate alternate education plan. Siblings of
children diagnosed as having AIDS or with evidence of infection with the
AIDS associated virus (HTLV III) are able to attend school without
restrictions.
B. Definition
Continuing school attendance by a child diagnosed as having AIDS or with
the AIDS associated virus (HTLV III) is defined as those experiences in
school appropriate for the child and to the welfare of other children present as
prescribed to the school by the child's personal physician and approved by the
school physician.
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AIDS/Acquired Immune Deficiency Syndrome (cont)
C. Authority
Exclusion from school of a child, diagnosed as having AIDS or with the AIDS
associated virus (HTLV III), who exhibits the conditions described in this
policy (Section A, 1 or 2) or whose health is threatened by an outbreak of
communicable disease is reserved to the School Committee on a
recommendation of the Superintendent. In the event of a delay, deemed
harmful to the welfare of the child or of other children, the Superintendent
may exclude the child until a meeting of the School Committee can be held.
D. Appeal
If school authorities and the child's personal physician and/or family are in
disagreement concerning the child's attendance at school, the case shall be
referred to the Department of Public Health which will make a
recommendation on the permissibility of attendance.
E. Confidentiality
Only persons with an absolute need to know should have medical knowledge
of a particular student.

References:
AIDS/Acquired Immune Deficiency Syndrome School Attendance
Policy (The Commonwealth of Massachusetts Department of Public Health),
September 6, 1985
Acquired Immune Deficiency Syndrome: Updated Information for Physicians and
Health Care Providers. Massachusetts Department of Public Health, April 1985.

Adopted:
Reviewed:

December 12, 1985
January 24, 2002
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9-29 Non-Resident Enrollment
1. Students attending the Stoneham Public Schools must reside in the Town of Stoneham.
Children who are not residents of Stoneham may not be admitted to the Stoneham Public
Schools until such time as the parents or guardians can produce:
a. An occupancy permit and deed in the case of new construction, or
b. Closing documents (Deed) in the case of an existing home, or
c. Effective lease rental agreement
d. Signed letter from official resident of property stating family resides at their
address in Stoneham.
2. The School Committee reserves the right to make exceptions to this policy for existing
residents in a case where extenuating circumstances due to a true hardship (such as fire,
flood, failed well or septic system) that requires a family to temporarily become nonresidents and will adversely effect the best interest of a resident child(ren).
3. Tuition Payments will be considered for:
a. Non-resident students and siblings of said students enrolled in the Stoneham
Public Schools prior to June 30, 1991 who may be eligible for enrollment as
tuition-paying students.
b. A child residing temporarily in a town other than the legal residence of his/her
parent or guardian for the special purpose of their attending school, may be
charged tuition under the guidelines of M.G.L. Chapter 76, Section 6.
c. A non-resident student placed in Stoneham in foster care or group care by, or
there kept under the control of, the Department of Social Services (DSS), may be
charged tuition as outlined in M.G.L. Chapter 76, Section 7.
d. Under the discretion of the School Committee, a child may attend the Stoneham
Public Schools if the law allows tuition calculated based on specialized services
received can be paid in full by the sending community.
4. Parents or guardians of non-resident students shall assume responsibility for the
transportation of said students to and from school.
5. If a resident student moved from Stoneham during the school year, said student shall
transfer from the Stoneham Public Schools unless the move occurs after April 1st and the
parent or guardian makes written application to the Superintendent requesting the student
continue in the school for the remainder of the school year. Applicants for this privilege
will be considered on an individual basis, based on the best interests of the student and
the entire educational community.

6. If a resident High School student has attended Stoneham High School throughout his/her
freshman, sophomore and junior years, but moves from Stoneham at anytime during
his/her senior year, said student’s parent or guardian may make written request to the
Superintendent of Schools requesting that the student be allowed to remain enrolled at
Stoneham High School until graduation. Applicants for this privilege will be considered
on an individual basis – based on the best interests of the student and the entire
educational community.
7. This policy shall be administered by the Superintendent of Schools. The parents or
guardians of a non-resident student shall sign a contract agreeing to the provisions of this
Policy.
8.

The committee reserves the right to terminate the privilege of non-resident enrollment at
any time during the school year, if the conditions of the contract signed by the parent or
guardian are not fulfilled.

LEGAL REFERENCE:
M.G.L. Chapter 76, Section 6. Payment of tuition of non-resident children.
M.G.L. Chapter 76, Section 7. Tuition; children under control of department of social services; foster
care; reimbursement.

Adopted: November 7, 2002
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9-30
Homeless Students: Enrollment Rights And Services
The McKinney-Vento Homeless Assistance Act protects the educational rights of
children and youth experiencing homelessness.
The academic and educational programs for children who are temporarily without homes
are no different than those of the general student population. There are, however, some
procedures that may be different for individual children temporarily without homes.
These areas include choice of school, registration, transportation, record transfer and
confidentiality.
As required by law, the district will work with homeless students and their families to
provide stability in school attendance and other services. Special attention will be given
to ensuring the enrollment and attendance of homeless students not currently attending
school. Homeless students will be provided district services for which they are eligible,
including Head Start and comparable pre-school programs, Title I, similar state programs,
special education, bilingual education, vocational and technical education programs,
gifted and talented programs and school nutrition programs.
The federal government defines a homeless child or youth as one who lacks a “fixed
regular and adequate residence or has a primary night-time residence not designated as a
regular sleeping accommodation for human beings” (McKinney Homeless Assistance
Act, Section 103(A)(1)(2). By this definition, the following children are considered
homeless:
1.

Children and youths sharing the housing of other persons due to loss of housing
or economic hardship, or a similar reason;

2.

Children and youths who are living in motels, hotels, trailer parks or
campgrounds because they lack a permanent place to live;

3.

Children living in emergency or transitional shelters, including children placed
by the state in transitional or emergency shelters;

4.

Children and youths who are abandoned in hospitals;

5.

Children and youths who are awaiting foster care placement;

6.

Children living in public or private places not designed for or ordinarily used as a
regular sleeping accommodation for human beings;

7.

Children living in cars, parks, public spaces, abandoned buildings, substandard
housing, transportation stations or similar settings;

8.

Migratory children in the conditions described above.
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Homeless Students: Enrollment Rights And Services (continued)
The McKinney-Vento Act also includes “unaccompanied youth” in its definition of
homeless. “Unaccompanied youth” are to be considered homeless as long as they meet
the McKinney-Vento definition of homeless children and youths. This definition refers
to the actual residential status of the student, (i.e. where the student actually resides at
night). It does not refer to whether or not they are in the physical custody of a parent or
guardian, nor does it refer to whether or not there are parents who have provided and are
willing to provide a home for them. Children who run away from home are also
considered homeless as long as they meet the McKinney-Vento definition of homeless
children and youths. Children/adolescents who have been “thrown out” of their own
home environment or have left due to abuse and are living in a shelter, on the street, or,
who move from house to house in cycle of transience, are also considered homeless.

The superintendent has designated the School Attendance Officer to be the
District’s liaison for homeless students and their families.
The McKinney-Vento Act permits that homeless children have a choice, according to the
child’s best interest, of attending the school of origin (the school they were attending
when permanently housed or the school in which last enrolled) or the
parent(s)/guardian(s) of homeless students may request enrollment in the school in the
district of the attendance area where they now reside. In determining the best interest of
the student, the LEA shall, to the extent feasible, keep the student enrolled in their school
of origin while they remain homeless or until the end of the academic year in which they
obtain permanent housing. If the parents or guardians of homeless students request
enrollment in the school in the attendance area in which the student is actually living, or
other schools, other student assignment policies, or intra and inter-district choice options
are available to homeless families on the same terms as families resident in the district.
Once the enrollment decision is made, the school shall immediately enroll the student,
pursuant to district policies. If the student does not have immediate access to
immunization records, the student shall be admitted under a personal exception. Students
and families should be encouraged to obtain current immunization records or
immunizations as soon as possible, and the district liaison is directed to assist. Records
from the student’s previous school shall be requested from the previous school pursuant
to district policies. Emergency contact information is required at the time of enrollment
consistent with district policies, including compliance with the states address
confidentiality program when necessary.
If there is an enrollment dispute, the student shall be immediately enrolled in the school
in which enrollment is sought, pending resolution of the dispute. The parent or guardian
shall be informed of the districts decision and their appeal rights in writing. The District’s
liaison will carry out dispute resolution as provided by state rule. Unaccompanied youth
will also be enrolled pending resolution of the dispute.
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Homeless Students: Enrollment Rights And Services (continued)

Homeless students are entitled to transportation to their school of origin or the school
where they are to be enrolled. If the school of origin is in a different district, or a
homeless student is living in another district but will attend his or her school of origin in
this district, the districts will coordinate the transportation services necessary for the
student, or will divide the costs equally.
The District’s liaison for homeless students and their families shall coordinate with local
social service agencies that provide services to homeless children and youths and their
families; other school districts on issues of transportation and records transfers; and state
and local housing agencies responsible for comprehensive housing affordability
strategies. This coordination includes providing public notice of the educational rights of
homeless students in schools, family shelters and soup kitchens. The District’s liaison
will also review and recommend amendments to District policies that may act as barriers
to the enrollment of homeless students.

LEGAL REF: Title I, Part C
No Child Left Behind Act, 2002

Adopted: August 25, 2005
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Student Conduct
Good citizenship in schools is based on respect and consideration for the rights of
others.
Students will be expected to conduct themselves in a way that the rights and
privileges of others are not violated. They will be required to respect constituted
authority, to conform to school rules and to those provisions of law that apply to
their conduct.
Any of the following actions may subject a student to expulsion by the principal
under the terms of M.G.L. 71:37H:
1. Found on school premises or at school-sponsored or school-related events,
including athletic games, in possession of a dangerous weapon or a
controlled substance.
2. Who assaults a principal, assistant principal, teacher, teacher’s aide or
other educational staff member on school premises or at school-sponsored
or school-related event including athletic games.
Any of the following actions will subject a student to suspension or expulsion,
subject to School Committee action or other disciplinary measures:
1. Intentionally causing or attempting to cause damage to school property; or
stealing or attempting to steal school property.
2. Intentionally causing or attempting to cause damage to private property;
stealing or attempting to steal private property.
3. Intentionally causing or attempting to cause physical injury to another
person except in self-defense.
4. Using or copying the academic work of another and presenting it as his
own without proper attribution.
5. Repeatedly and intentionally defying the valid authority of supervisors,
teachers or administrators.
The School Committee shall not hear appeals that pertain to matters specified in
MGL Chapter 71, Sections 37H and 37H ½.
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Student Conduct (cont.)

The above prohibited actions will be printed in a handbook or other publication
and made available to students and parents.
School building administrators will not suspend a student or recommend a student
for suspension or expulsion unless the student has engaged in one of the
prohibited actions mentioned above while on school property or taking part in a
school activity off school grounds.
*Source: MASC Policy

Legal Reference:
M.G.L., ch. 71, sec. 37H.
M.G.L., ch.72, sec.37H & 37H ½

See Section 9, Addendum A

Massachusetts Association of School Committees

Adopted:
Revised:
Revised:

October 12, 1978
February 7, 2002
September 25, 2008
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Student Dress
Regulations concerning student dress and appearance must relate to a specific
educational purpose such as health, safety or full participation in various
activities. Dress code regulations shall be included in the student handbook and
made available to students and parents.
Students shall be encouraged to dress in appropriate attire for school and to take
pride in the general appearance of the student body.

Adopted:
Reviewed:
Revised:

October 12, 1978
January 24, 2002
August 5, 2010
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Discipline/Corporal Punishment
A. Supervision
All employees of the school department shall share responsibility for supervising the
behavior of students and for seeing that they meet the standards of conduct that the
school committee or its agents establish.
In each instance in which an employee acts to help a student conduct himself
properly, emphasis shall be placed upon the growth of the student in the ability of
self-discipline.
B. Academic Punishment
Academic punishment shall not be used. A student's academic grade shall be based
on achievement. Discipline other than academic punishment should be employed
when necessary.
C. Corporal Punishment*
School employees may not inflict corporal punishment on any student in the
Stoneham Public Schools. However, employees have the right to protect themselves
in case of an assault upon their persons or to restrain students who may be assaulting
another person or damaging school property. These actions shall be considered to be
within the scope of the employee's duties.
D. Detention
The school committee approves of the detention of students after school hours as an
acceptable form of punishment. The age of the student and the grade attended shall
be taken into consideration when this form of punishment is applied. The safety of
the student when traveling home shall be a primary consideration in administrative
detention. Elementary students who ride buses shall be given one day's notice.
*See Negotiated Agreements.

Legal Reference:
M.G.L., ch. 71, sec.37G.
M.G.L., ch. 41, sec.100C.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Corporal punishment forbidden.
Protection of school employees from damage suits
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Student Conduct on Buses
The School Committee considers the transportation of students a privilege to be
enjoyed by eligible students and considers the safety of the students to be of
paramount importance. The Superintendent shall develop regulations governing
student conduct while riding school buses and in loading and unloading areas.
Consistent or flagrant violations of regulations of the Superintendent pertaining to
student conduct on buses may result in the temporary or permanent suspension of
bus privileges. Principals have the authority to suspend bus privileges for
infractions of those regulations.
Parents may appeal any suspension of bus privileges to the Superintendent.

Adopted:
Revised:

October 12, 1978
February 7, 2002
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Destroying or Defacing School Property
If a student injures, destroys or defaces school property, the student and the parent
or guardian shall be required to pay for the damage.
Students who willfully and maliciously deface, destroy or carry away school
property shall be prosecuted in accordance with state law.

Legal Reference:
M.G.L., ch. 43, sec. 33.
M.G.L., ch. 266, sec. 98.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

School committee; powers and duties.
Defacing property.
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Disruptive Student Demonstrations
Demonstrations or protests are not appropriate methods for students to use in
communicating their wishes about matters that affect policies and regulations
dealing with the operation of the public schools.
Whether involved directly or indirectly, students who participate in the planning
or execution of any disruptive demonstration or protest may be disciplined in
accordance with state law, policies, and regulations of the school department.

Legal Reference:

M.G.L., ch. 272, sec. 40.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Disturbance of schools or assemblies.
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Drugs and Drug Abuse
A. Generally
The administration and staff shall take all reasonable steps to prevent and to eliminate
drug abuse in the schools. The schools shall cooperate freely with agencies involved
in such programs to the extent that the Superintendent deems advisable and shall
implement appropriate educational programs.
B. Use of Drugs by Students
The use, possession or distribution of unauthorized drugs by a student while under
the jurisdiction of the School Committee is prohibited and may be punishable by
suspension or expulsion.
C. Medication
To maintain control of the use in the schools of drugs authorized by a doctor or drugs
known as patent medicines, the School Committee requires that any student who is
taking a prescribed or patent medicine for illness or other medical needs during the
school day is to report this fact to the principal or other designated member of the
school staff. The student must have the written permission of a parent or guardian in
order to bring the medication to school. All medication shall be placed under the
control of a school nurse, a doctor or the school principal. They shall be authorized to
make the medication available to the student in accordance with the instructions of
the student's parents, guardian or physician. Information relating to the medication
required by a student may, upon the request of the student, be held in professional
confidence.
D. Students Under the Influence of Unauthorized Drugs
If a student appears to be under the influence of unauthorized drugs, a parent or
guardian shall be notified, if possible, and shall be requested to have the student
examined by a physician. If a parent or guardian cannot be located, the administration
shall insure that the student receives medical attention.

Legal Reference:
M.G.L., ch. 71,sec. 54B.
M.G.L., ch. 71, sec. 55A.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Use of psychotropic drugs.
Procedure for handling sick children.
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Use of Tobacco on School Property
Enforcement of law prohibiting the use of tobacco products anywhere on school property
and school buses (Chapter 71. Section 37H) The School Committee shall interpret the
prohibition against tobacco products to include smokeless tobacco and “e-cigarette”
products.
Smoking is not allowed at Stoneham Public Schools. The Stoneham Public Schools is
obligated to enforce the law firmly but in a sensitive and humane manner consistent with
a teaching institution. This law has been in effect since June 18, 1993. Any person found
smoking in school buildings or on school grounds will be subject to the following:
1. First Offense: One day suspension
2. Second Offense: Three day suspension.
3. Third Offense: Five day suspension, other sanctions as warranted.
In all of the above cases, parents will be notified.

Legal Reference:
M.G.L., ch.71, sec. 36.
Adopted:
Revised:
Revised:
Revised:

June 18, 1993
February 7, 2002
October 6, 2005
March 17, 2017
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Supervision of Students
Students shall be supervised at all times while under the jurisdiction of the School
Committee. School principals shall establish and maintain an efficient schedule of
supervision of students by teachers or other authorized personnel.
Particular emphasis should be placed on the supervision of students when buses
are being loaded and unloaded and when students are on playgrounds and are in
other areas of the school premises available to them.
Students shall be properly supervised on school grounds from the time of arrival
until the time of departure.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Discipline or Expulsion of Students For Weapons, Controlled Substances, Assault, or
Other Inappropriate Conduct.
A. Generally
In an effort to ensure a safe environment for students and staff, all persons are
prohibited from the following conduct at all times on school premises, in any school
vehicle, or at any school sponsored activity:


knowing possession or use of articles commonly used or designed to
inflict bodily harm and/or to intimidate other persons



use of any object as a weapon, although not necessarily designed to be a
weapon, to inflict or to threaten bodily harm and/or to intimidate, coerce,
or harass



knowing possession of certain controlled substances



threat against or actual assault on another individual



bullying, harassment or hazing on another individual

Students who violate this policy may be disciplined per school policy or expelled
under the provisions of Massachusetts General Laws, Chapter 71, Section 37H,
Massachusetts General Laws, Chapter 76, Sections 16 and 17, and Massachusetts
General Laws, Chapter 268, Sections 17, 18 and 19.
B. Definitions


Articles commonly used or designed to inflict bodily harm and/or to
intimidate other persons are described in Section 37H (a) as a dangerous
weapon, including, but not limited to, a gun or a knife. Examples of such
articles include but are not limited to: firearms, ammunition, explosives,
"brass" knuckles, switchblades, butterfly knives, chains, clubs, and Kung
Fu "stars."



Use of an object as a weapon is defined by the circumstances, such as
assault on another person. Examples of such objects include but are not
limited to: belts, other articles of clothing, combs, pencils, files,
compasses, scissors, and replicas of weapons



Assault refers to an actual physical assault or a threat of assault
accompanied by the means to carry it out in circumstances that create a
reasonable fear of imminent danger
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Discipline or Expulsion of Students For Weapons, Controlled Substances, Assault, or
Other Inappropriate Conduct.
C. Notification of other School Districts
In the event that a student, expelled under the provisions of this policy, applies for
admission to another Massachusetts public school, the Superintendent shall notify the
Superintendent in the "receiving district" of the basis for the expulsion.
D. Acceptance of Students Expelled by Other Districts
The Stoneham Public Schools is not required to admit students expelled by other
districts under the provisions of Section 37H of Chapter 71.
E. Reporting Requirements
A weapon report must be filed in any case involving a student's possession or use of
articles or objects on school premises as described under Section B of this policy.
Such report must be filed with the Superintendent, School Committee, Police Chief,
and appropriate social services agencies.
The principal, in consultation with police and other officials, shall determine if a
threat is a credible threat to be acted upon or is a “copycat,” prank or unsubstantiated
threat that does not need to be reported.
The individual targeted in any such incident, or parent of a minor child who is so
targeted, will be informed of the incident or unsubstantiated threat by the school
principal.

Legal Reference
M.G.L., ch. 71, sec.37;
Adopted:
Reviewed:
Revised:

ch. 76, sec. 16 and 17

June 9, 1994
January 24, 2002
January 17, 2007
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Reporting to Parents
A. Warning Notices
If a student is in danger of failing a course, subject or grade, timely notice
shall be sent to the parents in order that they will be aware of the danger of
failure.
B. Conferences with Parents
The principal shall provide for conferences with parents for the purposes of
understanding and assisting the students. The student's teacher or teachers
shall attend and participate in these conferences.
C. Seniors
If a senior is in danger of failing to meet the requirements for graduating with
his or her class, the student and the parents shall be notified of the danger of
failure in sufficient time to permit the student to attempt to satisfy the
requirements for graduation.
D. Progress Reports
During the school year, periodic progress reports shall be given to the parents
or guardians of each student. If report cards are used, they shall reflect the
standard of work the student has achieved and the student's attitudes and work
habits. The teacher shall make the evaluation of the student's work.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Promotion and Retention
A. Promotion
Generally
Promotion from one grade or class level to another is based upon satisfactory
academic achievement, ability, chronological age, effort, attendance,
handicaps and the probable effect of promotion or retention upon the student.
B. Retention
If retention appears likely, the parents or guardian shall be informed in
advance that retention may be necessary.
A student normally should not be retained more than once in any one grade
and not more than twice in the first eight grades. A student who fails to meet
the requirements for promotion shall be given special attention and review for
services needed and/or shall be placed in a special education program.
In the elementary schools, the principal, with input from the teacher(s),
guidance counselor and parent(s) will make the determination for retention.
Unless the parent/guardian is able to present medical, psychological, or other
similar pertinent information that the retention of the pupil will be detrimental
to his/her well being, the pupil will be retained; however, the final decision
rest with the School Department.
In the secondary schools, pupils will be promoted depending on the successful
completion of the prescribed number of courses as established by the
Committee.

Adopted:
Revised:
Reviewed:

October 12, 1978
July 10, 1985
January 24, 2002
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Student Records
A. Generally
The school department shall follow the regulations of the State Board of
Education regarding the content, maintenance, security of and disclosure of
data from students' scholastic records.
B. Access to Records by Students
Written consent of the parent shall be required for a student under eighteen
(18) years of age to have access to his or her records unless the student is an
emancipated minor or is enrolled in an institution of higher learning.
C. Teacher Rank Books
Teacher rank books are the property of the school department. They shall be
maintained by the teacher and at the end of the school year shall be turned in
to the school administrator.

Legal Reference:
M.G.L., ch. 71, sec. 34A.
M.G.L., ch. 71, sec. 34D.
M.G.L., ch. 71, sec. 34E.

Adopted:
Revised:
Revised:

June 17, 1976
May 10, 1979
February 7, 2002

Transcript of student's record; availability.
Maintenance of student records.
Parents right to inspect students' records.
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9-46 Non-Custodial Parents Rights

As required by Massachusetts General Law Chapter 71, Section 34H, a non-custodial
parent may have access to the student record in accordance with law and Department of
Education Regulations. The school district will follow the law and the regulations
developed by the Massachusetts Department of Education to standardize the process by
which public schools provide student records to parents who do not have physical
custody of their children ("non-custodial parents").
As required by M.G.L. c. 71, § 34H, a non-custodial parent may have access to the
student record in accordance with the following provisions.
A. A non-custodial parent is eligible to obtain access to the student record unless:
1. The parent has been denied legal custody based on a threat to the safety of
the student or to the custodial parent, or
2. The parent has been denied visitation or has been ordered to supervised
visitation, or
3. The parent's access to the student or to the custodial parent has been
restricted by a temporary or permanent protective order, unless the protective
order (or any subsequent order modifying the protective order) specifically
allows access to the information contained in the student record.
B. The school shall place in the student's record documents indicating that a noncustodial parent's access to the student's record is limited or restricted pursuant to
603 CMR 23.07(5)(a).
C. In order to obtain access, the non-custodial parent must submit a written request for
the student record to the school principal.
D. Upon receipt of the request the school must immediately notify the custodial parent
by certified and first class mail, in English and the primary language of the custodial
parent, that it will provide the non-custodial parent with access after 21 days, unless
the custodial parent provides the principal with documentation that the non-custodial
parent is not eligible to obtain access as set forth in 603 CMR 23.07 (5)(a).
E. The school must delete the electronic and postal address and telephone number of
the student and custodial parent from student records provided to non-custodial
parents. In addition, such records must be marked to indicate that they shall not be
used to enroll the student in another school.
F. Upon receipt of a court order which prohibits the distribution of information pursuant
to G.L. c. 71, §34H, the school shall notify the non-custodial parent, by certified and
first class mail, that it shall cease to provide access to the student record to the noncustodial parent.
LEGAL REF.: M.G.L. 71:34D; 71:34F; 71:34H
603 CMR 23.07 (5) Access Procedures for Non-Custodial Parents
SOURCE: MASC

Adopted: August 21, 2006
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Clubs and Organizations
A. Generally
No student may be deprived of participating in any school-sponsored activity
on the basis of age, race, color, sex, religion, national origin, sexual
orientation, gender identity, or disability.
Students shall be given opportunities to join various clubs and organizations
in the schools. The objective of these clubs and organizations shall be to
provide worthwhile goals for attainment by the students while maintaining a
close relationship with the regular school program. All activities not
specifically approved by the Superintendent or the principal are prohibited.
Any person or group objecting to the approval or termination of a specific
club or organization shall have the right to appeal to the School Committee
through the office of the Superintendent.
No type of club initiation that embarrasses ridicules or intimidates a student
will be permitted.
B. Sororities, Fraternities and Secret Societies
Any student who acts in a manner that violates the Anti-Hazing Law as stated
in Chapter 269, Sections 17-19, will be suspended from school. The principal
will determine the exact length of the suspension and report any student in
violation of this law to the Superintendent of Schools.
C. Responsibilities of Students
It shall be clearly understood by any student seeking any office or honorary
position that the student represents the entire student body and, if elected or
appointed, will work with all students regardless of race, religion or personal
prejudices.
Legal Reference:
MG.L., ch. 711 47.
Adopted:
Revised:
Reviewed:
Revised:

Athletic programs; school organizations; regulations.

October 12, 1978
February 12, 1987
January 24, 2002
July 2012
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Student Government
A. Generally
A student government may be established in each school through which
students may participate in practical exercises in citizenship and may
communicate their views to the school administration and/or the School
Committee. Teachers shall encourage their students to take an active role in
the Student Government Organization.
The students of each school, with the advice and consent of the principal, shall
formulate for student government a constitution that specifies the authority of
that body and the areas where it shall serve in an advisory capacity to the
principal. The purpose of student government shall be to permit students to
deal directly with practical problems that concern the student body and over
which the student government may have authority. Each student government
shall be assigned a faculty advisor.
A student participating in the student government of the school shall be
protected against adverse criticism from the faculty for the student's actions
while serving as a student representative.
The School Committee shall view student governments as representing the
student body and shall recognize their representatives as such upon their
appearance before the School Committee.
B. Student Advisory Committee
A student advisory committee consisting of five (5) members of the student
body shall be elected annually by the student body of the high school. This
committee shall attend regular meetings of the School Committee and shall
participate in the open deliberations of the School Committee to the extent
provided for in the bylaws of that body. This election will take place on or
before October1st of each school year.
Legal Reference:
M.G.L., ch.71, sec 38M.
Adopted:
Revised:

October 12, 1978
February 7, 2002

Student advisory committees.
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Student Publications
A. School-Sponsored Publications
School-sponsored student publications are defined as books, papers, flyers or any
printed materials produced by students who are under the authority of the School
Committee and/or by student organizations that have a faculty member as an advisor.
Faculty advisors for school-sponsored publications shall be responsible for
implementing the policies of the School Committee and the regulations of the
Superintendent and the principal. The principal and faculty advisors shall advise
students but may not invoke prior censorship of any publication under their
sponsorship.
All school-sponsored student publications shall be guided by the following:
1. Students are entitled to express their personal opinions in writing and within
reasonable limitations. The distribution of the contents and the publications
themselves shall not interfere with or disrupt the educational process. Written
expressions and/or opinions must be signed by the author.
2. Students who write, edit, publish or distribute handwritten, printed or duplicated
materials among their fellow students and/or the public shall be responsible for
the contents of the publication and for compliance with state laws.
3. Obscenity, as defined by state law and personal attacks are prohibited in all
school-sponsored publications.
4. Published materials that result in any allegation of libel shall be the responsibility
of the students involved in the publishing of the material and their parents.
B. Non-School-Sponsored Publications
Materials that are written, edited, published and distributed by students but that are
not defined, as school-sponsored student publications shall be subject to the school
committee's policy on non-school-sponsored publications in Section 5-4 of this
manual.

Legal Reference:
M.G.L., ch. 272. Crimes against chastity morality, decency and good order.
M.G.L., ch 272, sec. 31. Definitions applicable to sec. 28, 28C, 28D, 28E, 29 and 30.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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STONEHAM PUBLIC SCHOOLS
Physical Restraint and Behavior Support Policy
This policy complies with the revised physical restraint regulations at 603 CMR 46.01 et seq.,
Effective on January 1, 2016
Physical restraint is defined as direct physical contact that prevents or significantly restricts a
student’s freedom of movement. Physical restraint shall be used only in emergency situations of
last resort, after other lawful and less intrusive alternatives have failed or been deemed
inappropriate, and with extreme caution. Physical restraint shall only be used when needed to
protect a student, oneself and / or others from assault or imminent, serious, physical harm.
Furthermore, any such physical restraint shall be administered so as to prevent or minimize any
harm to the student.
This policy shall be reviewed annually and provided to staff and made available to the parents of
enrolled students.
I.
II.
III.
IV.
V.
VI.
VII.
VIII.
IX.
X.

OVERVIEW
DEFINITIONS
PROHIBITIONS
SPECIFIC RIGHTS
DESE TECHNICAL ASSISTANCE ON USE OF TIME-OUT
REQUIREMENTS FOR USE OF PHYSICAL RESTRAINT
REPORTING PHYSICAL RESTRAINT USE
ADMINISTRATIVE REVIEWS OF PHYSICAL RESTRAINT USE
TRAINING REQUIREMENTS
GREVIENCE PROCEDURES

I.

OVERVIEW

The Stoneham Public Schools (“the District”) seeks to ensure that every student is free from the
use of physical restraint that is inconsistent with the requirements of 603 C.M.R. 46.00. Physical
restraint is an emergency measure of last resort. It may be administered only when necessary to
protect a student, oneself and / or others from assault or imminent, serious physical harm. When,
based on this standard, physical restraint is necessary, staff will strive to prevent or minimize any
harm to the student as a result of the use of physical restraint. The District will annually review
its Physical Restraint and Behavior Support Policy, provide it to all District staff, and make it
available to parents of enrolled students.
II.

DEFINITIONS

Mechanical Restraint: the use of any device or equipment to restrict a student’s freedom of
movement. The term does not include devices implemented by trained school personnel, or
utilized by a student that have been prescribed by an appropriate medical or related service
professional, and are used for the specific and approved positioning or protective purposes for
which such devices were designed. Examples of such devices include: adaptive devices or
mechanical supports used to achieve proper body position, balance, or alignment to allow greater
freedom of mobility than would be possible without the use of such devices or mechanical

supports; vehicle safety restraints when used as intended during the transport of a student in a
moving vehicle; restraints for medical immobilization; or orthopedically prescribed devices that
permit a student to participate in activities without risk of harm.
Medication Restraint: the administration of medication for the purpose of temporarily controlling
behavior. Medication prescribed by a licensed physician and authorized by the parent for
administration in the school setting is not medication restraint.
Physical Escort: a temporary touching or holding, without the use of force, of the hand, wrist,
arm, shoulder, or back for the purpose of inducing a student who is agitated to walk to a safe
location.
Physical Restraint: direct physical contact that prevents or significantly restricts a student’s
freedom of movement. Physical restraint does not include: brief physical contact to promote
student safety, providing physical guidance or prompting when teaching a skill, redirecting
attention, providing comfort, or a physical escort.
Principal: instructional leader of a public school education program or his or her designee.
Prone Restraint: a physical restraint in which a student is placed face down on the floor or
another surface, and physical pressure is applied to the student’s body to keep the student in the
face-down position.
Seclusion: involuntary confinement of a student alone in a room or area from which the student is
physically prevented from leaving. Seclusion does not include a time-out as defined below.
Time-Out: a behavioral support strategy, developed pursuant to 603 CMR 46.04(1), in which a
student temporarily separates from the learning activity or the classroom, either by choice or by
direction from staff, for the purpose of calming. During time-out, a student must be continuously
observed by a staff member. Staff shall be with the student or immediately available to the
student at all times. The space used for time-out must be clean, safe, sanitary, and appropriate for
the purpose of calming. Time-out shall cease as soon as the student has calmed.
DESE’s Technical Assistance Advisory SPED 2016-1, issued on July 31, 2015, provides the
following additional definitions pertaining to time-out:
Inclusionary time-out: when the student is removed from positive reinforcement or full
participation in classroom activities while remaining in the classroom.
Exclusionary time-out: the separation of the student from the rest of the class either
through complete visual separation or from actual physical separation.
III.

PROHIBITIONS

Medication restraint, mechanical restraint and seclusion are prohibited in all public school
education programs, as defined by 603 CMR 46.02.
Prone restraint, as defined in 603 CMR 46.02, shall not be permitted in the Stoneham Public
Schools.

IV.

SPECIFIC RIGHTS

Neither 603 C.M.R. 46.00 nor this policy prohibits: (1) any teacher, employee or agent of the
District from using reasonable force to protect students, others or themselves from imminent,
serious, physical harm; (2) any individual from reporting to appropriate authorities a crime
committed by a student or other individual; (3) law enforcement, judicial authorities or school
security personnel from exercising their responsibilities, including the physical detainment of a
student or person alleged to have committed a crime or posing a security risk; or (4) an individual
from reporting neglect or abuse to the appropriate state agency, pursuant to M.G.L. c. 119 § 51A.
V.

DESE TECHNICAL ASSISTANCE ON USE OF TIME-OUT

DESE’s Technical Assistance Advisory SPED 2016-1, issued on July 31, 2015, explains the
differences between “inclusionary time-out” and “exclusionary time-out” as follows:
“Inclusionary time-out”: when the student is removed from positive reinforcement or full
participation in classroom activities while remaining in the classroom.
“The use of ‘inclusionary time-out’ functions well as a behavior support strategy while allowing
the student to remain fully aware of the learning activities of the classroom. “Inclusionary timeout” includes practices used by teachers as part of their classroom behavior support tools, such as
“planned ignoring,” asking students to put their heads down, or placing a student in a different
location within the classroom. These strategies, used to reduce external stimuli in the student’s
environment while keeping the student physically present and involved in learning, have proven
to be useful tools for classroom management.”
If the student is not “separated from the learning activity” or the classroom, the student will be in
“inclusionary time-out” and the requirements that accompany the use of “exclusionary time-out,”
listed below, do not apply. A student is not “separated from the learning activity” if the student is
physically present in the classroom and remains fully aware of the learning activities.
“Inclusionary time-out” does not include walled off “time-out” rooms located within the
classroom; use of those is considered to be “exclusionary time-out.”
“Exclusionary time-out”: the separation of the student from the rest of the class either through
complete visual separation or from actual physical separation.
The following requirements apply to the use of “exclusionary time-out”:







“Exclusionary time-out” may be used only for the purpose of calming;
During “exclusionary time-out,” the student must be continuously observed by a staff
member;
The space used for “exclusionary time-out” must be clean, safe, sanitary and
appropriate for calming;
A staff member must be physically present with the student who is in
an exclusionary time-out setting;
Students must never be locked in a room;
An “exclusionary time-out” must be terminated as soon as the student has calmed;
and an “exclusionary time-out” may not extend beyond thirty (30) minutes without
the approval of the Principal. A Principal may grant an extension beyond thirty (30)
minutes based only on the individual student’s continuing agitation.

VI.

REQUIREMENTS FOR USE OF PHYSICAL RESTRAINT

Legal Standard for Use
Physical restraint is considered an emergency procedure of last resort. This means that it may be
used only when the student’s behavior poses a threat of assault or imminent, serious, physical
harm to self and/or others; and the student is not responsive to verbal directives or other lawful
and less intrusive behavior interventions, or such interventions are deemed to be inappropriate
under the circumstances.
Physical restraint may never be used for punishment. Physical restraint may not be used as a
response to a student’s property damage, disruption of school order, refusal to comply with
rules/directions, or verbal threats, unless the above harm standard is also met.
Brief physical contact to promote safety is not considered a restraint. DESE’s Question and
Answer Guide Related to Implementation of 603 CMR 46.00 The Regulations for the Prevention
of Physical Restraint and Requirements if Used, issued on July 31, 2015, states that “brief
physical contact to promote safety refers to measures taken by school personnel consisting of
physical contact with a student for a short period of time solely to prevent imminent harm to a
student, for example, physically redirecting a student about to wander on to a busy road, grabbing
a student who is about to fall, or breaking up a fight between students.”
Physical restraint may not be used as a standard response for any student. No IEP or written
behavioral plan may include physical restraint as a standard response to any behavior.
Alternatives to Physical Restraint
Physical restraint shall not be used unless the less intrusive behavior interventions and supports
have been unsuccessful or deemed inappropriate by school staff: These include:









Positive behavioral interventions
Verbal redirection
Verbal directive to cease behavior
Opportunity for a break
De-escalation techniques
Loss of earned tokens/rewards/privileges
Opportunity for time-out
Physical escort as defined in 603 CMR 46.02 to a separate space for time-out

Safety
In an effort to prevent or minimize any harm to a student, staff will administer physical restraint
in consideration of a student’s medical or psychological limitations, known or suspected trauma
history, and/or behavior intervention plans. Physical restraint will not be used when it is
medically contraindicated for reasons including, but not limited to, communication-related
disorders, asthma, seizures, cardiac condition, obesity, bronchitis, or risk of vomiting.
During a physical restraint, staff will continuously monitor the student’s physical status, including
skin temperature, color and respiration, and make certain that the student is able to breathe and to
speak. Staff will use the safest physical restraint method available and appropriate for the
situation, and will use only the amount of force necessary to protect the student, oneself or others

from assault or imminent, serious physical harm. Whenever possible, another adult who is not a
participant in the restraint will witness the administration of the restraint.
Forms of Physical Restraint
Forms of Physical Restraint used by the district which follow the Safety Care Protocol, include:
 1 Person Stability Holds
 2 Person Stability Holds
 Forward Escorts
 Reverse Escorts
 Seated Stability Holds
 Chair Stability Holds
 Leg Wraps
Duration
A physical restraint must be terminated as soon as the student is no longer an immediate danger
to himself or others, or the student demonstrates or expresses significant physical distress (e.g.,
difficulty breathing, sustained or prolonged crying, sustained or prolonged coughing). If a
student demonstrates or expresses significant physical distress, staff will release the restraint and
seek medical assistance immediately. For any student to be restrained for more than twenty (20)
minutes, staff must obtain the Principal’s approval. This approval must be based on the student’s
continued agitation justifying the need for continued restraint.
Follow-Up Procedures
After a student is released from a physical restraint, staff shall implement follow-up procedures that shall
include:
 Reviewing the incident with the student to address the behavior that precipitated the physical
restraint;
 Reviewing the incident with the staff member(s) who administered the physical restraint to ensure
proper restraint procedures were followed; and
 Consideration of whether any follow-up is appropriate for students who witnessed the physical
restraint, if any.
VII.

REPORTING PHYSICAL RESTRAINT USE

All physical restraints, regardless of duration, will be reported.
Reporting within School and to Parents
The reporting process within the school and to the student’s parents is as follows: The staff will
verbally inform the Principal as soon as possible and by written report no later than the next
school working day. The Principal will make reasonable efforts to verbally inform the student’s
parents within 24 hours of the restraint. The Principal will e-mail or mail the written report to the
parents within three (3) school days of the restraint. There are no individual waivers permitted
for these reporting requirements.
Contents of Written Report
The written report of any physical restraint shall include:


Name of the student; name(s) and job title(s) of staff who administered the physical
restraint, and observers, if any; the date, time restraint began, and the time that restraint
ended; the name of the Principal or designee who was verbally informed following the








restraint, and who approved continuation of the restraint beyond twenty (20) minutes, if
applicable.
A description of the activity in which the restrained student and other students and staff in
the vicinity were engaged immediately preceding the use of the physical restraint; the
behavior that prompted the restraint; the efforts made to prevent escalation of behavior,
including specific de-escalation strategies used; alternatives to restraint that were
attempted; and the justification for initiating physical restraint.
A description of the administration of the restraint including the holds used and reasons
such holds were necessary; the student’s behavior and reactions during the restraint; how
the restraint ended; and documentation of injury to the student and/or staff, if any, and any
medical care provided.
Information regarding any further action(s) that the school has taken or may take,
including any consequences that may be imposed on the student.
Information regarding opportunities for the student’s Parent(s) to discuss the
administration of the restraint and any consequences with school officials.

Reporting to the Department of Elementary and Secondary Education
The reporting process to the Department of Elementary and Secondary Education (DESE) is as
follows: The District will report to DESE all restraints that result in an injury to either a student
or a staff member within three (3) working days of the restraint. The District also will send
DESE a copy of the record of physical restraint and the record of physical restraints for the 30day period prior to the injury. The District will provide DESE with an annual report of its
physical restraint use.
Reporting to Law Enforcement and other state agencies:
Nothing in this policy prevents an individual from reporting a crime to the appropriate authorities
and nothing in this policy prevents any individual from exercising their responsibilities as a
mandated reporter under M.G.L., c 119, s51A
VIII.

ADMINISTRATIVE REVIEWS OF PHYSICAL RESTRAINT USE

Two types of administrative reviews will be conducted in regards to the use of physical restraint.
The Principal will conduct a Weekly Individual Student Review and a Monthly School-Wide
Review.
Weekly Individual Student Review
A Weekly Individual Student Review will be conducted in regards to any student who has been
restrained multiple times during the week. The Principal will convene a review team to assess the
progress and needs of any such student, with the goal of reducing or eliminating future restraint.
This team will review and discuss the written restraint reports and any comments from students
and parents, analyze the factors that led to the restraint, consider the factors that may have
contributed to the escalation of the student’s behavior, consider alternatives to restraint, and
develop a written action plan.
Monthly School-Wide Review
A Monthly School-Wide Review will also be conducted by the Principal. In this review, the
Principal will consider patterns regarding restraints, number of restraints, duration of restraints
and any injuries caused by restraints. The Principal will assess whether the restraint prevention
and management policy needs to be modified and/or whether there is a need for additional staff
training on restraint reduction and restraint prevention strategies.

IX.

TRAINING REQUIREMENTS

General Training
The Principal will ensure that all staff receive training on the District’s Physical Restraint and
Behavior Support Policy and the requirements for the use of restraint. This training will comply
with the requirements of 603 C.M.R. 46.04(2).
a. Staff Training:
i. All staff/faculty will receive training regarding the District's physical restraint policy
within the first month of each school year, and employees hired after the school year
begins will receive training within one month of starting their employment.
ii. Required training for all staff will include review of the following:
1) Stoneham Public Schools Physical Restraint and Behavior Support Policy
2) School building-level physical restraint procedures, including the use
of time-out as a behavior support strategy;
3) The role of the student, family, and staff in preventing physical
restraint;
4) Interventions which may preclude the need for restraint, including deescalation of problematic behaviors and alternatives to restraint;
5) When in an emergency, the types of permitted physical restraints and related
safety considerations, including information regarding the increased risk of
injury to a student when any restraint is used, in particular a restraint of
extended duration;
6) Administering physical restraint in accordance with medical or psychological
limitations, known or suspected trauma history, and/or behavioral
intervention plans applicable to an individual student; and
7) Identification of Stoneham Public Schools’ staff who have received in-depth
training (as set forth below in section (a)(iii)) in the use of physical restraint.

In-Depth Training
1. At the beginning of the school year, the building Principal will identify those designated
staff who will participate in in-depth training and who will then be authorized to serve
school-wide resources to assist in ensuring proper administration of physical restraint.
2. Designated staff members shall participate in in-depth training in the use of physical
restraint, with at least one refresher training annually.
3. In-depth training will include:
a. Appropriate procedures for preventing the use of physical restraint, including the
de-escalation of problematic behavior, relationship building and the use of
alternatives to restraint;
b.A description and identification of specific dangerous behaviors on the part of
students that may lead to the use of physical restraint and methods for
evaluating the risk of harm in individual situations in order to determine
whether the use of restraint is warranted;
c. The simulated experience of administering and receiving physical restraint,
instruction regarding the effect(s) on the person restrained, including
instruction on monitoring physical signs of distress and obtaining medical
assistance;
d.Demonstration by participants of proficiency in administering physical restraint;
and

e. Instruction regarding the impact of physical restraint on the student and family,
including but not limited to psychological, physiological, and social-emotional
effects.
f. Instruction regarding documentation and reporting requirements and
investigation of injuries and complaints;
X.

GRIEVANCE PROCEDURES

Restraint Grievance Procedures
Any parent with concerns about the use of physical restraint at any school within Stoneham Public
Schools may request a meeting with the building Principal, the Director of Student Services, or
the Superintendent to discuss such concerns. Any individual who believes that a physical restraint of a
student may have been unwarranted or conducted inappropriately may also make use of this Grievance
Procedure.
This grievance procedure is established to ensure procedures are in place for receiving and
investigating complaints regarding physical restraint practices. Any individual who believes that a
physical restraint of a student may have been unwarranted or conducted inappropriately may file
a complaint by utilizing this procedure:
1. The complaint must be submitted in writing or on audiotape to the building principal.
2. The building principal will meet with the complainant within ten (10) school days of
receipt of the complaint.
3. A thorough investigation will be conducted which may include interviewing witnesses,
staff involved and/or the student; reviewing all written documentation leading up to and
pertaining to the incident and all reports filed with the building principal and the
Department of Elementary and Secondary Education.
4. A written report will be developed by the building principal and provided to the complainant.

Legal Reference:
MGL-DOE Regulation 603 CMR-46.00
Adopted:
Reviewed:
Revised:
Revised:

October 25, 2001
January 24, 2002
July 2012
December 10, 2015
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Student Accident Insurance
A. Generally
The School Committee may purchase insurance to cover student accidents that
may occur while the student is on school property or is under the authority of
the School Committee. The insurance may provide for reasonable hospital,
medical and surgical expenses.
B. Student Accident Insurance Plan
The School Committee will make available for purchase by the students or
their parents an insurance plan for protection against student accidents. The
Superintendent annually shall review this program and shall recommend to the
School Committee an insurance carrier who can provide the required coverage
at a competitive price. The involvement of the school staff in the
administration of the insurance plan shall be kept to a minimum.
C. Athletic Interscholastic Players
Members of athletic interscholastic squads of Stoneham shall be insured under
the insurance plan selected by and paid for by the School Committee.

Legal Reference:
M.G.L., ch. 40, 5 (40A and 40B).

Adopted:
Revised:
Reviewed:

October 12, 1978
February 12, 1987
January 24, 2002

Authorization for student insurance.
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Search and Seizure
A. Generally
The School Committee wishes to protect the rights of all students against
unreasonable search and seizure as guaranteed by the United States
Constitution.
B. Search of a Student, His Locker or Personal Property by a Law Enforcement
Officer
Although the School Committee wishes to cooperate with law enforcement
agencies, a search of a student or his personal property by a law enforcement
officer should take place while the student is outside the jurisdiction of the
School Committee unless this restriction would impede law enforcement.
Unless the search is otherwise permissible by law, a law enforcement officer
must present a search warrant to the principal or his designee in order to
search a student, his locker or personal property while the student is under the
jurisdiction of the School Committee.
C. Search of a Student or Personal Property by School Authorities
If the principal or his designee has a reasonable suspicion that a student
possesses a dangerous, illegal or stolen item, the principal or his designee may
search the student or his personal property and may remove the item.
D. Search of Lockers and Other School Property by School Authorities
Although the student and the School Committee may have joint control of
lockers, desks or other school property, the student never has exclusive
control of this property. The principal or his designee may search any school
property such as lockers and desks under the following conditions:
1. The student must have been informed in advance that, under the School
Committee's policy, lockers, desks and other school property may be
inspected and items removed if the administration of the school has facts
supporting a reasonable belief that articles or materials are present therein
that might be injurious to the student or to others or that are likely to pose
a threat to the maintenance of discipline or order in the school.
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Search and Seizure (cont)

2. In order to maintain good principal-student relations, the student should be
present whenever a search of his property is undertaken; and an attempt
should be made to secure his consent.
3. Whenever possible, a witness should be present in instances of a search or
seizure of the property of a student.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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Interrogation of Students
A. Law Enforcement Authorities
Although the School Committee wishes to cooperate fully with law
enforcement agencies, it has a responsibility to protect the constitutional rights
of the students entrusted to its care. The interrogation of students by law
enforcement officers regarding acts committed outside the school committee's
jurisdiction shall be held outside the school day and off school property
whenever possible. If, in the principal's judgment, this restriction would
impede swift law enforcement, the interrogation of a student or students may
be permitted, with parental permission, within the school in a private place
designated by the principal and in the presence of a designated school
representative.
Students may be removed from the school by a law enforcement officer only
after the parents or guardian have been contacted and have given their consent
or upon the arrest of the student within due process of law including the,
presentation of a warrant when specified by law.
B. School Authorities
The interrogation of students by school authorities regarding serious acts
committed within the jurisdiction of the School Committee shall be held in
private and in the presence of an adult witness. Since the interrogation may
result in the suspension and/or expulsion of the student, the student shall be
accorded the rights and privileges outlined in the material on suspension and
expulsion in Sections 9-26 and 9-27 of this manual.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002
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ANIMALS IN SCHOOLS and SERVICE ANIMALS
No animal shall be brought to school without prior permission of the building principal.
The Stoneham Public Schools are committed to providing a high quality educational program to
all students in a safe and healthy environment.
School principals, in consultation with the health service providers in each building, shall utilize
Department of Public Health guidelines and student health records to determine which animals
may be allowed in the school building. The decision of the principal shall be final.
Educational Program – Use of animals to achieve specific curriculum objectives may be allowed
by the building principal provided student health and safety is not jeopardized and the individual
requesting that the animal be brought to school is responsible for adhering to Department of
Public Health guidelines and other conditions established by the principal to protect the health
and well-being of students.
Student Health – The health and well-being of students is the highest priority. Animals may cause
an allergic reaction or otherwise impair the health of students. No animals may be brought to
school or kept in the school, classroom, office or common areas that may negatively impact the
health of any student who must utilize the area. Animals that cause an allergic reaction or impair
the health of students shall be removed from the school immediately so that no student shall have
his/her health impaired and each student shall have full access to available educational
opportunities.
Animals Prohibited from School – Except for brief educational programs as outlined above, the
following classes of animals are prohibited from schools as recommended by the Departments of
Health and Elementary and Secondary Education:
- wild animals and domestic stray animals
- fur-bearing animals
- bats
- poisonous animals.
Exceptions are guide, hearing, service, or law enforcement dogs which may be allowed on school
grounds with proof of current vaccinations and prior approval of the superintendent of schools.
Service Animals (Guide or Assistance Dogs) – The Stoneham Public Schools does not permit
discrimination against individuals with disabilities, including whose who require the assistance of
a service animal. The district will comply with state and federal laws concerning the rights of
persons with guide or assistance dogs and will permit such animals on school grounds and on
school transportation. For the purposes of this policy, a service animal “includes any dog that has
been individually trained to do the work or perform tasks for the benefit of an individual with a
disability.” The district also recognizes that federal regulations urge reasonable modifications in
policies, practices or procedures for a miniature horse that also may serve as a service animal.
The district shall not assume or take custody or control of, or responsibility for, any service
animal or the care or feeding thereof. The owner or person having custody and control of the

animal shall be liable for any damage to persons, premises or facilities caused by the animal,
including, but not limited to, clean up, stain removal, etc.
If, in the opinion of the principal or designee, any service animal is not in the control of its
handler, or if it is not housebroken , the service animal may be excluded from the school. The
animal may be excluded if it presents a direct and immediate threat to others in the school. The
parent or guardian of the student having custody of the animal will be required to remove the
animal from school premises immediately.
If any student or staff member assigned to the classroom in which a service animal is permitted
suffers an allergic reaction to the animal, the person having custody and control of the animal will
be required to remove the animal to a different part of the school designated by the principal and
an alternative plan will be developed by school and district staff. Such plan could include the
reassignment of the personal having custody of the animal to a different classroom.
When a service animal is to be present in school on a regular basis, the student, parent and/or
animal owner shall be presented a copy of this policy.
The district shall be responsible for developing any specific procedures to accommodate a
student’s use of a service animal consistent with this policy.

Ref:

Americans with Disabilities Act
MASC

Adopted: March 17, 2011
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Accidents and Emergencies
A. Emergency Care
Emergency health care services for students and employees shall be available
in each school. Regulations, including procedures to be followed in the event
of an emergency or accident, shall be developed and shall be made available
to students and employees.
Students who become ill during the school day may not be sent home unless a
parent, guardian or a person designated by a parent or guardian is available to
care for the student.
B. Emergency First Aid
Students who are injured as a result of an accident shall be given emergency
first aid by the nurse on duty. However, if a student requires immediate
emergency first aid, a principal or teacher may apply such aid as is needed
while awaiting assistance from a doctor or nurse.
Students requiring immediate hospitalization may be transported to a hospital
by a teacher, principal or nurse; and the student's parents or guardian and the
family doctor shall be notified. If possible, the parent or guardian should be
notified before the student is transported to the hospital.

Legal Reference:
M.G.L., ch.71, sec. 55A.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Procedure for handling sick children.

9-61-1
STUDENTS

9-61-1: ATHLETIC CONCUSSION POLICY
The purpose of this policy is to provide information and standardized procedures for persons
involved in the prevention, training management and return to activity decisions regarding
students who incur head injuries while involved in extracurricular athletic activities1 including,
but not limited to, interscholastic sports, in order to protect their health and safety as required by
Massachusetts law and regulations. The requirements of the law apply to all public middle and
high schools, however configured, serving grades six through high school graduation. In addition
to any training required by law, the following persons shall complete one of the head injury safety
training programs approved by the Massachusetts Department of Public Health (DPH) as found
on its website: coaches; certified athletic trainers; trainers; volunteers; school and team
physicians; school nurses; athletic directors; directors responsible for a school marching band;
employees or volunteers; and students who participate in an extracurricular activity and their
parents.
Upon the adoption of this policy by the School Committee, the Superintendent shall ensure that
DPH receives an affirmation on school district letterhead that the district has developed policies
and the School Committee has adopted a final policy in accordance with law. This affirmation
shall be updated by September 30, 2013 and every two years thereafter upon review or revision of
its policies.
The Superintendent shall maintain or cause to be maintained complete and accurate records of the
district’s compliance with the requirements of the Concussion Law, and shall maintain the
following records for three years or, at a minimum, until the student graduates, unless state or
federal law requires a longer retention period:
1.
2.
3.
4.
5.

Verifications of completion of annual training and receipt of materials;
DPH Pre-participation forms and receipt of materials;
DPH Report of Head Injury Forms, or school based equivalents;
DPH Medical Clearance and Authorization Forms, or school based equivalents; and
Graduated reentry plans for return to full academic and extracurricular athletic activities.

This policy also applies to volunteers who assist with extracurricular athletic activities. Such
volunteers shall not be liable for civil damages arising out of any act of omission relating to the
requirements of law, unless such volunteer is willfully or intentionally negligent in his act or
omission.
Most student athletes who sustain a concussion can fully recover as long as their brain has time to
heal before sustaining another hit; however, relying only on an athlete’s self-report of symptoms
to determine injury recovery is inadequate as many high school athletes are not aware of the signs
and symptoms or the severity concussive injuries pose, or they may feel pressure from coaches,
1

Extracurricular Athletic Activity means an organized school sponsored athletic activity generally occurring outside of school
instructional hours under the direction of a coach, athletic director or marching band leader including, but not limited to, Alpine and
Nordic skiing and snowboarding, baseball, basketball, cheerleading, cross country track, fencing, field hockey, football, golf,
gymnastics, horseback riding, ice hockey, lacrosse, marching band, rifle, rugby, soccer, skating, softball, squash, swimming and
diving, tennis, track (indoor and outdoor), ultimate Frisbee, volleyball, water polo, and wrestling. All interscholastic athletics are
deemed to be extracurricular athletic activities.

parents, and/or teammates to return to play as quickly as possible. One or more of these factors
will likely result in under-diagnosing the injury and a premature return to play. Massachusetts
General Laws and Department of Public Health regulations make it imperative to accurately
assess and treat student athletes when concussions are suspected.
Student athletes who receive concussions may appear to be “fine” on the outside, when in
actuality they have a brain injury and are not able to return to play. Incurring a second
concussion can prove to be devastating to a student athlete. Research has shown that young
concussed athletes who return to play before their brain has healed are highly vulnerable to more
prolonged post-concussion syndrome or, in rear cases, a catastrophic neurological injury known
as Second Impact Syndrome.
The attached protocol will discuss and outline what a concussion is, the mechanism of injury,
signs and symptoms, management and return to play requirements, as well as information on
Second Impact Syndrome and past concussion syndrome. Lastly, this policy will discuss the
importance of education for our athletes, coaches and parents and other persons required by law.
This protocol should be reviewed on a yearly basis with all staff to discuss the procedures to be
followed to manage sports-related concussions. This protocol will also be reviewed on a yearly
basis by the athletic department as well as by nursing staff. Any changes in this policy will be
approved by the School Committee and given to athletic staff, including coaches and other school
personnel in writing. An accurate synopsis of this policy shall be placed in the student and
faculty handbooks.

Legal Refs: M.G.L. 111:222; 105 CMR 201.000
Adopted: 12.01.11
Revised: 02.16.12
Reviewed: August 29, 2013
Reviewed: September 10, 2015
Reviewed: July 26, 2017
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Public Performances by Students
A. Generally
The School Committee and the Superintendent may permit public performances by
students under the auspices of a school-sponsored organization if these performances:
1. Fit the objectives of the school.
2. Meet the needs and interests of the students.
3. Stimulate the students in improving their ability to perform.
4. Are appropriate to the participating age group.
5. Require no extraordinary training but are a natural
6. outgrowth of the normal teaching sequence.
7. Do not encroach upon the opportunities of professional performers or musicians.
B. Performances for Outside Sponsors
Students performing under the auspices of a school-sponsored organization may be
permitted to perform for outside organizations where admission fees are charged only
if the proceeds are used for charitable, educational or civic purposes. Costs associated
with these performances shall be borne by the sponsoring organization.
C. Payment for Performance
Payment for the performance by a school-sponsored organization is acceptable only
in the form of a contribution to support the work of the performing organization.
D. Supervision
Performing students shall be supervised by staff members under the direction of the
school.

Adopted:
Reviewed:

October 12, 1978
January 24, 2002

Section 9
ADDENDUM A
MGL Chapter 71, §37H and §37H ½

Chapter 71: Section 37H. Policies relative to conduct of teachers or students; student handbooks
Section 37H. The superintendent of every school district shall publish the district’s policies pertaining to
the conduct of teachers and students. Said policies shall prohibit the use of any tobacco products within the
school buildings, the school facilities or on the school grounds or on school buses by any individual,
including school personnel. Copies of these policies shall be provided to any person upon request and
without cost by the principal of every school within the district.
Each school district’s policies pertaining to the conduct of students shall include the following: disciplinary
proceedings, including procedures assuring due process; standards and procedures for suspension and
expulsion of students; procedures pertaining to discipline of students with special needs; standards and
procedures to assure school building security and safety of students and school personnel; and the
disciplinary measures to be taken in cases involving the possession or use of illegal substances or weapons,
the use of force, vandalism, or violation of other student’s civil rights. Codes of discipline, as well as
procedures used to develop such codes shall be filed with the department of education for informational
purposes only.
In each school building containing the grades nine to twelve, inclusive, the principal, in consultation with
the school council, shall prepare and distribute to each student a student handbook setting forth the rules
pertaining to the conduct of students. The school council shall review the student handbook each spring to
consider changes in disciplinary policy to take effect in September of the following school year, but may
consider policy changes at any time. The annual review shall cover all areas of student conduct, including
but not limited to those outlined in this section.
Notwithstanding any general or special law to the contrary, all student handbooks shall contain the
following provisions:
(a) Any student who is found on school premises or at school-sponsored or school-related events, including
athletic games, in possession of a dangerous weapon, including, but not limited to, a gun or a knife; or a
controlled substance as defined in chapter ninety-four C, including, but not limited to, marijuana, cocaine,
and heroin, may be subject to expulsion from the school or school district by the principal.
(b) Any student who assaults a principal, assistant principal, teacher, teacher’s aide or other educational
staff on school premises or at school-sponsored or school-related events, including athletic games, may be
subject to expulsion from the school or school district by the principal.
(c) Any student who is charged with a violation of either paragraph (a) or (b) shall be notified in writing of
an opportunity for a hearing; provided, however, that the student may have representation, along with the
opportunity to present evidence and witnesses at said hearing before the principal.
After said hearing, a principal may, in his discretion, decide to suspend rather than expel a student who has
been determined by the principal to have violated either paragraph (a) or (b).
(d) Any student who has been expelled from a school district pursuant to these provisions shall have the
right to appeal to the superintendent. The expelled student shall have ten days from the date of the
expulsion in which to notify the superintendent of his appeal. The student has the right to counsel at a
hearing before the superintendent. The subject matter of the appeal shall not be limited solely to a factual
determination of whether the student has violated any provisions of this section.

(e) When a student is expelled under the provisions of this section, no school or school district within the
commonwealth shall be required to admit such student or to provide educational services to said student. If
said student does apply for admission to another school or school district, the superintendent of the school
district to which the application is made may request and shall receive from the superintendent of the
school expelling said student a written statement of the reasons for said expulsion.
Chapter 71: Section 37H½. Felony complaint or conviction of student; suspension; expulsion; right to
appeal
Section 37H½. Notwithstanding the provisions of section eighty-four and sections sixteen and seventeen of
chapter seventy-six:
(1) Upon the issuance of a criminal complaint charging a student with a felony or upon the issuance of a
felony delinquency complaint against a student, the principal or headmaster of a school in which the
student is enrolled may suspend such student for a period of time determined appropriate by said principal
or headmaster if said principal or headmaster determines that the student’s continued presence in school
would have a substantial detrimental effect on the general welfare of the school. The student shall receive
written notification of the charges and the reasons for such suspension prior to such suspension taking
effect. The student shall also receive written notification of his right to appeal and the process for appealing
such suspension; provided, however, that such suspension shall remain in effect prior to any appeal hearing
conducted by the superintendent.
The student shall have the right to appeal the suspension to the superintendent. The student shall notify the
superintendent in writing of his request for an appeal no later than five calendar days following the
effective date of the suspension. The superintendent shall hold a hearing with the student and the student’s
parent or guardian within three calendar days of the student’s request for an appeal. At the hearing, the
student shall have the right to present oral and written testimony on his behalf, and shall have the right to
counsel. The superintendent shall have the authority to overturn or alter the decision of the principal or
headmaster, including recommending an alternate educational program for the student. The superintendent
shall render a decision on the appeal within five calendar days of the hearing. Such decision shall be the
final decision of the city, town or regional school district with regard to the suspension.
(2) Upon a student being convicted of a felony or upon an adjudication or admission in court of guilt with
respect to such a felony or felony delinquency, the principal or headmaster of a school in which the student
is enrolled may expel said student if such principal or headmaster determines that the student’s continued
presence in school would have a substantial detrimental effect on the general welfare of the school. The
student shall receive written notification of the charges and reasons for such expulsion prior to such
expulsion taking effect. The student shall also receive written notification of his right to appeal and the
process for appealing such expulsion; provided, however, that the expulsion shall remain in effect prior to
any appeal hearing conducted by the superintendent.
The student shall have the right to appeal the expulsion to the superintendent. The student shall notify the
superintendent, in writing, of his request for an appeal no later than five calendar days following the
effective date of the expulsion. The superintendent shall hold a hearing with the student and the student’s
parent or guardian within three calendar days of the expulsion. At the hearing, the student shall have the
right to present oral and written testimony on his behalf, and shall have the right to counsel. The
superintendent shall have the authority to overturn or alter the decision of the principal or headmaster,
including recommending an alternate educational program for the student. The superintendent shall render
a decision on the appeal within five calendar days of the hearing. Such decision shall be the final decision
of the city, town or regional school district with regard to the expulsion.
Upon expulsion of such student, no school or school district shall be required to provide educational
services to such student

ADDENDUM TO POLICY 9‐61‐1
ATHLETIC CONCUSSION REGULATIONS

Section I. What is a Concussion?
A concussion is defined as a transient alteration in brain function without structural damage, but with other
potentially serious long-term ramifications. In the event of a concussion, the brain sustains damage at a microscopic level
in which cells and cell membranes are torn and stretched. The damage to these cells also disrupts the brain at a
chemical level, as well as causing restricted blood flow to the damaged areas of the brain, thereby disrupting brain
function. A concussion, therefore, is a disruption in how the brain works; it is not a structural injury. Concussions are
difficult to diagnose because the damage cannot be seen. A MRI or CT Scan cannot diagnose a concussion, but they
can help rule out a more serious brain injury to a student athlete. Because concussions are difficult to detect, student
athletes must obtain medical approval before returning to athletics following a concussion.
Section II. Mechanism of Injury:
A concussion is caused by a bump, blow or jolt to the head or body. Any force that causes the brain to bounce around or
twist within the skull can cause a concussion. A bump, blow or jolt to the head or body can be caused by either indirect or
direct trauma. The two direct mechanisms of injury are coup-type and contrecoup-type. Coup-type injury is when the
head is stationary and struck by a moving object such as another player’s helmet, a ball, or sport implement, causing
brain injury at the location of impact. Contrecoup-type injury occurs when the head is moving and makes contact with an
immovable or slowly moving object as a result of deceleration, causing brain injury away from the sight of impact.
Indirect forces are transmitted through the spine and jaw or blows to the thorax that whip the head while the neck muscles
are relaxed. Understanding the way in which an injury occurred is vital in understanding and having a watchful eye for
athletes who may exhibit symptoms of a concussion so these student athletes can receive the appropriate care.
Section III. Signs and Symptoms:
Signs (what you see):
· Confusion
· Forgets plays
· Unsure about game, score, opponent
· Altered coordination
· Balance problems
· Personality change
· Slow response to questions
· Forgets events prior to injury (retrograde amnesia)
· Forgets events after injury (anterograde amnesia)
· Loss of consciousness (any duration)
Symptoms (reported by athlete):
· Headache
· Fatigue
· Nausea or vomiting
· Double vision/ blurry vision
· Sensitivity to light (photophobia)
· Sensitivity to noise (tinnitus)
· Feels sluggish
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·
·
·
·
·
·
·
·
·
·
·

Feels foggy
Problems concentrating
Problems remembering
Trouble with sleeping/ excess sleep
Dizziness
Sadness
Seeing stars
Vacant stare/ glassy eyed
Nervousness
Irritability
Inappropriate emotions

If any of the above signs or symptoms are observed after a suspected blow to the head, jaw, spine or body, they may be
indicative of a concussion and the student athlete must be removed from play immediately and not allowed to return
until cleared by an appropriate allied health professional.
Section IV. Management and Referral Guidelines:
1. When an athlete loses consciousness for any reason, the athletic trainer will start the EAP (Emergency Action
Plan) by activating EMS; check ABC’s (airway, breathing, circulation); stabilize the cervical spine; and
transport the injured athlete to the appropriate hospital via ambulance. If the athletic trainer is not available, the
coach should immediately call EMS, check ABCs and not move the athlete until help arrives.
2.

Any athlete who is removed from the competition or event and begins to develop signs and symptoms of a
worsening brain injury will be transported to the hospital immediately in accordance with the EAP. Worsening
signs and symptoms requiring immediate physician referral include:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
O.
P.
Q.
R.

3.

Amnesia lasting longer than 15 minutes
Deterioration in neurological function
Decreasing level of consciousness
Decrease or irregularity of respiration
Decrease or irregularity in pulse
Increase in blood pressure
Unequal, dilated, or unreactive pupils
Cranial nerve deficits
Any signs or symptoms of associated injuries, spine or skull fracture, or bleeding
Mental-status changes: lethargy, difficulty maintaining arousal, confusion, agitation
Seizure activity
Vomiting/ worsening headache
Motor deficits subsequent to initial on-field assessment
Sensory deficits subsequent to initial on-field assessment
Balance deficits subsequent to initial on-field assessment
Cranial nerve deficits subsequent to initial on-field assessment
Post-Concussion symptoms worsen
Athlete is still symptomatic at the end of the game

After a student athlete sustains a concussion, the athletic trainer will use the Standardized Assessment for
Concussion (SAC) to assess and document the student athlete’s concussion. The athletic trainer will also report
on the student athlete’s signs and symptoms by using the Signs and Symptoms Check-List. On the signs and
symptoms checklist, the athletic trainer will also check pulse and blood pressure of each student athlete with a
suspected concussion. After the initial evaluation of a concussion, all signs and symptoms will be tracked on the
computer using the ImPact Test.
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4. Any athlete who is symptomatic but stable is allowed to go home with his/her parent(s)/guardian(s)
following the head injury.
A. If the head injury occurs at practice, parent(s)/guardian(s) will immediately be notified and must come and
pick up the student athlete and talk to the certified athletic trainer in person.
B. If the injury occurs at a game or event the student athlete may go home with the parent/guardian(s)
after talking with the certified athletic trainer.
C. Parent(s)/guardian(s) will receive important information regarding signs and symptoms of
deteriorating brain injury/function prompting immediate referral to a local emergency room as well as return
to play requirements. Parent(s)/guardian(s), as well as student athletes, must read and sign the Concussion
Information and Gradual Return to Play form and bring it back to the certified athletic trainer before
starting with the return to play protocol.
V. Gradual Return to Play Protocol:
1.

A.

B.
C.

D.

E.
F.
G.

Student athletes, with the consent of their parent(s)/guardian(s), will start taking the ImPact Test (or other
approved test identified by the School District). The ImPact Test is a tool that helps manage concussions,
determine recovery from injury, and is helpful in providing proper communication between coaches, parents and
clinicians. The ImPact Test is a neurocognitive test that helps measure student athletes’ symptoms, as well as
test verbal and visual memory, processing speed and reaction time. It is mandatory for all student athletes to take
the ImPact Test for a baseline score in accordance with Massachusetts State Law. The law states that all public
schools must develop safety protocols on concussions and all public schools must receive information on past
concussion history. The ImPact Test appears to be a promising tool in monitoring a student athlete’s prior
concussions, as well as any future concussions.

2. Each student athlete will complete a baseline test at the beginning of their sport season. All student athletes
and club cheerleading members will undergo ImPact testing. Student athletes will be re- tested every other
year. If a student athlete plays more than one sport during the academic year, their test will remain valid. For
example, if a soccer student athlete also plays basketball in the winter, the student athlete will not have to take the
ImPact Baseline Test again in the winter. If a student athlete posts scores below the norm, the student athlete will
be re-tested at another time with either the certified athletic trainer or school nurse. Student athletes cannot
begin practice until a valid baseline score is obtained during their designated time to take the test.
At the beginning of every sport season, student athletes are required to complete a concussion history form and
return it to the athletic department. This information will be recorded in the student information system for tracking
purposes.
Following any concussion the athletic trainer must notify the athletic director and school nurses.
Following a concussion the student athlete will take a post-injury test within 24 to 48 hours following the head
injury.
STUDENT
ATHLETES
WILL
NOT
BE
ALLOWED
TO
MOVE ON TO
FUNCTIONAL/PHYSICAL TESTING UNTIL THEIR IMPACT TEST IS BACK TO THE BASELINE
SCORE AND ASYMPTOMATIC. After a student athlete takes their first post- injury test, the student athlete will
not be re-tested again for 5 days.
If, after the first post-injury ImPact test, the athlete is not back to his/her baseline the
parent/guardian(s) will be notified, and the student athlete will be referred to their healthcare provider and
must have the Concussion Information and Gradual Return to Play form signed by a physician, physician assistant,
licensed neuropsychologist or nurse practitioner stating when the athlete is allowed to return to play.
Following a post-injury test, the certified athletic trainer will take the Concussion Information and Gradual Return to
Play form signed by the parent(s)/guardian(s) and fill in the date of all post-injury tests taken by each student athlete.
The certified athletic trainer will also document the date on which the athlete is asymptomatic and
sign the document agreeing that all the above statements are true and accurate.
Once the athlete starts on the exertional post concussion tests, the parent(s)/guardian(s) will be
notified and the athlete will be sent home with all signed documents relating to head injury. At this time the
parent/guardian(s) must bring the student athlete to a licensed physician, licensed neuropsychologist, licensed
physician assistant, nurse practitioner or other appropriately trained or licensed healthcare professional to be
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medically cleared for participation in the extracurricular activity.
H. Student athletes who continue to exhibit concussion symptoms for a week or more must be
evaluated by a physician before returning to play.
I. Once a student athlete’s post-injury test is back at the student athlete’s baseline score, the student
athlete will go through 5 days of Exertional Post Concussion Tests. The student athlete must be asymptomatic for
all functional and physical tests to return to play (RTP). All tests will be administered by a certified athletic trainer.

Exertional Post Concussion Tests:
A. Test 1: (30% to 40% maximum exertion): Low levels of light physical activity. This will include walking, light
stationary bike for about 10 to 15 minutes. Light isometric strengthening (quad sets, UE light hand weights, ham
sets, SLR’s, resistive band ankle strengthening) and stretching exercises.
B. Test 2: (40% to 60% maximum exertion): Moderate levels of physical activity. Treadmill jogging,
stationary bike, or elliptical for 20 to 25 minutes. Light weight strength exercises (resistive band exercises UE and
LE, wall squats, lunges, step up/downs. More active and dynamic stretching.
C. Test 3: (60% to 80% maximum exertion). Non-contact sports specific drills. Running, high intensity stationary bike or
elliptical 25 to 30 minutes. Completing regular weight training. Start agility drills
(ladder, side shuffle, zig-zags, carioca, box jumps, and hurdles).
D. Test 4: (80% maximum exertion). Limited, controlled sports specific practice and drills.
E. Test 5: Full contact and return to sport with monitoring of symptoms.
Section VI. School Nurse Responsibilities:
1. Assist in testing all student athletes with baseline and post-injury ImPact testing.
2. Participate and complete the CDC training course on concussions. A certificate of completion will be
recorded by the nurse leader yearly.
3. Complete symptom assessment when student athlete enters Health Office (HO) with questionable
concussion during school hours. Repeat in 15 minutes.
4. Observe students with a concussion for a minimum of 30 minutes.
5. If symptoms are present, notify parent/guardian(s) and instruct parent/guardian(s) that student must be evaluated
by an MD.
(a) If symptoms are not present, the student may return to class.
6. If symptoms appear after a negative assessment, MD referral is necessary.
7. Allow students who are in recovery to rest in HO when needed.
8. Develop plan for students regarding pain management.
9. School nurse will notify teachers and guidance counselors of any students or student athletes who have academic
restrictions or modifications related to their concussion.
10. Educate parents and teachers about the effects of concussion and returning to school and activity.
11. If injury occurs during the school day, inform administrator and complete accident/incident form.
12. Enter physical exam dates and concussion dates into the student information system.
Section VII. School Responsibilities:
1. Review and, if necessary, revise, the concussion policy every 2 years.
2. Once the school is informed of the student’s concussion, a contact or “point person” should be identified
(e.g. the guidance counselor, athletic director, school nurse, school psychologist or teacher).
3. Point person to work with the student on organizing work assignments, making up work and giving
extra time for assignments and tests/quizzes.
4. Assist teachers in following the recovery stage for student.
5. Convene meeting and develop rehabilitative plan.
6. Decrease workload if symptoms appear.
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7. Recognize that the student’s ability to perform complex math equations may be different from the ability to write a
composition depending on the location of the concussion in the brain.
8. Educate staff on the signs and symptoms of concussions and the educational impact concussions may have on
students.
9. Include concussion information in student handbooks.
10. Develop a plan to communicate and provide language-appropriate educational materials to parents with
limited English proficiency.
Section VIII. Athletic Director Responsibilities:
1. Provide parents, athletes, coaches, and volunteers with educational training and concussion materials yearly.
2. Ensure that all educational training programs are completed and recorded.
3. Ensure that all students meet the physical exam requirements consistent with 105 CMR 200.000 prior to
participation in any extracurricular athletic activity
4. Ensure that all students participating in extracurricular athletic activity have completed and submitted
their pre-participation forms, which include health history form, concussion history form, and MIAA
form.
5. Ensure that athletes are prohibited from engaging in any unreasonably dangerous athletic technique that endangers
the health or safety of an athlete, including using a helmet or any other sports equipment as a weapon.
6. Ensure that all head injury forms are completed by parent/guardian(s) or coaches and reviewed by the
coach, athletic trainer, school nurse and school physician.
7. Inform parent/guardian(s) that, if all necessary forms are not completed, their child will not participate
in athletic extracurricular activities.
Section IX. Parent/Guardian Responsibilities:
1. Complete and return concussion history form to the athletic department.
2. Inform school if student sustains a concussion outside of school hours. Complete new concussion
history form following new injury.
3. If student suffers a concussion outside of school, complete head injury form and return it to the school
nurse.
4. Complete a training provided by the school on concussions and return certificate of completion to the
athletic department.
5. Watch for changes in your child that may indicate that your child does have a concussion or that your
child’s concussion may be worsening. Report to a physician:
A. Loss of consciousness
B. Headache
C. Dizziness
D. Lethargy
E. Difficultly concentrating
F. Balance problems
G. Answering questions slowly
H. Difficulty recalling events
I. Repeating questions
J. Irritability
K. Sadness
L. Emotionality
M. Nervousness
N. Difficulty with sleeping
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6.
7.
8.
9.

Encourage your child to follow concussion protocol.
Enforce restrictions on rest, electronics and screen time.
Reinforce recovery plan.
Request a contact person from the school with whom you may communicate about your child’s progress and
academic needs.
10. Observe and monitor your child for any physical or emotional changes.
11. Request to extend make up time for work if necessary.
12. Recognize that your child will be excluded from participation in any extracurricular athletic event if all forms are
not completed and on file with the athletic department.
Section X. Student and Student Athlete Responsibilities:
1. Complete Baseline ImPact Test prior to participation in athletics.
2. Return required concussion history form prior to participation in athletics.
3. Participate in all concussion training and education and return certificate of completion to the athletic
department prior to participation in athletics.
4. Report all symptoms to athletic trainer and/ or school nurse.
5. Follow recovery plan.
6. REST.
7. NO ATHLETICS.
8. BE HONEST!
9. Keep strict limits on screen time and electronics.
10. Don’t carry books or backpacks that are too heavy.
11. Tell your teachers if you are having difficulty with your classwork.
12. See the athletic trainer and/or school nurse for pain management.
13. Return to sports only when cleared by physician and the athletic trainer.
14. Follow Gradual Return to Play Guidelines.
15. Report any symptoms to the athletic trainer and/or school nurse and parent(s)/guardian(s) if any occur
after return to play.
16. Return medical clearance form to athletic trainer prior to return to play.
17. Students who do not complete and return all required trainings, testing and forms will not be allowed to
participate in sports.

Section XI. Coach & Band Instructor Responsibilities:
1.

2.
3.
4.
5.

Participate in Concussion Education Course offered by the National Federation of State High School
Associations (NFHS) on a yearly basis. Complete certificate of completion and return to the athletic
department.
Ensure all student athletes have completed ImPact baseline testing before participation.
Ensure all student athletes have returned concussion history and health history form prior to
participation in athletics.
Complete a head injury form if their player suffers a head injury and the athletic trainer is not present at the
athletic event. This form must be shared with the athletic trainer and school nurse.
Ensure all students have completed a concussion educational training and returned their certificate of
completion prior to participation in athletics.

6. Remove from play any student athlete who exhibits signs and symptoms of a concussion.
7. Do not allow student athletes to return to play until cleared by a physician and athletic trainer.
8. Follow Gradual Return to Play Guidelines.
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9. Refer any student athlete with returned signs and symptoms back to athletic trainer.
10. Any coach, band instructor, or volunteer coach for extracurricular activities shall not encourage or permit a
student participating in the activity to engage in any unreasonably dangerous athletic technique that unnecessarily
endangers the health of a student athlete, including using a musical instrument, helmet or any other sports
equipment as a weapon.

Section XII. Post Concussion Syndrome:
Post Concussion Syndrome is a poorly understood condition that occurs after a student athlete receives a concussion.
Student athletes who receive concussions can have symptoms that last a few days to a few months, and even up to a full
year, until their neurocognitive function returns to normal. Therefore, all school personnel must pay attention to and
closely observe all student athletes for post concussion syndrome and its symptoms. Student athletes who are still
suffering from concussion symptoms are not ready to return to play. The signs and symptoms of post concussion syndrome
are:
·
·
·
·
·
·
·
·
·
·
·
·
·
·

Dizziness
Headache with exertion
Tinnitus (ringing in the ears)
Fatigue
Irritability
Frustration
Difficulty in coping with daily stress
Impaired memory or concentration
Eating and sleeping disorders
Behavioral changes
Alcohol intolerance
Decreases in academic performance
Depression
Visual disturbances

Section XIII. Second Impact Syndrome:
Second impact syndrome is a serious medical emergency and a result of an athlete returning to play and competition too
soon following a concussion. Second impact syndrome occurs because of rapid brain swelling and herniation of the brain
after a second head injury that occurs before the symptoms of a previous head injury have been resolved. The second
impact that a student athlete may receive may only be a minor blow to the head or it may not even involve a hit to the
head. A blow to the chest or back may create enough force to snap the athlete’s head and send acceleration/deceleration
forces to an already compromised brain. The resulting symptoms occur because of a disruption of the brain’s blood
autoregulatory system which leads to swelling of the brain, increasing intracranial pressure and herniation.
After a second impact a student athlete usually does not become unconscious, but appears to be dazed. The student
athlete may remain standing and be able to leave the field under his/her own power. Within fifteen seconds to several
minutes, the athlete’s condition worsens rapidly, with dilated pupils, loss of eye movement, loss of consciousness leading
to coma and respiratory failure. The best way to handle second impact syndrome is to prevent it from occurring
altogether. All student athletes who incur a concussion must not return to play until they are asymptomatic and cleared by
an appropriate health care professional.

Massachusetts Association of School Committees – Page 7

Section XIV. Concussion Education:
It is extremely important to educate coaches, athletes and the community about concussions. On a yearly basis, all
coaches must complete the online course called “Concussion In Sports: What You Need to Know”. This course is
offered by the National Federation of State High School Associations (NFHS). Student athletes also
need to understand the importance of reporting a concussion to their coaches, parents, athletic trainer and other school
personnel. Every year student athletes and parents will participate in educational training on concussions and complete a
certificate of completion. This training may include:
·
·

CDC Heads-Up Video Training, or
Training provided by the school district

The school district may also offer seminars, speakers, and discussion panels on the topic of concussions. Seminars offer an
opportunity for the certified athletic trainer, athletic director and nurse leader to speak about concussions on the field at
practices and games and to discuss the protocol and policy that the district has enacted. Providing education within the
community will offer the residents and parents of athletes an opportunity to ask questions and voice their concerns
on the topic of brain injury and concussions. When it comes to concussions, everyone needs to be aware of the potential
dangers and remember that a concussion is a brain injury. Whenever anyone has a doubt about a student athlete with a
concussion, SIT THEM OUT and have them see the appropriate healthcare professional!

Massachusetts Association of School Committees – Page 8

Policy Index

-AAbsences
employee, 8-50, 8-51
student, 9-20
notification program 9-17.1
Academic Punishment, 9-34
Accidents, student
emergency treatment, 9-61
insurance, 9-57
Accounting system, 4-12, 4-15, 4-16
Administration
lines of responsibility, 3-8
purpose of, 3-1
(see Administration, Series 3)
Administrative
committees, 3-10
councils, 3-10
directives, 3-10
leeway in absence of policy, 3-12
personnel, (see administrators
publications 5-3)
Administrators
appointment of, 3-31
commitment by, 3-2
contracts, 3-6
decisions, review of, 3-13
defined, 8-2
evaluation of, 3-15, 3-21
fringe benefits, 3-4
job descriptions, 3-16
letter of agreement, 3-2
lines of responsibility, 3-8
new positions, 3-21
salaries, 3-3
work days, 3-6
work hours, 3-6
Admission requirements, 9-17
Advertising in schools, 5-5
Adult education, 6-38
teachers, 8-22
AED Policy
AIDS (Acquired Immune Deficiency
Syndrome) 9-28

Aides (see paraprofessionals)
Alcohol
use by employees, 8-7
on school grounds, 5-23
use by students, 8-7, 9-39
Allergy Awareness/Response 6-23.1
Animals in Schools and
Service Animals, 9-60
Announcements
distribution of, 5-9
of school committee meetings, 2-28,
2-30, 2-31, 5-10
in schools, 5-5
Appointment of employees, 2-2, 8-3
Assaults by students, 9-34
Assignment of employees, 8-14
Assistant Superintendent (see
administration)
Athletic Fields, 5-23
Athletics
broadcasting of, 5-2
interscholastic, 6-22
Attendance, students
areas, 9-19
compulsory, 9-16
exemptions from, 9-16
Audits, 4-16
Authority
of School Committee, (see School
Committee over students, 9-1)
-BBargaining organizations, 8-8
recognition of, 8-8
(see appendix of this manual)
Bids, 4-27
Bonding of employees, 4-3
Books, lost of damaged, 6-30
Broadcasting school activities, 5-2
Budget
adoption of, 4-11
approval, 2-2
defined, 4-10
disbursements from, 4-10, 4-26
form, 4-10

preparation, 4-11
Budget (continued)
program, 4-11, 4-12
responsibility form, 4-10
transfer of funds in, 4-12
Building Committee, 7-1
Buildings and grounds
maintenance, 4-33
security of, 4-36
use of, 5-23
Bullying in Schools, 9-9.1
Bus transportation, 4-40
conduct by students, 9-35
drills, 6-4
field trips, 6-28
Business affairs, supervision of, 4-1
(Bylaws, series 2)
adoption, 2-22
amendment, 2-22
defined, (see introduction)
repeal, 2-22
suspension, 2-22
-CCafeterias, 4-44
Calendar, school, 6-1
Ceremonies and observances, 6-6
Certified personnel
absences, 8-50
alcohol, abuse by, 8-7
assignment, 8-4
bargaining organizations, 8-8
CORI requirements, 8-1
defined, 8-2
dismissal, 8-15
drugs, abuse by, 8-7
evaluation of, 8-19
grievance procedure, 8-4
health examinations, 8-11
insurance, 8-44
leaves, 8-50
for professional growth, 8-29
non-school employment, 8-33
payroll deductions, 8-43
personnel records, 8-6
probation, 8-15
qualifications, 8-10
recruitment of, 8-10
resignation, 8-17
salary guides, 8-40
salary schedules, 8-41

supplemental salaries, 8-40.1
suspension of, 8-7, 8-14.1
transfers, 8-14
work day, 8-5
workload, 8-34
Citizens
advisory committees, 5-18
access to records, 2-36
complaints by, 5-12
food service for, 4-44
involvement, 5-1
at meetings, 2-34, 2-37
visits to schools, 5-19
Class
funds, 4-19
size, 6-24
Classified personnel
absences, 8-50
alcohol, abuse of, 8-7
assignments, 8-14
bargaining organizations, 8-8
civil service, 8-17
CORI requirements, 8-1
defined, 8-2
dismissal, 8-15
evaluation of, 8-19
grievance procedures, 8-4
health examinations, 8-11
insurance, 8-44
leaves, 8-50
non-school employment, 8-33
overtime, 8-40.1
paraprofessionals, 8-20
payroll deductions, 8-43
personnel records, 8-6
probation, 8-15
qualifications, 8-10
recruitment of, 8-10
resignations, 8-17
salary guides, 8-40
salary schedules, 8-41
suspension of, 8-7, 8-14.1
transfers, 8-14
work day, 8-5
Closing of schools, 6-5
Clubs, 6-21, 9-50
Coaches, 6-22
College courses, 6-25
Committees
administrative, 3-10
citizens’ advisory, 5-18

of School Committee, 2-19
student advisory, 9-51
Communications
administrative, 3-10
for advertising, 5-5
distribution of, 5-9
lines of, 3-8
non-school publications, 5-4
with the public, 5-1
with School Committee, 2-25
school mail, 5-9
school news, 5-7
student, lines of, 9-3, 9-4
Community use, 2-23
Compensation of
principals, 8-47
non-represented Central Office 8-48
substitutes, 8-49, 8-49.1
misc. employees, 8-49.2
Complaints
re: instructional materials, 6-30.1
from the public, 2-24, 2-38, 5-12
by students, 9-4
Compulsory attendance, 9-16
Concussions, 9-61-1
Conduct on buses, 9-35
Conduct of students, 9-32, 9-41
Conferences, 3-14
Conflict of interests, 2-9, 4-2
Consultants, 3-5
Contests, 5-6
Contracts
(see negotiated agreements in
Appendix of this manual)
Contractors, 4-23
Controversial issues, 6-19
Conventions, 3-14, 8-30
CORI requirements, 8-1
Corporal punishment, 9-34
Councils, 3-10, 5-20
Counsel, legal, 2-3
Course credit vouchers, 8-29
Course load, student, 6-25
Courses of study, 2-2, 6-9
Crowd control, 5-23
Creative programs, 6-10
Crisis plan, 3-17
Curriculum
advance placement, 6-25
challenges to, 6-30.1
college courses in, 6-25

creative programs, 6-10
goals, 6-0
guides, 6-9
instructional materials, 6-30
objectives, 6-0
religion in, 6-20
tests to improve, 6-34
-DDangerous articles, 9-32
Defibrillators: Policy & Procedures 5-24
Definition of personnel, 9-32
Demonstrations by students, 9-37
Detention of students, 9-34
Digital recording, 8-0, 9-0
Directories
staff, 5-15
student, 9-6
Disability, 8-9.3
Disaster plans, 6-4
Discipline, student, 9-34, 9-41
academic, 6-27
appeals, 9-4, 9-26, 9-27
expulsion, 9-27, 9-41
suspension, 9-26
Discrimination, 8-9
Dismissal
of employees, 8-15
of students, early, 9-21
Dogs on School Grounds 4-33
Dress, student, 9-33
Drills for emergency, 6-4
Driver education, 6-14
Drugs
education, 6-15
employee use, 8-7
as medication, 9-38
student use, 8-7, 9-38
-EEmergency
closing of school, 6-5
drills, 6-4
evacuation of buildings, 5-23
medical treatment, 9-61
Emergency (continued)
repairs, 4-33
use of schools, 5-23
Employees
See Administrators

See Certified personnel
See Classified personnel
bonds, 4-3
defined, 8-1
directory, 5-15
employment of relatives, 8-3
insurance, 8-44
outside employment, 8-33
political activities, 5-16
selling by, 8-33
Energy Reduction, 4-38
English Language Learners ELL, 6-8
Ethics, Series 1 Introduction
Evaluation
of administrators, 3-15, 3-21
of personnel, 8-19
of students, 9-42
of superintendent, 3-20
Expenses
employees, 8-45
School Committee, 2-8
Expulsion of students, 9-27, 9-41
Extracurricular activities, 6-21, 9-50
-FFacilities
naming of, 5-29, 7-3
use of, 5-23
rental fees, 5-23
development goals, 7-0
planning, 7-1
retirement of, 7-2
Faculty meetings, 8-37
Federal funds
audit, 4-16
transfer of, 4-12
Fees
adult education, 6-38
books, 6-30
summer school, 6-39
use of facilities, 5-23
See tuition
Field trips, 6-28
Financial reports, 4-17
Fire drills, 6-4
Flags, 6-6
Food services, 4-44
Food in classroom 6-23.1
Fringe benefits
administrators, 3-4

Fund raising, 5-8
Funds
activity, 4-16, 4-19
awards, 4-19
class, 4-19
federal, 4-15, 4-16
general, 4-16
petty cash, 4-18
scholarship, 4-19
special, 4-17, 4-19
student, 4-16, 4-19
transfer of, 4-12
-GGeneral fund
audit, 4-16
Gifted students, 6-12
Gifts
to employees, 5-14
of monies, 4-5
by students, 5-14
Goals, 6-0
Government, student, 9-51
Graduation Requirements, 6-36.1
Grievance procedures, 8-4
Grouping for instruction, 6-26
Guest speakers, 6-29
-HHandicapped students
grievance procedures, 8-4
See Special educations
Harassment, 8-9
Head Injuries, 9-61-1
Health
examinations, 8-11
insurance, 8-44
Holiday guidelines, 6-6
Home instruction, 6-37, 9-18
Homeless students, 9-30
Homework, 6-27
Hospital Instruction, 6-37
-IIdling of Motor Vehicles, 4-35a
Immunization, 9-17
Increment credits, 8-29
Information, release of

re: school, 2-2, 5-7
Innovative programs, 6-10
Instructional materials,
challenges of, 6-30.1
commercial, 5-5
controversial, 6-19
selection of, 6-30
Insurance, 4-8
liability, 4-8
personnel, 8-44
student, 9-57
vehicle, 5-8
Internships, administrative, 3-7
Interrogation of students, 9-59
Interscholastic athletics, 6-22
Inventory, 4-31
-JJob descriptions, 3-16
-KKindergarten
photographs, 9-5
retention, 9-43
transportation, 4-40
-LLeaves, 8-50, 8-51
for administrators, 3-4
for professional growth, 8-29
Legal counsel, 2-3
Life insurance, 8-44
Lines of responsibility, 3-8
Lockers, search of, 9-58
-MMail service, 5-9
Maintenance, 4-33
“Green” Cleaning, 4-39
Married students, 9-25
Medication, 9-38
Meetings
faculty, 8-37
professional, 3-14
School Committee (see School
Committee)
Minutes of silence, 6-6

Monies
as gifts, 4-5
in schools, 4-7
Motor vehicles, 4-35
Motor Vehicles Idling 4-35a
-NNaming new/renovated school facilities,
5-29, 7-3
Negotiated agreements
See Appendix of this manual
Nepotism, 8-3
News media, 5-2
Non-custodial parental rights, 9-46
Nondiscrimination
in employment, 8-10, 8-12
grievance procedures, 8-4
students/personnel 8-9
Non-resident students, 9-29
special education students, 9-17.3
summer school, 6-39
Non-school
employment, 8-33
publications, 5-4, 9-52
Notices
distribution of, 5-9
posting, 5-5
of School Committee meetings, 2-28,
2-30, 2-31, 5-10
Nutrition, 6-23
-OObjectives, 6-9
Obscenities, 9-32
Obsolete equipment, 4-32
Occupational education, 6-18
Opening ceremonies, 6-6
Overnight trips, 6-28
Overtime, 8-40.1
-PParaprofessionals, 8-20
Parent conferences, 9-42
Parent notification of sex education, 6-30.2
Parent-teacher organizations, 5-28
Parental rights, non-custodial, 9-46
Payment of
bills, 4-26

salaries, 4-26
Payroll deductions, 8-43
Pay schedules, 8-42
Personnel
CORI requirements, 8-1
defined, 8-1
record, 8-6
See Administrative
See Certified
See Classified
Petty cash funds, 4-18
Photographs, 9-5, 8-0, 9-0
Physical education, 6-16
Physical restraint, 9-56
Pledge of allegiance, 6-6
Police
interrogations, 9-59
search of
persons, 9-58
property, 9-58
students, removal of, 9-59
Policy
in absence of, 3-12
distribution of, 3-12
See School Committee
See Introduction
Policymaking, 2-2
Political
activities by employees, 5-16
literature, 5-5
Pregnant students, 9-24
Principals, 3-22
compensation of, 8-47
See Administrators
Private field trips, 6-28
Private schools
loan of textbooks, 6-30
Probation for employees, 8-15
Profanity, 9-32
Professional growth of staff, 8-29
Program budgeting, 4-11, 4-12
Promotion
of relatives, 8-3
of students, 9-43
Public
complaints by, 2-24, 2-38, 5-12, 6-30.1
performances by students, 9-62
records, access to, 2-36
at School Committee meetings, 2-27,
2-34, 2-37
use of schools, 5-23

Publications
by administration, 5-3
advertising through, 5-5
commercial, 5-5
non-school sponsored, 5-4
of reports, 5-11
student, 5-4, 9-52
Purchasing, 4-23, 4-24, 4-26, 4-27, 4-32
bids, 4-27
of instructional materials, 6-30
quotations, 4-27
-QQualifications
for administrators, 3-21
for School Committee members, 2-5
for Superintendent, 3-18
for supervisors, 3-21
for teachers, 6-0
-RRadio/television participation in, 5-2
Raising and soliciting funds, 5-23
Recognition of employee organizations,
8-8 (See appendix)
Records
personnel, 8-6
School Committee, 2-36
Recycling, 4-42, 4-43
Reduced price lunches, 4-44
Regulations, 2-23
distribution of, 3-10
(See introduction)
Relations
community, 5-1
School Committee/
Superintendent 3-18.1
Relatives, employment of, 8-3
Release of students
to parents, 9-31
to police, 9-59
for work, 9-21
Religion, 6-20
Rental fees, 5-23
Reports
annual, 5-3
financial, 4-17
to parents, 9-42
publication of, 5-11

state, 4-17
Requisitions, 4-24
Resignations, 8-17
Resource speakers, 6-29
Responsibilities
line of, 9-3
of students, 9-2
Restraint policy, 9-56
Retention of students, 9-43
Rights of students, 9-2

-SSalaries, approval of, 2-2
Salary guides administrators, 3-3
Salary schedules, 8-41
Sales representative, 4-6
Scholarship funds, 4-19
School
admission requirements, 9-17
attendance areas, 9-19
authority, 9-1, 2-1
business affairs, 4-1
calendar, 6-1
closings, 6-5
curriculum (see Curriculum)
day, 6-2
facilities, use of, 5-23
goals, 6-0
objectives, 6-0
visitors, 5-19
School Committee
administrative decision,
review of, 3-13
agenda, 2-28, 2-34
annual organization meeting, 2-28,
2-29
election of officers, 2-13, 2-29
of secretary, 2-13, 2-29
appointment of personnel, 2-2
of committees, 2-29
authority of, 2-1
over students, 9-1
bylaws (series 2)
adoption, 2-22
amendment, 2-22
defined, (see introduction)
repeal, 2-22

suspension, 2-2
commitment to administration, 3-2
committees, 2-19
communications
with staff, 2-25
with public, 5-1
complaints from public, 2-24, 2-38,
5-12
composition, 2-4
conflict of interest, 2-9, 4-2, 8-3
courses of study, 2-2
duties, 2-2
ethics, (Introduction, Series 1)
evaluation of
school department, 2-2
Superintendent, 3-20
executive sessions, 2-33
legal counsel, 2-3
meetings
advance information, 2-28
agenda, 2-34, 2-37, 2-38
annual, 2-28, 2-29
emergency, 2-28, 2-31
executive sessions, 2-33, 2-36
handling complaints, 2-24, 2-38,
5-12
minutes of, 2-33
moment of silence, 2-27
notice of, 2-28, 2-30, 2-31, 5-10
pledge of allegiance, 2-27
procedures during, 2-30, 2-35, 236, 2-37
public, 2-27
public participation, 2-34, 2-37
quorum, 2-35
regular, 2-28, 2-29, 2-30
special, 2-28, 2-31
voting in, 2-35
members
absence from meeting, 2-35, 2-36
authority of, 2-10
compensation, 2-8
election, 2-5
expenses, 2-8
liability insurance, 4-8
oath of office, 2-5, 2-29
orientation of, 2-11
qualifications, 2-5
responsibilities, 2-10
student, 2-12
term of office, 2-5

vacancies, 2-5
members-elect, 2-11
minutes of,
executive sessions, 2-33, 2-36
regular meetings, 2-36
officers
chairman, 2-13, 2-14, 2-16, 2-19,
2-29
presiding, 2-35
vacancies, 2-16
vice-chairman, 2-13, 2-14, 2-16
official title, 2-1
parliamentary procedures, 2-30, 2-35
policies
adoption, 2-21
amendment, 2-21
defined (see introduction)
formulation, 2-20
repeal, 2-21
suspension, 2-21
powers, 2-2
regulations
adoption, 2-23
defined (see introduction)
formulation, 2-23
relationship with Superintendent,
3-18.1
student representatives, 2-12, 9-51
textbook selection, 2-2
title, 2-1
School Councils, 5-20
School Improvement, 5-20
Search
of lockers, 9-58
of students, 9-58
of property, 9-58
Secretary to Committee, 2-2
Secret societies, 9-50
Section 504, 8-9.3
Security of school property, 4-36
Seizure of student property, 9-58
Sex education, notification of, 6-30.2
Sex discrimination, 8-4
Sexual Harassment, 8-9
Signs, posting of, 5-5
Slow learners, 6-13
Smoke drills, 6-4
Smoking,
students, 9-39
staff, 8-7.1
Social Networking 8-0-2

Special education, 6-11
assignment, 9-19
home instruction, 6-37
Student activity funds, audit, 4-16
Student representatives, 2-12
Students
absences, 9-20
admission requirements, 9-17, 9-17.1
advisory committee, 9-51
advanced placement course, 6-25
alcohol, use by, 8-7
appeal of disciplinary action, 9-4
assault, 9-41
behavior, 9-32
bus conduct, 9-35
clubs, 6-21, 9-50
complaints by, 9-4
course load, 6-25
demonstrations, 9-37
destruction of property, 9-36
digital recording of, 9-0
directory, 9-6
discipline of, 9-34, 9-41
dress, 9-33
drugs, use by, 8-7, 9-38, 9-41
early release, 9-21
emergency care, 9-61
expulsion, 9-27, 9-41
extracurricular activities, 6-21
fees, 9-13
field trips, 6-28
gifted, 6-12
government, 9-51
grouping of, 6-26
homeless, 9-30
homework, 6-27
insurance, 9-57
interrogation of, 9-59
lines of responsibilities, 9-3
married, 9-25
medication, 9-38
organizations, 6-21, 9-50
photographs, 9-5
physical restraint, 9-56
pregnancy, 9-24
progress reports, 9-2
promotion, 9-43
publications, 9-52, 5-4
public performances, 9-62
responsibilities, 9-2, 9-50
retention, 9-43

rights, 9-2
school day, 6-2
search of, 9-58
seizure of property, 9-58
silent meditation, 6-6
slow learners, 6-13
smoking, 9-39
suspension, 9-26
talented, 6-12
technology, acceptable use, 9-0.1
testing of, 6-34
transfers, 9-22
truancy, 9-20
underachievers, 6-13
videotaping of, 9-0
warning notices, 9-42
weapons, 9-41
wellness program, 6-23
Student teachers, 8-25
Substance Abuse, 9-38, 9-39, 9-41
Substitute teachers, 8-21
Summer school, 6-39
teachers, 8-22
Superintendent
absence of, 3-14
appointment, 3-18
authority of, 3-19
delegation of authority, 3-19
employment, 2-2
qualifications, 3-18
relationship with committee, 3-18.1
responsibilities, 3-19
selection, 2-2, 3-18
title, 3-18
Supervision of students, 8-5, 9-34, 9-40

approval of, 2-2
Title I –Compensatory Education, 6-40
Tobacco use, 9-39, 8-7.1
Town counsel, 2-3
Transferring employees, 8-14
Transfer students, 9-22
Transportation system, 4-40
Travel expenses
employees, 8-45
School Committee members, 2-8
Trespassers, 5-19
Truancy, 9-20
Tuition
adult education, 6-38
summer school, 6-39
Tutoring, 8-32

Supervisors
defined, 8-2
(see Administrators)
Suspension
of employees, 8-14.1, 8-7
of students, 9-26

Warning notices, 9-42
Weapons, 9-32, 9-41
Wellness program, 6-23
Work day, 8-5
Work hours, 8-5
Workload for employees, 8-34
Workmen’s compensation, 8-44

-TTalented students, 6-12
Teachers (see Certified Personnel)
Technology, 6-7, 8-0.1, 9-0.1
Television (see Radio)
Testing of students, 6-34
Textbooks, 6-30

-UUnderachieving students, 6-13
Use of school facilities, 5-23

-VVacation liability, 8-49.3
Vehicle Replacement Plan, 4-41
Vendors, 4-6, 4-23
Videotaping, 8-0, 9-0
Visitors to schools, 5-19
speakers, 6-29
-W-

-X-

-Y–

-Z-

