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Message from the Superintendent
Welcome to the Windham Public School District! We are glad you have joined our team in Windham,
and we are confident that you will find your employment here both challenging and rewarding.
Our greatest mandate is to serve every student, every day, in every classroom. We do this by providing
our students with a high quality education but also by serving the entire school community in a friendly
and professional manner. This requires that each of us cooperate with fellow employees and perform
our duties to the best of our abilities.
This handbook has been created as a general, informative guide to many of the principles, policies, and
procedures of the Windham Public School District. By knowing the contents of this handbook, each
employee will be in a better position to perform their duties. As you acquaint yourself with the
handbook you will have a better understanding of what our community expects from us, what we
expect from you, and what you may expect from the District. Ultimately, this guide will help us become
more effective in educating children and ensure that district operations run smoothly.
Please read this handbook carefully and keep it for future reference. If at any time you have questions
about the information contained herein, please do not hesitate to ask your building principal or
supervisor.

Sincerely,

Patricia Garcia, Ph.D.
Superintendent of Schools

Purpose
This staff handbook is provided to you as a resource; a quick reference. The purpose of this handbook is
to give you a primer for a selection of important Board of Education policies and district practices and
protocols. The policies referenced herein are not necessarily shown in their entirety. The handbook
should not be used as a replacement for the full BOE policy manual. All WBOE employees are expected
to be familiar with the full policy manual, pertinent legislation, and Connecticut Codes of Professional
Responsibility for Teachers and Administrators.
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District Mission, Vision, and Theory of Action
Mission:
Windham Public Schools provides all students equitable access to a high-quality education and
graduates students who are prepared to become productive members of society. The school district
and community hold a commitment to support cultural and linguistic diversity, deep student
engagement, and the pursuit of lifelong learning.

Vision:
Every student, every day, in every classroom will be deeply engaged in their own learning, challenged by
high expectations, supported by staff, family, and community, and will graduate with the competence
and confidence needed for success.

Theory of Action:
If we ensure high-quality curriculum, culturally-relevant instruction in every classroom, strong hiring
processes, high levels of support for teachers, strong accountability practices based on data, courageous
leadership, and effective engagement with families and the community, then student achievement will
improve, more students will perform at or above grade level, and achievement gaps will improve or
disappear.
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School Calendar 2015-2016
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Windham Public Schools Organization Chart by Function
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Frequently Discussed Topics:
Field Trips
At a glance: Field Trips











Determine a valid educational need and impact of field trip.
Establish clear connections to the appropriate curriculum.
Speak with and gain permission from the school administrator/principal most directly connected
with the program or school about the proposed activities.
Any chaperone who is not a WPS certified staff member for an overnight trip must be a
registered volunteer on file with the district’s human resources office.
Ensure a chaperone-to-student ratio that complies with the table below.
Complete and submit the request form at least 30 days in advance and verify that permission is
granted.
Arrange transportation with an approved provider.
Ensure all students have a permission form completed by parent/guardian.
Attend to all medical and nutritional needs.
Ensure that each chaperone has contact information for the lead teacher on the trip and that
the lead teacher has contact information for his/her principal.

It is the intent of the Windham Board of Education to allow students to participate in field trip
experiences, during hours when schools are in session, when the educational objectives of this
experience will directly, or indirectly, enrich or broaden the student's perspective or understanding of a
particular area of study.
Field trips which require foreign travel, as well as field trips within the United States, its territories or
possessions, or Canada, that have a duration of more than one day may be taken only on the approval
of the specific trip by the Board of Education.
All other trips may be approved by the Superintendent or his/her designee.
The Board of Education shall not be held liable for any contingency resulting from such a trip.
Student-to-Chaperone Ratios
Grades
In-State
Grades PK-5
10:1
Grades 6-12
14:1

Out-of-State
8:1
10:1

Policy #6153
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International
5:1
8:1

Community Relations
News Media Relationships
Because schools are public institutions serving the educational needs of the community, it is important
that information be disseminated concerning programs, activities, and significant school events. To
ensure that this publicity be given wide coverage and coordinated with a common effort and purpose,
the following procedures shall be followed with news media:
Spokespersons designated to speak to the media on behalf of the District include the Board Chair,
Superintendent and the Public Information Officer. Other staff may be asked by the Superintendent or
designee to speak to the media on a case by case basis, depending on their expertise on an issue.
Members of the press, television and radio stations will be directed by the Board Chair, Superintendent
of Schools, or Public Information Officer to the administrator directly responsible for the information
they seek. Schools must provide the Public Information Officer with news about school events and
activities. Schools must also keep the Public Information Officer apprised of all interactions with media
personnel. Policy #1112
At a glance: News Media Relationships














District employees MAY NOT release student information to the media except under the
express permission of the Superintendent or his/her designee.
All school District staff who is contacted by members of the press, television and radio stations
should direct the media personnel to District spokespersons unless otherwise directed by the
Superintendent or her designee.
All school District staff should inform the Public Information Officer when they have spoken to a
member of the press while representing the Windham Public School District.
Information provided to the media should be factual and should not involve speculation or
assumptions.
All communications by school officials to the press shall be "on the record."
Reporters do have limited rights to be at public schools. While the press does have a legal right
to visit our schools, there are restrictions. The Principal has the right to restrict interaction with
students on school property if he/she deems it interferes or disrupts the educational process.
All media must check-in at the main office of each school, provide their credentials and will be
escorted to their final destination.
Media inquiries about specific students, including inquiries in police-related matters or activities
that have taken place off school grounds and not during the regular school day, should be
referred to the Superintendent or the Public Information Officer.
Media may take overall photographs of students without permission slips, so long as the
students are not identified or singled out.
Media photographs that single out and identify students must be cleared with the school
building secretary for permission to print.
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Parent/Guardian Permission Form:
(To be printed on school letterhead)
Dear Parent/Guardian,
Students must have the permission of their parents or legal guardians before they may be individually
interviewed or photographed by representatives from the media. We appreciate your cooperation in
this matter. While we like to be as open to the media as possible, we also respect each student’s right
to privacy guaranteed by the “Family Education Rights and Privacy Act of 1974.” Please return the form
below to your child’s teacher so that it can be kept on file.
Sincerely
_________________________
Principal
=====================================================================
Parental Permission for Interview/Photograph by Media of a Student
Enrolled in the ___________ School System.
I do hereby grant permission for my child_______________(name)____________________________ to
be interviewed/photographed by a journalist/photographer/cameraman from (news
service)__________________on__________(date)________ at_______________(location)_____School
in an activity that is being coordinated by ___________________________________Schools.
__________________________________________
(Parent/Guardian Signature)
______________________________
(Date)

Student Conduct and Discipline
Each school is expected to consistently implement a tiered approach to student discipline. Teachers and
administrators collaborate to ensure that each child is provided with guidelines, instruction, and support
on appropriate, ethical behavior in school. It is expected that, when consequences are necessary,
students will be given the consequence that has the least impact on their ability to attend class as is
appropriate. It is also expected that the tiered intervention approach will be implemented with fidelity
in order to ensure a progressive approach to discipline.
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School Volunteers
The Board of Education recognizes that volunteers can make many valuable contributions to our
schools. The Board endorses a program encouraging community residents to take an active role in
improving schools and to become school volunteers in schools subject to suitable regulations and
safeguards. Appropriate recognition of volunteer services shall be made by the Board and school district
administration.
The Board of Education encourages the use of volunteers to: (1) increase students' educational
attainment, (2) provide enrichment experiences for students, (3) increase the effective utilization of
staff time and skills, (4) give more individual attention to students, and (5) promote greater community
involvement.
The Superintendent shall establish procedures for securing and screening resource persons and
volunteers. No person who is a “sex offender,” as defined by Public Act 98-111, An Act Concerning the
Registration of Sexual Offenders shall be used.
Principals shall maintain a list of all regular volunteers in the district (chaperones on field trips, aides,
library and classroom volunteer assistance, grandparents, assistance at athletic events, field days, etc.),
which shall be available to the Superintendent of Schools.

Policy #1212
Volunteer Information Form and Waiver of Liability
Only one form needs to be completed by a volunteer each school year. Please print clearly in ink:
Information Form
Name: _______________________________________________________________________________
Last

First

Middle

Telephone

Address: ____________________________________________________________________________
Street

City

Personal physician: Phone ______________________________
Emergency adult contact: Phone ________________________________
Are you now or have you ever been a school volunteer? ______________
At which school? _____________________________ Year? ________________
The name of any child or ward attending this
school: __________________________________________
Criminal Conviction Information
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Zip Code

Are you a sex offender? ______________
Have you ever been convicted of a felony? ______________
If you answered YES, list all offenses
Offense(s):____________________________________________________________________________
Date(s): ______________________________________________________________________________
Place(s): _____________________________________________________________________________
If requested, are you willing to consent to a criminal background investigation? _________________
Waiver of Liability
The School District does not provide liability insurance coverage to non-district personnel serving as
volunteers for the School District. The purpose of this waiver is to provide notice to prospective
volunteers that they do not have insurance coverage by the School District and to document the
volunteer’s acknowledgment that they are providing volunteer service at their own risk. However,
C.G.S. 10-235 provides that the district must indemnify and hold harmless volunteers from civil liability
in most situations as long as the volunteer is approved by the Board of Education to carry out a duty
prescribed by the Board and performs services under the direction of a certified teacher. Therefore the
district must pay any damages awarded to a plaintiff in an action brought alleging negligence or other
act resulting in injury, including infringement of that person’s civil rights.
By your signature below:
1. You acknowledge that the School District does not provide insurance coverage for the volunteer for
any loss, injuries, illness, or death resulting from the volunteer’s unpaid service to the School District.
2. You agree to assume all risk for death or any loss, injury, illness or damage of any nature or kind,
arising out of the volunteer's supervised or unsupervised service to the School District. agree to waive
any and all claims against the School District, or its officers, Board Members, employees, agents or
assigns, for loss due to death, injury, illness or damage of any kind arising out of the volunteer's
supervised or unsupervised service to the School District.
Date: __________________ Signature of Volunteer: ______________________________
Printed Name of Volunteer ________________________________________
******************************************************************************
For School Use Only
General description of assignment(s):
supervising students as needed by a teacher
9

supervising students during a regularly scheduled activity
assisting with academic programs
assisting at the resource center or main office
other ___________________________________
Name of supervising staff member: _____________________________________
“Sex offender list” checked by
_________________________ on ____________________ (mandatory).
Is a criminal background check necessity (the individual will be working over a long period of time in
direct contact with students where no staff member is continuously present or in other situations where
a check would be prudent)? ______ (to be answered by Principal)
If “yes,” and provided the individual authorized the check,
the date on which the check was requested? _______________________
the date on which it was received and reviewed. ______________________
Reviewed by: ______________________________________________________
Signature

Date

10

Fundraising Activities:
At a glance: Fundraising






Determine the educational need and impact of the funds to be raised.
Establish clear connections to the appropriate curriculum.
Speak with the school administrator/principal most directly connected with the program or
school about the proposed activities.
Review the full BOE policies on fundraising.
Complete the permission form found below at least thirty days prior to the activity and/or
before any fundraising supplies are purchased.

The Board of Education recognizes that fundraising projects undertaken by students, school clubs and
organizations provide valuable support for educational programs or school activities. At the same time,
the Board is concerned for the safety and welfare of the students. The Board of Education strives to
safeguard from exploitation the students, parents, staff and community.
In conducting fundraising activities, the following guidelines shall be adhered to:














Fundraising support shall not ordinarily be in the category of materials, equipment or activities
considered basic to the educational program and normally funded annually by the school system.
Fundraising activities must be sponsored by a recognized school club or group. They must have the
permission of the Principal. The Principal or his/her designee may limit all items used for fundraisers
and areas in which the fundraiser may take place.
The purpose of the fundraising project shall be explained to students and parents, and shall be of
direct or indirect benefit to students enrolled in the school. All participation shall be voluntary on
the part of students. No child may be assigned a minimum sales quota. Every child must be afforded
the benefits of school activities regardless of his/her degree of participation in the
related fundraising activity.
There may be no more than one fundraiser at any one time at the same grade level in each
elementary school. Special care must be taken to try to avoid conflict with
major fundraising activities at other schools in the system or in the community.
Fundraising projects in which students sell to the public off school grounds may be sponsored with
the approval of the school Principal.
Door-to-door sales projects undertaken by recognized school clubs or groups shall be limited.
Students in grades K-5 may not participate in school-related door-to-door campaigns. Secondary
school clubs/organizations shall normally participate in no more than two door-to-door sales each
school year.
Each fundraising activity must have a specific reason, monetary goal and duration. Accurate and
detailed records must be kept. These records must be available to school officials during the
fundraiser, and a final written summary must be filed with school officials within a reasonable time.
All fund raising projects involving sale and consumption of food within and prior to the instructional
day will adhere to the federal NSLP and SBP regulations. This regulation requires, that any foods sold
11

to students within the school day, must be certified by the Food Service Director, to ensure that
these foods meet the USDA and the CSDE standards. The sale of non-food items is strongly
encouraged to be used for fund-raisers. If the fundraiser is to include food items, approval must be
obtained from the Director of Food Services.

Policies #1324 & 6142.101
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Fundraising Activity Approval Form

GIFTS, GRANTS, AND BEQUESTS
School ___________________________________________ Date_________________
Organization _________________________________________
Contact person __________________________________________
Activity _______________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Date of fund-raising activity ______________________________________________________
School sponsored:

Yes _____ No _____

Requires Board of Education approval _____

Superintendent approval _____

Gift _________________________________________
Value of gift/donation _________________________________________
_____________________________________________________________________
Superintendent’s Signature

Date

____________________________________________________________________
Principal’s Signature

Date
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Use of School Facilities
At a glance: Use of Facilities













Ordinary requests must be submitted in writing two weeks in advance of date desired.
Extraordinary or unprecedented requests must be made in writing one month in advance.
A request for repeated use of a school facility must include a total schedule of activities.
School facilities are primarily for the students so the Superintendent, or his/her designee, shall
determine the best method of serving such needs by assigning facilities to minimize disruption
of school activities and excessive maintenance costs of one facility over a comparable one.
Adult education programs are exempt from payment for use of Windham High School rooms.
All requests for use by private or profit-making groups during the week, on weekends, or during
vacations must be approved by the Superintendent of Schools, or his/her designee.
Written answers to requests will come from the office of the Assistant Superintendent.
Extraordinary or unprecedented requests will be brought to the Board of Education at the next
monthly business meeting for action or deferment.
Any request that includes an admission charge or provides for a contribution must have the
Superintendent’s approval.
Use of facilities solely for profit is prohibited.
Supervision of all groups at all times is mandatory by sponsoring organization.
The sponsoring organization must have on file with the Superintendent’s office a certificate of
insurance in the amount of $500,000 liability coverage.

As school facilities are a key resource to the community, Windham Public Schools invites members of
the public to request use of our facilities. These requests will be granted to the greatest extent possible
without interruption to student learning and/or the operation of the school district. Anyone, whether
internal or external to the school district, who wishes to reserve and use a school facility must complete
the Facility Use Request Form and submit it to the office of Director of Facilities no less than two weeks
in advance. Parties from outside WPS may be responsible to provide proof of insurance for their event
and all parties may be subject to a use fee which covers custodial and maintenance costs. All requests
are subject to review by the Superintendent of Schools.
Special consideration will be given to requests made by organizations from the sending towns.
It is within the jurisdiction of the Superintendent, or his/her designee, to grant permission for use of
facilities of a school. In time of emergencies, a Principal may grant permission and notify the
Superintendent of the action which has been taken as soon as possible after its occurrence.

Policies #1330 & 3515
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Controversial Issues
The District shall address controversial topics in an impartial and objective manner. Teachers shall not
use the classroom to transmit personal beliefs regarding political or sectarian issues. Students and
educators shall ensure that, to the extent possible, discussions are conducted fairly and courteously.
A teacher selecting topics for discussion in the classroom shall be adequately informed about the issue
and capable of providing instruction on the subject, free from personal bias. In addition, the teacher
shall be certain that:






The issue has a direct connection and/or bearing on the curriculum
The issue in question is within the range, knowledge, maturity, and comprehension of the
students.
The issue is current and educationally significant.
The consideration of the issue does not interfere with required instruction.
Sufficient relevant information on all aspects of the issue is provided.

If a teacher is unsure about a topic of discussion or about the methods to employ, the teacher should
discuss the issue with the Principal.







In guiding classroom discussion of controversial issues, teachers shall:
Foster students’ critical thinking skills.
Encourage discussion based on rational analysis.
Create an atmosphere in which students learn to respect others’ opinions and disagree
courteously.
Ensure that multiple viewpoints about the issue are presented by introducing an unexpressed
viewpoint when necessary.
Avoid any attempt to coerce or persuade students to adopt the teacher’s point of view.

Policy #6144

Film and Video in the Classroom
At a glance: Film and Video





Films/videos should be used for educational purpose only. Films should not be utilized in the
classroom for entertainment.
The teacher should be able to justify the educational relevancy of the presentation of
any film/video shown in the classroom.
Teachers should not show R rated films/videos.
Generally, films/video should not be shown in their entirety. Relevant segments should be used
to enhance and/or supplement the learning activities.
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Any use of film/video in the classroom should be judiciously considered by the teacher. Before a
film/video is used, the instructor is responsible for viewing the full portion of the work to be viewed to
ensure that it is appropriate for the developmental level of the students. Teachers should always speak
with their principal/administrator to review planned use of films/video in advance to ensure that all of
the criteria mentioned above are met. Rated R films should always be avoided. Teachers should review
any questions or concerns about the use of a particular video with their administrator prior to use.
Film/Video Use in the Classroom Form:
Teachers must use this form to inform their administrator and gain permission to use film/video in the
classroom as an instructional resource for any clip for whole-group instruction longer than 15 minutes.
Also, this form is not required if video is used for individual or small-group instruction or when using
video supports associated with approved textbooks and classroom resources.
School:
Teacher:
Administrator:
Name of film/video and rating (be specific):
Standards addressed by this film/video:
Length of excerpt to be used:
Date(s) on which film/video will be used:
Other comments:
Approved by administrator (signature):

Social Networking Websites and Contacting Students
At a glance: Social Networking






Employees may not list current students as “friends” on non-academic networking sites.
Do not accept students or parents as friends on personal social networking sites. Decline any
student-initiated friend requests.
Do not initiate friendships with students.
If a staff member learns of information, on a social networking site that falls under the
mandatory reporting guidelines they must report it as required by law.
Do not discuss students or co-workers or publicly criticize school policies or personnel.
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Visit your profile’s security and privacy settings. At a minimum, educators should have all privacy
settings set to “only friends.” “Friends of Friends” and “Networks and Friends” open your
content to a large group of unknown people. Your privacy and that of your family may be a risk.
All personal contacts with students should be through the District’s computer and telephone
systems.
All contacts by coaches with team members shall be sent to all team members.
Teachers will not give out their private cell phone or home phone numbers without prior
approval of the Superintendent or designee.
Exercise appropriate discretion when using social networks for personal communications with
the knowledge that adult behavior on social networks may be used as a model by students.
Understand that the uneven power dynamics of the school, in which adults have authority over
former students, continues to shape those relationships.
Remind all members of your network of your position as an educator whose profile may be
accessed by current or former students, and to monitor their posts to your network accordingly.
Conversely, be judicious in your postings to all friends’ sites, and act immediately to remove any
material that may be inappropriate from your site whether posted by you or someone else.
If communicating with students electronically, staff is expected to use District e-mail using
mailing lists to a group of students rather than individual students.
Texting students or parents is discouraged.

Staff members will utilize social network sites, such as but not limited to, Facebook and Twitter,
judiciously by not posting confidential information about students, staff or District business. Staff
members will treat fellow employees, students and the public with respect while posting.
Communication with students using personal communication devices will be appropriate, professional
and related to school assignments or activities
Staff members are reminded of the importance of maintaining proper decorum in the on-line, digital
world as well as in person. Employees must conduct themselves in ways that do not distract from or
disrupt the educational process.
The School District reserves the right to monitor, inspect, copy, review and store at any time and
without prior notice any and all usage of the computer network and Internet access and any and all
information transmitted or received in connection with such usage. All such information files shall be
and remain the property of the School District and no user shall have any expectation of privacy
regarding such materials.

Policies #4118.51 & 4218.51
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Mandated Reporting Responsibilities
At a glance: Mandated Reporting Procedure:





All school certified staff members are mandated reporters of suspected child abuse or neglect.
Most often, the staff person who has received the information of concern is the one who bears
the mandated reporting responsibilities.
While a staff member who receives the information of concern is the mandated reporter,
his/her direct supervisor must be made aware of the report being made.
The appropriate law enforcement authority should also be informed of the incident.

The Board of Education recognizes its legal and ethical obligation in the reporting of suspected child
abuse and neglect. Connecticut General Statutes, as amended, require any certified personnel, school
Superintendent, principals, guidance counselors, school paraprofessionals, coaches of intramural and
interscholastic athletics as well as licensed nurses, psychologists and social workers who have
reasonable cause to suspect or believe that a child has been abused, neglected or placed in imminent
risk of serious harm, to report such abuse and/or neglect or risk. It should be noted that all employees
in these listed positions are considered mandated reporters and, thus, are the primary responsible party
for making such reports to the Department of Children and Family, law enforcement, and any other
appropriate authorities.
Furthermore, the Board of Education requires all personnel who have reasonable cause or believe that a
child has been abused, neglected, or placed in imminent danger of serious harm to report such cases to
the building Principal or his/her designee or other professional staff, who must then proceed in
accordance with the law, Board policy and administrative regulations.

Policy #5141.4

Emergencies, Drills, and Lockdowns
Each school has an in-depth crisis and emergency plan. It is the responsibility of each staff member to
read, understand, and be ready to implement this plan. School leaders will review the plan with staff
members at least once per year. Any staff member with questions about the plan should contact their
principal immediately. During an emergency, each staff member is expected to aid in ensuring the
safety of all. Cooperation and following of protocols is critical. Remember, only the Superintendent
may grant authority to speak to the press on behalf of the school district.
In order to comply with safety plans at each school, teachers and staff members may not cover over
windows on doors to classrooms or offices.

Unusual Incident Report
The following form must be completed for any incident at a school as outlined on the form. In essence,
the purpose of this form is to ensure timely and thorough communication of unexpected incidents and
emergencies with central office and the Superintendent. Only school administrators or their designees
may complete this form.
18

Windham Public Schools
Unusual Incident Report
An administrator must complete this report for any incident taking place on school property or under the auspices
of the Board of Education in which personnel outside of the employment of the Board of Education are involved.
Administrators should also complete this report for incidents that do not require outside agencies but may result
in public attention. The office of the Superintendent should be called as soon as is prudent following the incident
and this report must be completed by a school administrator and submitted to the office of the Superintendent of
Schools within four hours of the incident.

Incident Type: (Click to check all that apply)
☐ Student injury or medical emergency

☐ Staff injury or medical emergency

☐ Fight
☐ Student in crisis
☐ Bomb threat

☐ Intruder
☐ Fire / Gas leak / Flood
☐ Other (explain in description below)

Incident Information:
Incident Date: Click here to enter a date.
Incident Time: Click here to enter time.
Notifications:
Date of notification of Superintendent: Click here to enter a date.
Time of notification of Superintendent: Click here to enter time.
Name of designee if Superintendent not available: Click here to enter name.
Description:
Describe the incident and outcomes:
Click here to enter description.
Outside Agency Personnel:
Check any/all agencies that responded to this incident:
☐ Willimantic Police Department
☐ Connecticut State Police
☐ Willimantic Fire Department
☐ EMT / Paramedic / Ambulance
☐ Other (explain below)
☐ Department of Children and Families
Names of personnel from outside agencies: (list commanding officers or supervisors if large group)
Click here to enter names.
Administrator completing this report: Click here to enter name.
Administrator with primary oversight of this incident: Click here to enter name.
Other comments: Click here to enter text.
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Personnel:
Title IX
The Board of Education agrees to comply with Title IX of the Education Amendments of 1972 and the
Regulations promulgated pursuant thereto, the Board designates the Assistant Superintendent of
Schools, as Compliance Officer. The Board shall, at least annually, notify all students, parents,
employees and labor organizations with which it deals of the name, address and phone number of the
Compliance Officer and the procedure for processing grievances.
Except as hereinafter noted, all complaints shall be addressed in writing to the Board-designated
Compliance Officer and he/she shall be responsible for investigating all complaints. Upon investigation,
the Compliance Officer shall effectuate any changes deemed necessary to eliminate any discriminatory
practices and shall inform the complainant in writing of his/her actions within ten (10) days of the
receipt of such complaint.
If the complainant is not satisfied with the action of the Compliance Officer, within ten (10) days, the
complainant may appeal the action of the Compliance Officer in writing to the Board of Education. The
Board of Education shall hold a hearing within fifteen (15) days of receipt of such written request and
shall decide what, if any, remedies are necessary to eliminate the practices deemed discriminatory. The
Board shall notify the complainant in writing of its decision within ten (10) days after such a hearing.
Employees who are represented by labor organizations recognized by this Board for the purposes of
collective bargaining shall process all complaints of alleged Title IX violations through the grievance
procedures set forth in the applicable collective bargaining contracts.

Policy #4000.1

Nondiscrimination
The Board of Education will not make employment decisions (including decisions related to hiring,
assignment, compensation, promotion, demotion, disciplinary action and termination) on the basis of
race, color, religion, age, sex, marital status, sexual orientation, national origin, ancestry, disability or
genetic information, except in the case of a bona fide occupational qualification.
For the purposes of this policy, “genetic information” means the information about genes, gene
products, or inherited characteristics that may derive from an individual or a family member.

Policy #4118.11
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Nondiscrimination Complaint Procedure
Any student, employee, or citizen complaint alleging discrimination shall receive prompt and equitable
attention according to the following guidelines:
1. The complainant shall discuss the alleged discriminatory act or practice with the Principal or Assistant
Principal of the school or administrator responsible for the program or operation in which the alleged
discriminatory act occurred. The Principal, Assistant Principal, or administrator shall respond to the
complainant within ten (10) calendar days.
2. If the complainant is not satisfied with the response, he/she may submit a written appeal to the Civil
Rights Coordinator within ten (10) calendar days after receiving the response. The Compliance Officer
shall respond in writing to the complainant within twenty (20) calendar days after the written appeal is
received.
3. If the complainant is not satisfied with the coordinator’s response, he/she may submit a written
appeal to the Superintendent of Schools within fifteen (15) calendar days after receiving the
coordinator’s written response. The Superintendent shall respond, in writing, with twenty (20) calendar
days after the written appeal is received.
4. If the complainant is not satisfied with the Superintendent’s response, he/she may submit a written
appeal for a hearing to the Board of Education within fifteen (15) calendar days after receiving the
Superintendent’s written response.
5. The Board of Education shall schedule a hearing within thirty (30) calendar days following receipt of
the appeal and inform all parties involved of the date, time and place of the hearing. The complainant
shall have the right to counsel or other representation and to present witnesses. The Board, or a
committee appointed by the Board to hear such complaints, shall hear all aspects of the appeal and
respond in writing to the complainant within thirty (30) calendar days after the hearing.

Discrimination Grievance Form
Any student, parent/guardian, employee or employment applicant who feels that he/she has been
discriminated against on the basis of race, color, age, national origin, sex or handicap may discuss and/or
file a grievance with either of the Civil Rights Coordinators of the Windham Public Schools. Reporting
should take place within 40 calendar days of the alleged discrimination. Civil Rights Coordinators:
Lee Ann Packer at 860-465-2512 or Jeralynn Beghetto at 860-465-2301
Name of Presenter/Complainant:_____________________________________________________
Employee_______Employment Applicant_______Student_______Parent/Guardian_________________
Home address___________________________________________________________________
Phone_____________Date of Claim______________ Date of Incident_______________________
21

1. Statement of Incident/Issue (include all pertinent information: who, how, where, when, how often,
feelings, witness).
2. Please attach any additional information/documentation as necessary.
Signature of
Presenter:___________________________________________________________________
Signature of Civil Rights Coordinator:__________________________________________________
Date Received:______________________________
Forms are available from either of the Civil Rights Coordinators, Administrators and Guidance Offices.

Employee Sexual Harassment
Sexual harassment is forbidden by federal and state law and will not be tolerated by the Windham
Board of Education. It is the policy of the board to maintain a learning environment free from sexual
harassment, insults and intimidation. Evidence of reprisal against a complainant or witness shall be
viewed as a violation of this policy.
Sexual Harassment Defined
Sexual harassment includes any unwelcome sexual advance, request for sexual favors, or other verbal,
visual or physical conduct of a sexual nature, when:
1. Submission to or rejection of such conduct by an individual is used as the basis for employment.
2. Submission to such conduct is made either explicitly or implicitly a term or condition of employment
progress or opportunities.
3. Such conduct has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile or offensive working environment.
While an exhaustive list is not possible, the following are examples of specific behaviors that, if
unwelcome and of a sexual nature, could constitute sexual harassment:
1. Suggestive or obscene letters, notes, or invitations; derogatory comments, slurs, jokes, epithets or
rumors; touching; impeding or blocking movement; pulling at clothes; leering, gesturing, or making
noises; displaying sexually suggestive objects, pictures or cartoons; assault; rape or attempted rape,
continuing to express sexual interest after learning or being informed that the interest is unwelcome.
2. Coercive sexual behavior used to control, influence, or affect the career, salary and/or work
environment of an employee, such as:
a. Threats of reprisal.
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b. Implying or withholding support for an appointment, promotion, transfer, or change of assignment.
c. Suggesting that the employee will be given a poor performance evaluation, or suggesting that the
employee will be placed on probation.
d. The deliberate or careless creation of an atmosphere of sexual harassment or intimidation, or a
hostile or offensive working environment.
e. Inappropriate attention of a sexual nature from peer(s), such as employee to employee.
It is understood that any sexual or romantic relationship between any student and employee of the
Board is highly inappropriate and unacceptable, whether or not it constitutes sexual harassment as
described above.
If an employee believes that he/she is being or has been subject to behavior that could constitute sexual
harassment, the employee should inform the harasser that his/her behavior is unwelcome,
unacceptable, offensive, in poor taste, and/or highly inappropriate and that such behavior must stop.
It is recognized, however, that victims of sexual harassment are not always able to express their feelings
to their harasser or to others. In all cases, the responsibility for ending the harassment rests with the
harasser, not the victim.
Any employee (teacher, administrator, non-certified person) who believes that he/she has been
subjected to sexual harassment is to report the incident to his/her immediate supervisor. If the
immediate supervisor is the alleged harasser, the report shall be made to the next level of
administration. Incidents of sexual harassment may be reported informally or through the filing of a
formal complaint. If the employee wishes to file a written complaint, he/she may use the sexual
harassment complaint form which may be obtained from the Personnel Office.
The written complaint should, in any event, state the name of the complainant, date of the complaint,
date of the alleged harassment, name(s) of the harasser(s), where the harassment occurred, and a
description of the circumstances constituting the harassment.
All reports of sexual harassment shall be held in confidence subject to all applicable laws and any
relevant provision in the applicable collective bargaining agreements.

Policies #4118.112 & 5145.5

Racial Harassment of Students
It is the policy of the Windham Board of Education to maintain a learning and working environment that
is free from racial harassment.
It shall be a violation of this policy for any employee of this District to harass another employee or
student through unwelcome conduct or communications of a racial nature as defined in this policy. It
shall also be a violation of this policy for students to harass other students through unwelcome conduct
or communication of a racial nature as defined in this policy. The use of the term “employee” also
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includes non-employees and volunteers who work subject to the control of school authorities. The
terms “race” or “racial” as used in this policy refer to all forms of discrimination prohibited by Title VI of
the Civil Rights Act of 1964, i.e., race, color, and national origin.
SEXUAL HARASSMENT REPORT FORM
The Windham Public Schools maintains a firm policy prohibiting all forms of discrimination based on
sex. Sexual harassment against students or employees is sex discrimination. All persons are to be
treated with respect and dignity. Sexual advances or other forms of personal harassment by any person,
male or female, which create an intimidating, hostile or offensive environment will not be tolerated
under any circumstances. Individuals who suspect that they may be victims of sexual harassment shall
complete this form and file it with the District Title IX Compliance Officer (Lee Ann Packer).

Policy #5145.5
__________________________________________ at __________________________________.
Complainant: ____________________________________________________________________
Home Address: __________________________________________________________________
Work Address: __________________________________________________________________
Home Phone: ____________________________ Work Phone: ____________________________
Date of Alleged Incident(s): _________________________________________________________
Name of person(s) you believe sexually harassed you: _____________________________________
List any witnesses that were present: __________________________________________________
Where did the incident(s) occur? _____________________________________________________
Describe the incident(s) as clearly as possible, including such things as: what force, if any, was used; any
specific verbal statements (i.e. threats, requests, demands, etc.); what, if any, physical contact was
involved; what did you do to avoid the situation, etc. (Attach additional pages if necessary.)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
This complaint is filed based on my honest belief that __________________________________ has
sexually harassed me. I hereby certify that the information I have provided in this complaint is true,
correct, and complete to the best of my knowledge and belief.
_________________________________________________________________
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Complainant Signature

Date

Received by: _____________________________________________________
Signature - District Title IX Compliance Officer
A copy of this form shall be provided to the complainant.

Date

REPORT FORM FOR COMPLAINTS OF HARASSMENT
Complainant: _____________________________________________
Home Address: ________________________________________________________
Home Phone: _______________________________________________
School building: _________________________________________________
Date of Alleged Incident(s): _________________________
Name of person you believe violated the District’s harassment policy:
______________________________________________________________________________
If the alleged harassment was directed against another person, identify the other person:
______________________________________________________________________________
Describe the incident as clearly as possible, including any verbal statements (i.e., threats, derogatory
remarks, demands, etc.) and any actions or activities. Attach additional pages if necessary:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
When and where incident occurred: ___________________________________________________
______________________________________________________________________________
List any witnesses who were present: __________________________________________________
______________________________________________________________________________
This complaint is based on my honest belief that _________________________________ has harassed
against me or another person. I certify that the information provided in this complaint is true, correct
and complete to the best of my knowledge.
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__________________________
Complainant’s Signature

_______________________
Date

__________________________

_______________________

Received By

Date

Harassment Complaint Procedure
If an individual believes that he/she is being or has been harassed, that person should immediately
inform the harasser that his/her behavior is unwelcome, offensive, in poor taste, unprofessional, or
highly inappropriate.
If the offensive behavior is repeated following a request to the harasser that it cease, the employee
shall have the option of pursuing either an informal complaint procedure designed to educate the
harasser and to eliminate the problem, or a formal complaint procedure that is defined below.
Any employee who makes an informal oral complaint of harassment to his or her supervisor, site
administrator, or the Assistant Superintendent (or Superintendent’s designee in the absence of an
Assistant Superintendent), or Compliance Officer will be provided a copy of these regulations and will be
encouraged to pursue the formal procedure should the informal investigation and intervention, if
required, prove unsuccessful in eliminating the objectionable behavior. HOWEVER, IT IS NOT
NECESSARY FOR THE PERSON BEING HARASSED TO WAIT UNTIL THE OFFENSIVE BEHAVIOR IS
REPEATED BEFORE FILING A COMPLAINT. OFFENSIVE BEHAVIOR OF AN EGREGIOUS NATURE WOULD
WARRANT AN IMMEDIATE AND FORMAL COMPLAINT BE FILED.
If, following requests to cease objectionable, harassing behavior, said behavior continues, and if
the informal procedure has also proven unsatisfactory, or unacceptable, the employee may pursue
the formal complaint procedure which involves submitting a written complaint to his or her supervisor,
site administrator, or the Assistant Superintendent (or Superintendent’s designee in the absence of an
Assistant Superintendent) or Compliance Officer. The complaint should list the name of the
complainant, the date of the complaint, the date of the alleged harassment, the name(s) of the
harasser(s), where such harassment occurred, and a detailed statement of the circumstances
constituting the alleged harassment.
All formal complaints and informal complaints involving staff are to be forwarded immediately to the
Assistant Superintendent (or the Superintendent’s designee in the absence of an
Assistant Superintendent) unless that individual is the subject of the complaint, in which case the
complaint should be forwarded directly to the Superintendent.
Upon receiving a formal complaint, the building level administrator in concert with the Assistant
Superintendent (or the Superintendent’s designee in the absence of an Assistant Superintendent), or
Compliance Officer will, as soon as possible, commence an effective, thorough, objective and complete
investigation of the complaint. The investigator shall consult with all individuals reasonably believed to

26

have relevant information, including the complainant and the alleged harasser, any witnesses to the
conduct, and victims of similar conduct that the investigator reasonably believes may exist.
The investigation shall be free of stereotypical assumptions about either party. The investigation shall be
carried on discreetly, maintaining confidentiality insofar as possible while still conducting an effective
and thorough investigation. Throughout the entire investigative process, the due process rights of the
alleged harasser will be upheld. The investigator shall make a written report summarizing the results of
the investigation and proposed disposition of the matter, and shall provide copies to the complainant,
the alleged harasser, and, as appropriate, to all others directly concerned.
If the complainant is dissatisfied with the result of the investigation, he or she may file a written appeal
to the Superintendent, who shall review the investigators written report, the information collected by
the investigator together with the recommended disposition of the complaint to determine whether the
alleged conduct constitutes harassment. The Superintendent may also conduct a reasonable
investigation, including interviewing the complainant and alleged harasser and any witnesses with
relevant information. After completing this review, the Superintendent shall respond to the
complainant, in writing, as soon as possible.
If after a thorough investigation, there is reasonable cause to believe that harassment has occurred, the
district shall take all reasonable actions to ensure that the harassment ceases and will not recur. Actions
taken in response to situations of harassment may include reprimand, reassignment, transfer,
suspension, expulsion, disciplinary action, or discharge from employment.
The harasser and any other involved individuals, if appropriate, will be informed that appropriate action
shall be taken if further acts of harassment or retaliation occur. If further acts of harassment or
retaliation do occur, appropriate action shall be taken.
All employees, and supervisors shall be provided copies of the Board of Education policy concerning
harassment and the policy will be reproduced in all employee and student handbooks.

Weapons and Dangerous Instruments
All dangerous instruments and illegal weapons (guns, knives, etc.) are prohibited on school property,
student transportation and at school-sponsored activities. Such instruments and weapons shall be
confiscated. Any violation will be reported to the police. Appropriate disciplinary or legal action shall be
pursued by school officials.

Policy #4118.233
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Staff/Student Non-Fraternization
The relationship between the teacher and the student should be one of cooperation, understanding and
mutual respect. The teacher has the responsibility to provide an atmosphere conducive to learning and
to motivate each student to perform to his/her capacity.
Staff members are expected to regard each student as an individual and to accord each the rights and
respect due to any individual. Neither insults, disparaging names, nor sarcasm shall be used as a way of
forcing compliance with a staff member’s requirements or expectations.
The Board believes that students and staff members should interact with each other in a warm, open,
and positive fashion. However, there must be maintained a certain distance in order to preserve the
businesslike atmosphere that is necessary to achieve the educational mission of the school. In
recognition of the fact that sexual harassment, whether verbal or physical, may create a psychological
harmful atmosphere, inhibit performance, undermine the integrity of the staff-student relationship and
constitute a form of illegal sex discrimination, the Board prohibits all forms of sexual remarks or conduct
between staff and students of the District.
It is the policy of the Board of Education to prohibit any sexual relationship, contact or sexually nuanced
behavior or communication (verbal or non-verbal) between a staff member and a student, while the
student is enrolled in the school system. The prohibition extends to students of the opposite sex or the
same sex as the staff member, and applies regardless of whether the student or the staff member is the
initiator of the behavior and whether or not the student welcomes or reciprocates the attention.

Policy #4118.24

Employee Use of the District’s Computer Systems
Computers, computer networks, Internet access, and E-mail are effective and important technological
resources in today's educational environment. The Board of Education has installed computers, a
computer network, including Internet access and an e-mail system (referred to collectively as “the
computer systems”), in order to enhance both the educational opportunities for our students and the
business operations of the district.
These computer systems are business and educational tools. As such, they are made available to Board
employees for business and education related uses only. The Administration shall develop regulations
setting forth procedures to be used by the Administration in an effort to ensure that such computer
systems are used only for appropriate business and education related purposes.

Policy #6141.321
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Acceptable Computer Network Use
Introduction
Computers, computer networks, Internet access, and Electronic mail (popularly known as “E-Mail”) are
effective and important technological resources in today's educational environment. The Board of
Education has installed computers, a computer network, including Internet access and an E-mail system,
to enhance the educational and business operations of the district. In this regulation, the computers,
computer network, Internet access and E-mail system are referred to collectively as “the computer
systems.”
These computer systems are business and educational tools. As such, they are being made available to
employees of the district solely for district-related educational and business purposes. All users of the
computer systems must restrict themselves to appropriate district-related educational and business
purposes at all times.
These computer systems are expensive to install, own and maintain. Unfortunately, these computer
systems can be misused in a variety of ways, some of which are innocent and others deliberate.
Therefore, in order to maximize the benefits of these technologies to the district, our employees and all
our students, this regulation shall govern all use of these computer systems.
Monitoring
It is important for all users of these computer systems to understand that the Board of Education, as the
owner of the computer systems, intends to monitor the use of the computer systems to ensure that
they are being used only for appropriate business and education purposes. The Board of Education
intends to monitor in a limited fashion, but will do so as needed to ensure that the systems are being
used solely for district-related educational and business purposes and to maximize utilization of the
systems for such business and educational purposes.
Privacy Issues
Employees must understand that the Board has reserved the right to conduct monitoring of these
computer systems and can do so despite the assignment to individual employees of passwords for
system security. Any password systems implemented by the district are designed solely to provide
system security from unauthorized users, not to provide privacy to the individual system user.
The system's security aspects, message delete function and personal passwords can be bypassed for
monitoring purposes.
Therefore, in addition to the prohibition against personal use found below, employees must be aware
that they should not have any expectation of personal privacy in the use of these computer systems.
Prohibited Uses
Certain specific types of system misuse are expressly prohibited, including but not limited to the
following:


Sending any form of solicitation not directly related to the business of the Board of Education;
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Sending any form of slanderous, harassing, threatening, or intimidating message, at any time, to
any person (such communications may also be a crime, pursuant to Public Act 95-143, and other
laws);
Gaining or seeking to gain unauthorized access to computer systems;
Sending any message that breaches the Board of Education's confidentiality requirements,
including the confidentiality rights of students;
Sending any copyrighted material over the system;
Sending messages for any purpose prohibited by law.

In addition, if a particular behavior or activity is generally prohibited by law and/or Board of Education
policy, use of these computer systems for the purpose of carrying out such activity and/or behavior is
also prohibited.
Disciplinary Action
Misuse of these computer systems will result in disciplinary action up to and including termination of
employment. Because no two situations are identical, the Board reserves the right to determine the
appropriate discipline for any particular set of circumstances.
Complaints of Problems or Misuse
Anyone who is aware of problems with, or misuse of these computer systems, should report this to his
or her supervisor.
Most importantly, the Board urges any employee who receives any harassing, threatening, intimidating
or other improper message through the computer systems to report this immediately. It is the Board's
policy that no employee should be required to tolerate such treatment, regardless of the identity of the
sender of the message. Please report these events!
Modification of Hardware/Software
It is the responsibility of Information Systems to maintain the computers and network. Therefore,
hardware and software should only be installed or modified by an Information Systems staff member.
All technology including, but not limited to computers, printers, scanners, digital cameras, televisions,
VCRs must be approved by the Information Systems Coordinator. This includes having the purchase
order signed by the Information Systems Coordinator, and having the delivery sent to the Information
Systems Office. In addition, set up and installations must be done by an Information Systems staff
member. This will ensure that the technology meets compatibility standards and that it is properly
installed. Information Systems will take responsibility for tagging new equipment and entering it into the
appropriate inventory database.
Software should not be installed on any computer by anyone except an Information Systems staff
member. If a department purchases software through its own funds the software must be approved
by the Information Systems Coordinator. This includes having the purchase order signed by the
Information Systems Coordinator, the software delivered to Information Systems, installed by an
Information Systems staff member and having the original software (CD or floppy disk) housed in the
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Information Systems office or a location deemed appropriate by the Information Systems Coordinator.
Anyone wishing to download software to a Windham Public Schools computer must work with the
Information Systems department to accomplish this task. The software will be downloaded by the
Information Systems Staff to ensure that it is free from viruses. It will then be installed by an Information
Systems staff member.
Network Accounts
Each staff member will be given a network account on the appropriate network. This will allow each
staff member to log on to a computer and access shared network resources. This account is for an
individual staff member's use only, and is intended to enhance the productivity of the staff member's
job. Staff members should not allow others to use their account.
Staff members are directed to log off each time they leave their terminals. Otherwise, potentially
sensitive data could be inappropriately viewed by staff members, students, or others who may not have
access to potentially sensitive student or other information.
Staff Members Must Not Leave Computers Logged Into the Network Overnight
It is imperative that accounts are logged off at the end of the workday. This ensures security of the
Windham Public Schools' network and allows Information Systems to perform the necessary backups.
Temporary employees can be set up with temporary network accounts. They should not use the account
of a permanent employee. Temporary accounts can be set up by calling Information Systems.
Email Accounts
This account is for an individual staff member's use only, and is intended to enhance the productivity of
the staff member's job. Staff members should not allow others to use their account. Access to e-mail will
terminate if employment with Windham Public Schools terminates.
Passwords
Each computer user will be given a network password. Under no circumstance should passwords be
shared with others, especially students.
Backups
It is the responsibility of individual users to back up their own files. A shared folder on the network is
available for this purpose.
Information Systems performs daily backups of servers throughout the district. Information Systems
does not back up individual client machines. Documents should not be saved in MY DOCUMENTS folder
or anywhere else on a particular computer’s hard drive.
Information Systems reserves the right to reformat or remove software from any district computer
without consulting with the individual user.
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Occupational Exposure to Bloodborne Pathogens
In accordance with the United States Department of Labor Occupational Safety, and Health
Administration regulations dealing with "Safe Workplace" standards related to exposure to Bloodborne
Pathogens, the Board has developed and will implement procedures to protect at risk employees. These
procedures, contained in the Board of Education Exposure Control Plan (the "procedures") are designed
to comply in full with applicable federal and state law regulations. The procedures will be overseen by
the Superintendent or his/her designee, who shall also be responsible for periodically reviewing and
updating them. Copies of the procedures will be kept in the Nurse's Office at each school and in Central
Office. The procedures will be monitored by the Connecticut Department of Labor.
It is the policy of the Board of Education, through these procedures, to take all necessary actions to
protect its employees from infectious disease, and in particular, HIV and Hepatitis B Virus, a life
threatening bloodborne pathogen.
The Board will further provide training and protective equipment to those persons who, by virtue of the
performance of job duties, are at risk to come in contact with infectious disease. Finally, all at risk
employees of the Board, as defined in the procedures, will be offered the vaccine for Hepatitis B Virus, a
life threatening bloodborne pathogen.
Training, needed protective equipment and vaccination, as provided in the procedures, will be at no cost
to the personnel and are provided as a precaution for personnel safety.

Policy #4147.1
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Exposure Incident Reporting Form - Evaluation of Exposure Incident
INSTRUCTIONS. This worksheet will be used to assist in documenting the routes of exposure and how an
exposure incident has occurred. This worksheet should be completed in conjunction with Form IIa
(Report to Health Care Professional).
1. Employee Name: ___________________________________________________________
2. Date of Incident: ___________________________________________________________
3. Description of employee’s duties during the exposure incident: ______________________
_________________________________________________________________________
4. The route of exposure was:
a. needlestick with contaminated needle to __________________________________
b. piercing of skin with contaminated sharp to ________________________________
c. splashing/spraying of blood or other potentially infectious material to ___________
d. other: ______________________________________________________________
___________________________________________________________________
5. Describe the circumstances under which the exposure incident occurred:
_________________________________________________________________________
_________________________________________________________________________
6. If identification of source individual is not prohibited by law, name of source individual:
_________________________________________________________________________
7. Can repetition of the exposure incident be minimized by instituting a new engineering or work
practice control:
Yes ________ No ________
8. If the answer to Item 7 is yes, describe the remedial action which should be taken in the
future:
_________________________________________________________________________
_________________________________________________________________________
Date this action was instituted: ________________________
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Students:
Suspension and Expulsion/Due Process
It is the goal of the Board of Education to ensure the safety and welfare of all students in attendance,
and to maintain an atmosphere conducive to learning. In keeping with this goal, students are expected
to comply with school rules and regulations, as well as Board policies. Students may be disciplined for
conduct on school grounds or at any school-sponsored activity that endangers persons or property, is
seriously disruptive of the educational process, or that violates a publicized policy of the Board. Students
may be disciplined for conduct off school grounds if such conduct is seriously disruptive of the
educational process and violates a publicized policy of the Board. Only school administrators are
authorized to make decisions on suspension.
In working with students, emphasis shall be placed upon developing effective self-discipline as the most
effective disciplinary approach.
Removal from Class
Teachers may request to have a student removed from class when such student causes a serious
disruption of the educational process within the classroom. This must be carried out in accordance with
the school’s tiered behavior plan as mentioned earlier in this document.
No student shall be removed from class more than six (6) times in any year nor more than twice in one
week, unless such student is referred to the Building Principal or his/her designee and granted an
informal hearing in accordance with the provisions of this policy, as stated in G(3).
Exclusion from Co-Curricular and Extra-Curricular Activities
Participation in co-curricular and extra-curricular activities is a privilege and not an entitlement.
Students involved in such programs are expected to follow all school rules and demonstrate good
citizenship. Failure to do so may result in partial or complete exclusion from said activities and
programs. Activities include, but are not limited to, athletic programs, musical or drama productions,
clubs, field trips, and school trips out-of-state and abroad.
Suspension and Expulsion
A student may be suspended or expelled for conduct on school property or at a school-sponsored
activity that endangers persons or property, is violative of a publicized policy of the Board, or is seriously
disruptive of the educational process.
Suspension Procedure
The administration of each school shall have the authority to invoke suspension for a period of up to ten
school days or to invoke in-school suspension for a period of up to ten school days of any student for
one or more of the reasons stated in paragraph C, above, in accordance with the procedure outlined in
this paragraph. Suspensions shall be in-school suspensions unless the administration determines that
the student being suspended poses such a danger to persons or property or such a disruption of the
educational process that the student shall be excluded from school during the period of suspension. The
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administration may also consider a student’s previous disciplinary problems when deciding whether an
out-of-school suspension is warranted, as long as the school previously attempted to address the
problems by means other than an out-of-school suspension or an expulsion. The administration shall
also have the authority to suspend a student from transportation services whose conduct while awaiting
or receiving transportation violates the standards set forth in paragraph C, above. The administration
shall have the authority to immediately suspend from school any student when an emergency exists as
that term is defined in paragraph A, above.
The administration is expected to use the guidelines developed and promulgated by the Commissioner
of Education to help determine whether a student should receive an in-school or out-of-school
suspension.
If an emergency situation exists, the hearing outlined in paragraph G(3) shall be held as soon as possible
after the exclusion of the student.
In the case of suspension, the administration shall notify the student’s parents and the Superintendent
of Schools within twenty-four (24) hours of the suspension as to the name of the student who has been
suspended and the reason therefor. Any student who is suspended shall be given an opportunity to
complete any class work including, but not limited to, examinations which such student missed during
the period of his/her suspension.
Except in the case of an emergency, as defined in paragraph A, above, a student shall be afforded the
opportunity to meet with the administration and to respond to the stated charges prior to the
effectuation of any period of suspension or in-school suspension. If, at such a meeting the student
denies the stated charges, he/she may at that time present his/her version of the incident(s) upon which
the proposed suspension is based. The administration shall then determine whether or not suspension
or in-school suspension is warranted. In determining the length of a suspension period, the
administration may receive and consider evidence of past disciplinary problems which have led to
removal from a classroom, in-school suspension, or expulsion.
For any student who is suspended for the first time and who has never been expelled, the school
administration may shorten the length of or waive the suspension period if the student successfully
completes an administration-specified program and meets any other administration-required
conditions. Such program shall be at no expense to the student or his/her parents/guardians.
No student shall be suspended more than ten times or a total of fifty (50) days in one school year,
whichever results in fewer days of exclusion, unless a hearing as provided in paragraph H(5) is first
granted.
No student shall be placed on in-school suspension more than fifteen times or a total of fifty (50) days in
one school year, whichever results in fewer days of exclusion, unless a hearing as provided in paragraph
H(5) is first granted.

Policy #5114
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Students with Disabilities
A special education student’s IEP and/or 504 disability shall be considered before making a decision to
suspend. A student with disabilities may be suspended for up to ten school days in a school year without
the need for the district to provide any educational services. A disabled student may be additionally
removed (suspended) for up to ten school days at a time for separate acts of misconduct as long as the
removals do not constitute a pattern. During any subsequent suspension of ten days or less of a student
with disabilities, the district shall provide services to the disabled student to the extent determined
necessary to enable the student to appropriately advance in the general curriculum and toward
achieving his/her IEP goals. In cases involving removals for ten days or less, school personnel (school
administration) in consultation with the child’s special education teacher, shall make the service
determination.
If the disabled student’s suspensions beyond ten school days in a school year constitute a pattern
because of factors such as the length of each removal, the total amount of time the child is removed and
the proximity of the removals to one another, the IEP team (PPT) shall conduct a manifestation
determination. Meetings of a student’s IEP team (PPT) are required to develop a behavioral assessment
plan or to review and modify as necessary one previously developed when the disabled student has
been removed (suspended) from his/her current placement for more than ten school days in a school
year and when commencing a removal (suspension) that constitutes a change in placement.
Whenever a student is suspended, notice of the suspension and the conduct for which the student was
suspended shall be included on the student’s cumulative educational record. Such notice shall be
expunged from the record by the Board if the student graduates from high school.
Suspension from Athletics/Co-Curricular and Extra-curricular Activities
Any student who is arrested for the possession or use of alcohol, marijuana, anabolic steroids, or any
other controlled chemical substance, or is reported to be in possession of, or using alcohol, marijuana,
anabolic steroids, or any other controlled chemical substance by a reliable source will be subject to
suspension.

Threats or Acts of Violence
The Board of Education recognizes that threats as well as acts of violence have become a major problem
in schools throughout the country among young people and, consequently, is a concern to this school
system and the community it serves. The Board recognizes that threats or acts of violence are complex
and that, while the school may recognize potentially at risk youth, it cannot make clinical assessment of
risk and provide in-depth counseling, but must refer the youth to an appropriate place for such
assessment and counseling.
Therefore, any school employee who may have knowledge of a threat or act of violence must take the
proper steps to report this information to the school principal who will, in turn, notify the appropriate
school officials, the student’s family and appropriate resource services.

Policy #5131.21
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Response to Death Threats/Targets lists:
1. Take all reports of threats seriously
a. Investigate, interview students, counselor, teacher.
b. Suspend for threatening behavior.
c. Even if a joke.
2. Consider mobilizing response team or suicide policy if appropriate.
3. Call police?
a. Case by case analysis - investigate details, talk to other students.
b. If any reasonable suspicion of possible danger - contact police.
4. Notify anyone else?
a. Automatic notification to threatening student’s parents (suspension letter).
b. If any reasonable suspicion of possible danger, notify victim and victim’s parents.
5. Consider referral to Special Education.
a. Consider whether a referral for emergency PPT is appropriate.
b. Is this a repeat incident - history of death threats.
c. Should child have been identified?
6. Consider having an emergency assessment by school counselor and/or psychologist if
warranted.
7. Consider whether an expulsion is appropriate, if permitted under special education situation,
and the offense warrants such a recommendation.

Bullying
In accordance with Board Policy 5131.911 concerning the prohibition against bullying in the Windham
Public Schools. Bullying behavior in school is strictly prohibited, and subject to disciplinary action, which
may include suspension or expulsion from school. The district’s commitment to addressing bullying
behavior, however, involves a multi-faceted approach, which includes education and the promotion of a
school atmosphere in which bullying will not be tolerated by students or staff.
Since the designation of conduct as bullying carries with it special statutory obligations it is imperative
that bullying be identified only when the specific elements of the definition are met.
In accordance with state law, and to protect our students and the education process, bullying, that is,
attempts by a student or group of students to intimidate, humiliate, terrify, or force the compliance of
other students by means of ridicule, harassment, isolation, or the threat or application of physical harm
is forbidden by the Windham Board of Education whenever it occurs.
To implement this policy, the Board of Education directs the Superintendent to develop and adopt
regulations to address bullying in the schools. As provided by statute, such regulations shall: (1) enable
students to anonymously report acts of bullying to teachers and school administrators, (2) enable the
parents or guardians of students to file written reports of suspected bullying, (3) require teachers and
other school staff who witness acts of bullying or receive student reports of bullying to notify school
administrators, in writing, (4) require school administrators to investigate any written reports filed
pursuant to subdivision (2) above and to review any anonymous reports, except that no disciplinary
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action shall be taken solely on the basis of an anonymous report, (5) include a prevention and
intervention strategy for school staff to deal with bullying, (6) provide for the inclusion of language in
student codes of conduct and in all student handbooks concerning bullying, (7) require school
administrators to notify both the parents or guardians of students who commit any verified acts of
bullying and the parents or guardians of students against whom such acts were directed, and invite
them to attend at least one meeting, and (8) require each school within the district to maintain a record
of the number and nature of verified acts of bullying in such school and make such record available for
public inspection, and to report such number annually in a manner prescribed by the Commissioner of
Education to the Department of Education, (9) direct the development of case-by-case interventions for
addressing repeated incidents of bullying against a single individual or recurrently perpetrated bullying
incidents by the same individual that may include both counseling and discipline, and (10) require the
identification of appropriate school personnel, which may include, but shall not be limited to, pupil
services personnel, responsible for taking a bullying report and investigating the complaint.
The notification required pursuant to subdivision (7) shall include a description of the response of school
staff to such acts and any consequences that may result from the commission of further acts of
bullying. Any information provided under this policy shall be provided in accordance with the
confidentiality restrictions imposed under the Family Educational Rights Privacy Acts (“FERPA”) and the
district’s Confidentiality and Access to Student Information policy and regulations.
For purposes of this policy, “Bullying” shall mean any overt acts by a student or group of students
directed against one another student with the intent to ridicule, harass, humiliate or intimidate the
other student while on school grounds at a school-sponsored activity, or on a school bus which acts are
committed more than once against any student during the school year. Bullying outside the school
setting may be address if it has a direct and negative impact on a student’s academic performance or
safety in school.
For purposes of this policy, “School-Sponsored Activity” shall mean any activity conducted on or off
school property (including school buses and other school-related vehicles) that is sponsored, recognized
or authorized by the Board of Education.
Students who engage in bullying behavior shall be subject to school discipline up to and including
expulsion in accordance with the Board’s policy on student discipline.

Policy 5131.911
Prevention and Intervention Strategy
The District shall implement, as required by C.G.S. 10-221d, but is not limited to strategies to prevent
and/or intervene which may include:




Implementation of a positive behavioral interventions and supports process or another
evidence-based model approach for safe school climate or for the prevention of bullying
identified by the Department of Education.
A school survey to determine the prevalence of bullying.
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Establishment of a bullying prevention coordinating committee with broad representation to
review the survey results and implement the strategy.
School rules prohibiting bullying, harassment, and intimidation and establishing appropriate
consequences for those who engage in such acts.
Adequate adult supervision of outdoor areas, hallways, the lunchroom, and other specific areas
where bullying is likely to occur.
Inclusion of grade-appropriate bullying prevention curricula in kindergarten through high school.
Individual interventions with the bully, parents; and school staff, and interventions with the
bullied child, parents; and the school staff.
School wide training related to safe school climate.
Promotion of parent involvement in bullying prevention through individual or team participation
in meetings, trainings, and individual interventions.

The following factors should be considered before identifying conduct by a student or group of students
as bullying in violation of Board policy. The determination that conduct does not constitute bullying
under the state law and Board policy, however, does not restrict the right of the Administration and of
the Board of Education to impose appropriate disciplinary consequences for student misconduct.






Location. Conduct that would otherwise be considered bullying occurring off-campus (and
outside of any school-sponsored activity) may subject the perpetrator to disciplinary action.
Discipline for such conduct if it has a direct and negative impact on a student’s academic
performance or safety in school may be imposed if such conduct violates a publicized policy of
the Board and is seriously disruptive of the educational process. Unless such conduct triggers a
mandatory expulsion under Connecticut General Statute §10-233d(1), however, school officials
are authorized to impose discipline for such off-campus conduct only if such conduct markedly
interrupts or severely impedes the day-to-day operation of the school.
Repeated misconduct. Bullying behavior in violation of Board policy must be committed more
than once against any student during the school year. An isolated incident, however egregious,
is not “bullying” under state law and Board policy. Similarly, numerous acts of misconduct
against different students does not constitute “bullying” under state law and Board
policy. Conversely, where there are repeated incidents of bullying against a single individual or
recurrently perpetrated bullying incidents by the same individual, the responsible administrator
shall develop a case-specific intervention to address such repeated incidents of bullying, which
may include both counseling and discipline.
Ridicule, humiliation, and/or intimidation. Bullying behavior is more than misconduct. Such
behavior is marked by the intent to ridicule, humiliate or intimidate the victim. In evaluating
whether conduct constitutes bullying, special attention should be paid to the words chosen or
actions taken, whether such conduct occurred in front of others or was communicated to
others, how the perpetrator interacted with the victim, and the motivation, either admitted or
appropriately inferred, of the perpetrator.
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Types of conduct. Bullying can take many forms and can include:





Physical violence and/or attacks;
Verbal taunts, name-calling and put-downs, including taunts based on ethnicity, gender,
religion, sexual orientation, or other protected and/or individual characteristics;
Threats and intimidation (through words and/or gestures);
Extortion or stealing of money and/or possessions.

Complaint Processes
Formal complaints
Students and/or their parents or guardians may file written reports of conduct that they consider to be
bullying. Such written reports shall be reasonably specific as to the actions giving rise to the suspicion of
bullying, including time and place of the conduct alleged, the number of such incidents, the target of
such suspected bullying, and the names of any potential student of staff witnesses. Such reports may be
filed with any teacher or administrator, and they shall be promptly forwarded to the Building Principal
for review and action in accordance with Section IV below.
Informal Complaints
Students may make an informal complaint of conduct that they consider to be bullying by verbal report
to a teacher or administrator. Such informal complaints shall be reasonably specific as to the actions
giving rise to the suspicion of bullying, including time and place of the conduct alleged, the number of
such incidents, the target of such suspected bullying, and the names of any potential student of staff
witnesses. A teacher, other professional employee, or administrator who receives an informal
complaint shall promptly reduce the complaint to writing, including the information provided. Such
written report by the teacher, other professional employee and/or administrator shall be promptly
forwarded to the Building Principal for review and action.
Anonymous Complaints
Students who make an informal complaint as set forth above may request that their name be
maintained in confidence by the teacher(s) and administrator(s) who receive the complaint. Should
anonymity be requested, the Principal or his/her designee shall meet with the student to review the
request for anonymity and the impact that maintaining anonymity of the complaint may have on the
investigation of the complaint and/or possible remedial action. At such meeting, the student shall be
given the choice as to whether to maintain the anonymity of the complaint. Anonymous complaints
shall be reviewed and reasonable action will be taken to address the situation, to the extent such action
may be taken that (1) does not disclose the source of the complaint, and (2) is consistent with the due
process rights of the student(s) alleged to have committed acts of bullying. No disciplinary action shall
be taken solely on the basis of an anonymous report.
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Staff Responsibilities and Intervention Strategies
Teachers and other school staff
Teachers and other school staff who witness acts of bullying, as defined above, shall promptly notify the
Building Principal and/or his/her designee of the events observed, and shall promptly file a written
incident report concerning the events witnessed. Teachers and other school staff who receive student
or parent reports of suspected bullying shall promptly notify the Building Principal and/or his/her
designee of such report(s). If the report is a formal, written complaint, such complain shall be
forwarded promptly (no later than the next school day) to the Building Principal or his/her designee. If
the report is an informal complaint by a student that is received by a teacher or other professional
employee, he or she shall prepare a succinct written report of the informal complaint, which shall be
forwarded promptly (no later than the next school day) to the Building Principal or his/her designee. If
the report is an informal complaint by a student that is received by other school staff, this employee
shall verbally report the matter to the Principal and/or his/her designee promptly (no later than the next
school day).
In addition to addressing both informal and formal complaints, teachers and other professional staff
members are encouraged to address the issue of bullying in other interactions with students. Teachers
and other professionals may find opportunities to educate students about bullying and help eliminate
bullying behavior through class discussions, counseling, and reinforcement of socially-appropriate
behavior. Teachers and other professional employees should intervene promptly whenever they
observe student conduct that has the purpose or effect of ridiculing, humiliating or intimidating another
student, even is such conduct does not meet the formal definition of “bullying.”
Administrator responsibilities
1. Investigation
The Principal (or other responsible program administrator) shall be promptly notified of any formal or
informal complaint of suspected bullying received by any building, administrator, teacher or other
professional employee. Under the direction of the Building Principal or his/her designee, all such
complaints shall be investigated promptly. A written report of the investigation shall be prepared when
the investigation is complete. Such report shall include findings of fact, a determination of whether acts
of bullying were verified, and, when acts of bullying are verified, a recommendation for intervention,
including disciplinary action. Where appropriate, written witness statements shall be attached to the
report.
Notwithstanding the foregoing, when a student making an informal complaint has requested anonymity,
the investigation of such complaint shall be limited as is appropriate in view of the anonymity of the
complainant. Such limitation of investigation may include restricting action to a simple review of the
complaint (with or without discussing it with the alleged perpetrator), subject to receipt of further
information and/or the withdrawal by the complaining student of the condition that his/her report be
anonymous.
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2. Remedial actions
Verified acts of bullying shall result in intervention by the Building Principal or his/her designee that is
intended to assure that the prohibition against bullying behavior is enforced, with the goal that any such
bullying behavior will end as a result.
Bullying behavior can take many forms and can vary dramatically in how serious it is, and what impact is
has on the victim and other students. Accordingly, there is no one prescribed response to verified acts
of bullying. While conduct that rises to the level of “bullying” as defined above will generally warrant
disciplinary action (detention, in-school suspension; suspension or expulsion) is a matter for the
professional discretion of the Building Principal. The following sets forth possible interventions for
building principals to enforce the Board’s prohibition against bullying.
a. Non-disciplinary interventions
When verified acts of bullying are identified early and/or when such verified acts of bullying do not
reasonably require a disciplinary response, students may be counseled as to the definition of bullying, its
prohibition, and their duty to avoid and conduct that could be considered bullying.
If a complaint arises out of conflict between students or groups of students, peer mediation may be
considered. Special care, however, is warranted in referring such cases to peer mediation. A power
imbalance may make the process intimidating for the victim and therefore inappropriate. The victim’s
communication and assertiveness skills may be low and could be further eroded by fear resulting from
past intimidation and fear of future intimidation. In such cases, the victim should be given additional
support. Alternatively, peer mediation may be deemed inappropriate to address the concern.
b. Disciplinary interventions
When acts of bullying are verified and a disciplinary response is warranted, students are subject to the
full range of disciplinary consequences. Anonymous complaints that are not otherwise verified,
however, shall not be the basis for disciplinary action.
In-school suspension and suspension may be imposed only after informing the accused perpetrator of
the reasons for the proposed suspension and giving him/her an opportunity to explain the situation.
Expulsion may be imposed only after a hearing before the Board of Education, a committee of the Board
or an impartial hearing officer designated by the Board of Education in accordance with Board
policy. This consequence shall be reserved for serious incidents of bullying and/or when past
interventions have not been successful in eliminating bullying behavior.
3. General intervention strategies
In addition to the prompt investigation of complaints of bullying and direct intervention when acts of
bullying are verified, other district actions may ameliorate any potential problem with bullying in school
or at school-sponsored activities. While no specific action is required and school needs for such
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interventions may vary from time to time, the following list of potential intervention strategies shall
serve as a resource for administrators, teachers and other professional staff members in each school:











Respectful responses to bullying concerns raised by students, parents or staff;
Planned professional development programs addressing bully/victim problems;
Data collection to document bully/victim problems to determine the nature and scope of the
problem;
Use of peers to help ameliorate the plight of victims and include them in group activities;
Avoidance of sex-role stereotyping (e.g., males need to be strong and tough);
Awareness and involvement on the part of staff and parents with regards to bully/victim
problems;
A curriculum that promotes communication, friendship, assertiveness skills, and character
education;
Modeling by teachers of positive, respectful, and supportive behavior toward students;
Creating a school atmosphere of team spirit and collaboration that promotes appropriate social
behavior by students in support of others;
Employing classroom strategies that instruct students how to work together in a collaborative
and supportive atmosphere.

Reporting Obligations
A. Report to the parent or guardian of the perpetrator
If after investigation, acts of bullying by a specific student are verified, the Building Principal or his/her
designee shall notify the parent or guardian of the perpetrator in writing of that finding. If disciplinary
consequences are imposed against such student, a description of such discipline shall be included in
such notification.
B. Reports to the victim and his/her parent guardian
If after investigation, acts of bullying against a specific student are verified, the Building Principal or
his/her designee shall notify the parent of guardian of the victim of such finding. In providing such
notification, care must be taken to respect the statutory privacy rights of the perpetrator of such
bullying. The specific disciplinary consequences imposed on the perpetrator, as reflected in the
student’s educational records, shall not be disclosed to the parents or guardian of the victim, except as
provided by law. The parents of the children involved in the bullying incident shall be invited to attend
at least one meeting at school.
C. List of verified acts of bullying
The Principal of each school shall maintain a list of the number of verified acts of bullying in the school,
and this list shall be available for public inspection upon request. Given that any determination of
bullying involves repeated acts over time, each report prepared in accordance with Section III (1) above
that includes verified acts of bullying shall be tallied as one verified act of bullying unless the specific
actions that are the subject of the report involve separate and distinct acts of bullying. The list shall be
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limited to the number of such verified acts of bullying in the school, and it shall not set out the
particulars of each verified act, including but not limited to any personally identifiable student
information, which is confidential by law.
Cyberbullying
The District's computer network and the Internet, whether accessed on campus or off campus, during or
after school hours, may not be used for the purpose of harassment. In addition, all forms of harassment
over the Internet by means of cellphone, blackberry, or any other form of electronic communication
device, fixed or mobile, commonly referred to as cyberbullying, are unacceptable and viewed as a
violation of this policy and the District's acceptable computer use policy and procedures.
Malicious use of the District's computer system to develop programs or to institute practices that harass
other users or gain unauthorized access to any entity on the system and/or damage the components of
an entity on the network is prohibited. Users are responsible for the appropriateness of the material
they transmit over the system. Hate mail, harassment, discriminatory remarks, or other antisocial
behaviors are expressly prohibited.
Cyberbullying includes, but is not limited to the following misuses of technology: harassing, teasing,
intimidating, threatening to kill or injure students or staff members, denigrating, disseminating personal
information about another person, impersonation for the purpose of posting damaging material or
allegations, cyberstalking, sending confidential reports to third parties, threatening, or terrorizing
another person by sending or posting inappropriate and hurtful e-mail messages, instant messages, text
messages, digital pictures or images, or Web site postings, including blogs whether in the sender's name
or under a disguise. It is also recognized that the author (poster or sender) of the inappropriate material
is often disguised (logged on) as someone else.
As an aid in the enforcement of this policy, students and community members who believe they have
been the victims of such misuses of technology, as described in this policy, are urged not to erase the
offending material from the system. A copy of the material should be printed and brought to the
attention of the school Principal or Director of Technology.
The administration shall fully investigate all reports of cyberbullying.
In situations in which the cyberbullying originated from a non-school computer, but has been brought to
the attention of school officials, any disciplinary action shall be based upon whether the conduct is
determined to be severely disruptive of the educational process so that it markedly interrupts or
severely impedes the day-to-day operations of a school or the ability of individual students or staff
members to function effectively. In addition, such conduct must also be violative of a publicized school
policy. Such conduct includes, but is not limited to, threats, or making a threat off school grounds, to kill
or hurt a teacher or student.
Disciplinary actions may include, but are not limited to, the loss of computer privileges, detention,
suspension, or expulsion for verified perpetrators of cyberbullying. In addition, when any kind of threat
is communicated or when a hate crime is committed, this shall be reported to local law officials.
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The District recognizes its responsibility to educate students regarding appropriate behavior on social
networking and chat room sites about cyberbullying. Therefore, students shall be provided instruction
about appropriate online behavior, including interacting with other individuals on social networking
sites and in chat rooms and cyberbullying awareness and response.

Restraint of Students
Specific circumstances may sometimes occur in school or other settings in which a child under the
supervision of school personnel may require physical restraint. The purpose of this restraint is to
prevent the student from endangering his/her safety or the safety of others, particularly when bodily
harm may be the result of the behavior.
School personnel shall employ non-confrontive intervention techniques including proper use of restraint
when necessary. Training in the use of such techniques shall be mandatory for all staff (special
education teachers, paraprofessionals, general education staff, related services staff, security staff, etc.)
working with students who have been identified as those who may require restraint.
All incidents of restraint shall be properly reported and records related thereto shall be maintained in
separate files.
This policy shall be implemented in accordance with administrative procedures for restraint of students
developed by Windham Public Schools administration.

Policy #5144.1
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Physical Restraint Report Form
____________________________________________________________________________________
Note: This report is required to be submitted to the Director of Special Education as soon as practicable
after an incident involving physical restraint, but in no event later than 24 hours after the incident.
Physical Restraint: Any mechanical or personal restriction that immobilizes or reduces the free
movement of a person's arms, legs or head. The term DOES NOT INCLUDE: (A) Briefly holding a
person in order to calm or comfort the person; (B) restraint involving the minimum contact necessary
to safely escort a person from one area to another; (C) medical devices, including, but not limited to,
supports prescribed by a health care provider to achieve proper body position or balance; (D) helmets
or other protective gear used to protect a person from injuries due to a fall; or (E) helmets, mitts and
similar devices used to prevent self injury when the device is part of an Individualized Education
Program ("IEP").

STUDENT INFORMATION:
Name of student: ______________________________________________ Date of Restraint:
____________________
Date of Birth: ___________ Age: _________ Gender: M/F _________ Grade Level:
________________________
Does student currently receive special education services or is the student being evaluated for eligibility
for special education services?
Yes:___ No: ___ School: ________________________

Staff administering restraint:
Name: ____________________________________ Title: ______________________________
Name: ____________________________________ Title: ______________________________
Name: ____________________________________ Title: ______________________________
Staff monitoring restraint:
Name: ____________________________________ Title: ______________________________
Name: ____________________________________ Title: ______________________________
Administrator who was verbally informed following the restraint:
Name: ____________________________________ Title: ______________________________
Reported by: ________________________________ Title:______________________________
PRECIPITATING ACTIVITY:
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Description of activity in which the restrained or other students were engaged immediately
preceding emergency use of physical restraint:

Description of the risk of immediate or imminent injury to the student restrained or others that
required use of physical restraint:

Description of other steps, including attempts at verbal de-escalation, to prevent the
emergency necessitating use of restraint:

DESCRIPTION OF PHYSICAL RESTRAINT:
Justification for initiating physical restraint (check all that apply):
[ ] Non-Physical interventions were not effective
[ ] To protect student from immediate or imminent injury
[ ] To protect other student/staff from immediate or imminent injury
Type of Protective Hold Used:
[ ] Side by side parallel hold
[ ] Lifted and carried (full security hold)
[ ] Held in chair (reverse cradle transport)
[ ] Floor control
[ ] Other (describe)
Regular evaluation of the student being restrained for signs of physical distress:
Time: _______ Evaluation:______________________________________________________
Time: _______ Evaluation:______________________________________________________
Time: _______ Evaluation:______________________________________________________
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Time: _______
Time: _______

Evaluation:______________________________________________________
Evaluation:______________________________________________________

Time restraint began:_______________________ Time restraint
ended:____________________
Total time (in minutes): ____________________
CESSATION OF RESTRAINT:
How restraint ended (check all that apply):
[ ] Determination by staff member that student was no longer a risk to himself/herself or
others
[ ] Intervention by administrator(s) to facilitate de-escalation
[ ] Law enforcement personnel arrived
[ ] Staff sought in-house assistance
[ ] Community emergency personnel arrived
[ ] Other (describe):
Injury Status
[ ] No injury
[ ] Description of injury to student/staff and any medical/first aid care provided:
Time medical staff checked injured
person:________________________________________________
Medical staff
actions:__________________________________________________________________
Medical staff name:
___________________________________________________________________
Incident report filed with the following school district official: _______________
Date:______________
FURTHER ACTION TO BE TAKEN: (Attach separate page if necessary.)
The school will take the following actions (check all that apply):
[]
[]
[]
[]
[]

Review incident with student to address behavior that precipitated the restraint.
Debrief staff regarding incident.
Consider whether follow-up is necessary for students who witnessed the incident.
Further contact with parents (describe):
Convene Crisis Team Meeting
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[ ] Convene PPT to review/revise behavior intervention plan and/or IEP
[ ] Convene PPT to discuss functional behavior assessment
PARENT/GUARDIAN NOTIFICATION (required for all restraints):
Parent who was verbally informed of this restraint:
Name:_____________________________________ Telephone Number: __________________
Date:______________________________________
Time:_____________________________________________
Called by:
_________________________________ Title:________________________________________
Notice mailed to Parent: Yes_____ No_____
Mailed by: __________________________________ Title: ______________________________
Reviewed by_____________________________________________ Date: ________
(Program Administrator/ Team Leader)
Reviewed by_____________________________________________ Date:_________
(Director of Special Education)

FOR DIRECTOR, OR DESIGNEE, USE ONLY
[ ] Reviewed physical restraint report
[ ] Reviewed behavior plan, if applicable
[ ] In considering the effect of the restraint on the student's established behavioral support or
educational plan I find the following:
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Business and Non-instructional Operations:
Sales & Disposal of Obsolete or Surplus Equipment/Materials
No obsolete or surplus equipment or materials will be discarded or disposed of by a teacher or other
school employee. Such items will be set aside and reported to the Principal. The Principal or his/her
designee will prepare lists of such equipment and materials annually and forward such lists to the
Superintendent of Schools or his/her designee.
Obsolete or surplus equipment or materials shall be donated or sold only upon the approval of the
Superintendent of Schools or his/her designee. Prior to making a donation or conducting a public sale,
and after determining there is no appropriate use of such equipment or materials within the school
system, the Superintendent of Schools or his/her designee shall notify all town agencies of the
equipment or materials approved for disposal, and shall request a written response within 15 days
indicating the town agency's interest, if any, in such equipment or materials. The Superintendent of
Schools or his/her designee, will determine which agency can make best use of the equipment or
materials in the event two or more agencies express interest. Any transfer costs shall be borne by the
recipient of the surplus or obsolete equipment or materials. A town agency is, for purposes of this
policy, one which receives a majority of its funding from local taxation.
Obsolete or surplus equipment or materials not retained within the school system or transferred to
town agencies may be donated or sold to the general public in a manner determined by the
Superintendent of Schools to be in the best interests of the school district. Such equipment or materials
shall not be donated to an employee of the school district and shall only be sold to an employee of the
school district if the equipment or materials is offered for sale to the general public. Under those
circumstances, the employee would receive an equal, but not preferential, opportunity to purchase the
equipment or materials.
If the equipment and materials cannot be donated or sold, the Superintendent of Schools or his/her
designee may dispose of such items.

Policy #3260

Gifts to a School Unit or the School District
The Board of Education may accept for the District all donations of materials, books, equipment,
trophies, or other awards where such gifts exceed an approximate cash value of one thousand dollars
($1,000). Such donations or gifts shall not obligate the District to give preferential consideration to an
individual, to a group, or to an organization involved in the contribution.
The Superintendent of Schools may accept for the District donations of materials, books, equipment,
trophies or other awards where such cash value does not exceed approximately one thousand dollars
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($1,000). All such gifts or donations accepted by the Superintendent of Schools shall be reported to the
Board of Education at the first meeting following the receipt of such gift or donation.

Policy #3280

Asbestos, Pesticides, and Green Cleaning Protocols
Public Notification Of
Asbestos Management Program
State and federal asbestos regulations require that building occupants be notified about
asbestos management activities and the existence of the Asbestos Management Plan (AMP)
The Windham Public Schools facilities have been inspected to determine the presence of
asbestos and to evaluate the potential for human exposure to airborne fibers. As is the case
for most schools, asbestos-containing products were found in our school buildings.
Wherever the potential exists for damaged materials to cause asbestos fibers to be released
into the air, we have encapsulated or enclosed the material. Most of the materials that
present a potential for exposure are in areas that are inaccessible to students, such as boiler
rooms and pipe tunnels.
An Asbestos Management Program has been developed to maintain these materials in a
condition in which they do not pose a health hazard. As part of this program, asbestoscontaining materials are inspected several times each year and the Asbestos Management
Program are re-evaluated every three years.
Anyone wishing to know more about the Asbestos Management Program or the asbestos
containing materials found in our schools should ask to see the Asbestos Management Plan,
which is on file in the main office of each building and in the Buildings & Grounds office. Any
questions may be addressed to Windham Public Schools, Director of Buildings and Grounds,
322 Prospect Street, Willimantic, CT 06226, 860-465-2335
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Notificación Pública Sobre
El Programa de Administración de Asbestos
Las reglas estatales y federales requieren que todos los que ocupen los edificios queden
notificados sobre las actividades de administración de asbestos y la existencia del Plan de
Administración de Asbestos (AMP.)
Las facilidades de las Escuelas Públicas de Windham han sido inspeccionadas para
determinar la presencia de asbestos y para evaluar el potencial de exposición de las
fibras en el aire ambiental Como es el caso en muchas de las escuelas, los inspectores
encontraron en los edificios de nuestras escuelas, productos que contienen asbestos.
Hemos encapsulado todo material con el potencial existente de desprender fibras de
asbestos en el aire. La mayor parte de los materiales que presentan un potencial de
exposición están localizadas en áreas que no son accesibles para los estudiantes, como
los cuartos de calderas y los túneles de plomería.
Se ha desarrollado un Programa de Administración de Asbestos para mantener estos
materiales en condiciones las cuales no causan daños a la salud. Como parte de este
programa, los materiales que contienen asbestos son inspeccionados varias veces al año
y el Programa de Administración de Asbestos re-evalúa cada tres años.
Toda persona que desee saber más sobre el Programa de Administración de asbestos o
los materiales que contienen asbestos en nuestras escuelas debe pedir ver el Plan de
Manejo de Asbesto, que está en el archivo de la oficina principal de cada edificio, y en la
oficina de edificios y terrenos. Cualquier pregunta puede dirigirse a las Escuelas Públicas
de Windham. Director de edificios y terreno, 322 Prospect Street, Willimantic, Ct 06226,
860-465-2335.
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Pesticide Management
As of July 1, 2000, The Windham Public Schools are required by Public Act 99-165 to issue a
statement of policy regarding the application of pesticides at schools and grounds. This
statement of policy shall be made to all staff and to all parents or guardians of students
enrolled in schools under the control of the Windham Public Schools. This statement will be
made annually at the beginning of the school year.
An Integrated Pest Management Plan is in place for the Windham School System. This plan
requires that alternative methods be employed prior to using a pesticide. Whenever it is
deemed necessary to apply a pesticide it will be done so during a period when school is not in
session and there are no planned activities on school grounds. All individuals applying
pesticides will hold the proper State of Connecticut certificates. Children will not be allowed to
enter an area where such application has been made until it is safe to do so according to the
provisions on the pesticide label.
Public Act 99-165 also allows for the notification of staff and parents and guardians of students
prior to application of pesticide. Any individuals who wish to be notified may register at the
school office to receive notice. Notice will be mailed so as to be received 24 hours prior to
pesticide application.
Questions regarding the Windham Public Schools policy for pesticide applications may be
addressed to Windham Public Schools, Director of Buildings and Grounds,
322 Prospect Street, Willimantic, CT 06226, 860-465-2335.
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Administración de Inseticidas

Establecido el 1ro de julio del 2000, las Escuelas Públicas de Windham tienen como requisito
según el Acta Pública 99-165 de extender un testimonio de la póliza referente a la aplicación de
insecticidas en las escuelas y los terrenos de la misma. Este testimonio de la póliza se publicará
para todos los padres o encargados de los estudiantes matriculados en las escuelas las cuales
caen bajo la jurisdicción del Sistema de las Escuelas de Windham. Este testimonio tomará lugar
cada año durante el principio del año escolar.
Un Plan de Administraciíon Integrada de Insecticidas está en pie en el Sistema de Escuelas de
Windham. Este plan require métodos alternativos los cuales se emplearán antes de usar un
pesticide. Donde sea necesario aplicar insecticidas, tomará lugar cuando no haya clases o no
hayan actividades planificadas en los terrenos escolares. Todas las personas que apliquen
insecticidas poseerán certificados del Estado de Connecticut. Nose permitirá que los niños
entren a un area donde se haya hecho una aplicación hasta que haya pasado el tiempo
apropiado según las estipulaciones que indica la etiqueta del insecticida.
El Acta Pública 99-165 también permite la notificación al personal, padres y encargados de los
estudiantes antes de la aplicación del insecticida. Todo individuo que desee notificación podrá
registrarse en la oficina de la escuela para recibir notificación. La notificación será enviada por
correo postal para que la reciban con 24 horas de anticipación de la aplicación.
Si tiene alguna pregunta referente a la aplicación de insecticidas en las Escuelas Públicas de
Windham podrán dirigirse al Director de los Edificios y Terrenos Escolares.
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GREEN CLEANING PROGRAM IN SCHOOLS
(CT PUBLIC ACT 09-81)

The State of Connecticut is requiring that each local and regional board of education implement a green
cleaning program for all school buildings and facilities in its district.
Windham Public Schools is committed to the implementation of this law by providing the staff and,
upon request, the parents and guardians of each child enrolled in each school with a written statement
of the school district’s green cleaning program as well as making it available on its web site annually. The
policy will also be distributed to new staff hired during the school year and to parents or guardians of
students transferring in during the school year.
1. Green cleaning program means the procurement and proper use of environmentally preferable
cleaning products as defined by the Department of Administrative Services (DAS) for all state
owned buildings, schools and facilities. DAS currently requires that environmentally preferable
cleaning products be independently certified by one of two third party certified organizations:
Green Seal or Eco Logo
2. By July 1, 2011 and thereafter no person shall use a cleaning product in a public school unless it
meets the DAS standard.
3. The types of cleaning products covered in this legislation include: general purpose, bathroom,
and glass cleaners, floor strippers and finishes, hand cleaners and soaps. The preferred green
cleaning products used by this school district are listed on attachment “A”
4. Disinfectants, disinfectant cleaners, sanitizers or antimicrobial products regulated by the federal
insecticide, fungicide and rodenticide act are not covered by this law.

The following statement will be part of this school districts program as stated in the new law;
“NO PARENT, GUARDIAN, TEACHER OR STAFF MEMBER MAY BRING INTO THE SCHOOL
FACILITY ANY CONSUMER PRODUCT WHICH IS INTENDED TO CLEAN, DEODORIZE, SANITIZE OR
DISINFECT”
The implementation of this program requires the support and cooperation of everyone including
administrators, faculty, staff, parents, guardians and facilities staff.
Any questions concerning the program can be directed to:
Windham Public Schools
Director of Buildings and Grounds
322 Prospect Street
Willimantic, CT 06280
860-465-2335
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Fax 860-465-2337
GREEN CLEANING PROGRAM IN SCHOOLS
(CT PUBLIC ACT 09-81)

El estado de Connecticut requiere que cada junta de educación local y regional implemente un
programa de limpieza verde para todo edificio escolar e instalaciones en el distrito.
Las Escuelas Públicas de Windham están comprometidas con la aplicación de esta ley, al proporcionar
dicha información a petición de los padres/encargados de todo estudiante matriculado en nuestro
distrito una declaración por escrito del programa de limpieza verde, asi como haciendolo disponible en
la red anualmente. La polizá sera distribuida al personal nuevo que se emplea durante el año y a los
padres/encargados de niños que matriculan durante el año escolar.
1. Programa de limpieza verde significa que la adquisición y el uso adecuado de los productos
de limpieza ambientalmente preferibles como se define por el Departamento de Servicios
Administrativos (DAS), para todos los edificios de propiedad estatal, las escuelas y las
instalaciones. DAS requiere que productos de limpieza ambialmente preferibles, sean
certificadas independientemente por una de las dos terceras organizaciones: Green Seal or
Eco Logo
2. Comenzando el 1 de julio de 2011 en adelante ninguna persona utilizará un producto de
limpieza en una escuela pública a que no sea aprobado por la DAS.
3. Los tipos de productos de limpieza cubiertos en esta legislación incluyen: de uso general,
limpiadores de cuarto de baño y de vidrios, removedores de piso y acabados, limpiadores de
manos y jabones. Los productos de limpieza preferidos usados por los distritos escolares
están inscritos en la lista A adjunta.
4. Los desinfectantes de limpieza, productos sanitarios, o productos antimicrobiales que están
regulados por los insectisidas, fungisidas, y rodenticidas federales no están cubiertos por
esta ley.
La siguiente declaración será parte del programa de este distrito escolar así afirmado por la nueva ley.
“NINGUN PADRE/ENCARGADO, MAESTRO O PERSONAL ESCOLAR
PUEDE TRAER AL EDIFICIO NINGUN PRODUCTO QUE ESTE DESTINADO A LIMPIAR,
DESODORIZAR, SANITIZAR, O DESINFECTAR”
La implementación requiere el apoyo y cooperación de todos incluyendo administradores, facultad,
personal escolar, y padres/encargados. Si tiene alguna pregunta favor de dirigirla a:
Windham Public Schools
Director of Buildings and Grounds
322 Prospect Street
Willimantic, CT 06280
860-465-2335
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Fax 860-465-2337
WINDHAM PUBLIC SCHOOLS
ATTACHMENT “A’
GREEN PRODUCT LISTING

This chart lists the types, names and manufacturers of the green products used by this school district as
well as the location/area of application and the schedule of when each is used.
PRODUCT
NAME

LOCATION

FREQUENCY/

/AREA

SCHEDULE

MANUFACTURER

/TYPE
All Purpose Cleaner

Suprox

Hillyard

Restrooms/Classroo
ms

D

All Purpose Cleaner

ReJuvNal

Hillyard

Restrooms/Classroo
ms

D

Floor Cleaner

Top Clean

Hillyard

Tile Floors

D

Glass Cleaner

Green Select

Hillyard

Glass/Mirrors

D

Paper Towels

Torkmatic

SCA

Restrooms/Classroo
ms

D

Toilet Tissue

Tork Mini

SCA

Restrooms

D

Facial Tissue

Rethink Green

Solaris

Classrooms/Offices

D

Hand Soap

Affinity Green

Hillyard

Restrooms/Classroo
ms

D

All Purpose Sanitizer

Sanitizer

Hillyard

Classrooms

D

Frequency/Schedule:
D = Daily
W = Weekly
M = Monthly
SA = Semi annually
A = Annually
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