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INTRODUCTION 
 

PURPOSE OF THE STUDENT AND FAMILY HANDBOOK & POLICIES AND  

PROCEDURES MANUAL 
 

Welcome! This Student and Family Handbook & Policies and Procedures Manual (this 

“Handbook”) is intended to serve as a guide to help students and their families learn about 

policies and rules of the Collaborative as well as to set forth basic rights, responsibilities, and 

expectations of students. 

 
Please understand that no set of rules or guidelines can cover every conceivable situation that may 

arise at a school or the Collaborative. The rules, policies and procedures set forth in this handbook 

are intended to apply under normal circumstances. However, from time to time, there may be 

situations that require immediate or nonstandard responses.  This handbook does not limit the 

authority of the Collaborative to deviate from normal rules and procedures set forth in this 

handbook.  The Collaborative reserves the authority to deal with individual circumstances as they 

arise in the manner it deems most appropriate taking into consideration the best interests of the 

Collaborative, its faculty, employees, students, and the community. 

 
Please take the time to familiarize yourself with the contents of this handbook.  The Collaborative 

is hopeful that the handbook will answer many questions you may have about the Collaborative, its 

programs, rules, and policies.  Parents and students are instructed to sign and return 

Parent/Student Acknowledgement of Receipt of the Student and Family Handbook & Policies 

and Procedures Manual (Appendix J) and return it to the Collaborative school/program in 

which the student participates. 
 

Please feel free to contact the principal of the Collaborative program of which your child is 

enrolled should you have any questions concerning this Handbook. 

 
ABOUT THE COLLABORATIVE 

 

Valley Collaborative (the Collaborative) is an affiliation formed by geographically proximate 

public school districts for the purpose of better serving the needs of eligible students. Member 

school districts include Billerica, Chelmsford, Dracut, Groton-Dunstable Regional, Nashoba Valley 

Technical School District, North Middlesex Regional, Tewksbury, Tyngsborough, and Westford. 
 
The Collaborative is a Massachusetts Department of Elementary and Secondary Education (DESE) 

approved public school entity that provides high quality academic and transitional services, and 

related therapies (speech and language, physical therapy, occupational therapy, home facilitation, 

behavior intervention, etc.) to individuals referred by local school districts and social service 

agencies. The Collaborative also provides ongoing professional development and training 

experiences for educators and educational agencies. 

 
The Collaborative’s academic programs are designed to provide individualized educational 

programs in the least restrictive setting. Student progress in each program is carefully monitored. 

Programming is adjusted as needed to assure progress and transition to the next less restrictive 

program as soon as appropriate. 
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The Collaborative strives to maintain a close partnership with the local sending school and parents
1 

of students served by the Collaborative, and is proud to serve and meet the evolving needs of 

students, the community, and member and sending school districts. 

 
GUIDING PRINCIPLES 

 

1. The Collaborative is dedicated to doing what is in the best interest of the people we serve 
with a common goal to be supportive and compassionate. 

 
2. The Collaborative values the reputation we have built through understanding and quickly 

responding to the needs of students, the community, and member and sending school 
districts. 

 
3. The Collaborative is committed to providing cost effective services. 

 
4. The Collaborative takes pride in its professionalism, high standards, integrity, and 

dedication to excellence in education and technology. 
 

5. The Collaborative strives to create new opportunities through diverse, flexible, and 
cutting edge solutions. 

 
6. The Collaborative nurtures a collegial, supportive work environment built on trust, 

respect, and continuous professional growth and teamwork. 
 

7. The Collaborative empowers all employees through collaborative problem solving, shared 
decision-making, and strong leadership and direction. 

 
8. By collaboratively pooling resources, we are able to realize economies of scale, which the 

Collaborative’s member and sending school districts could not achieve individually. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1
For the purposes of this Handbook, the word “parent” shall mean the biological, adoptive, or 

foster parent of a child; a guardian (but not the state if the child is in state care); an individual 

acting in the place of a biological or adoptive parent (including a grandparent, step- parent, or other 

relative) with whom the child lives; an individual who is legally responsible for the child’s welfare; 

or an individual assigned to be an educational surrogate parent. 
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2016-2017 SCHOOL YEAR 

 
List of Holidays or School Closings 

 

 

September 5, 2016 

 
October 10, 2016 

 
November 11, 2016 

Labor Day 

Columbus Day 

Veterans Day 

November 23 - 25, 2016 Thanksgiving Recess 

*23rd half-day - Early Release 
 

Dec. 23, 2016 - Jan. 2, 2017 

 
January 16, 2017 

 
February 20 - 24, 2017 

 
April 14, 2017 

 
April 17 - 21, 2017 

 
May 29, 2017 

Winter Recess 

 
Martin Luther King Day 

February Recess 

Good Friday 

April Recess 

Memorial Day 

June 26, 2017 Last Day of School *** 
 
 
 
 

***If 5 snow days used 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3 



COLLABORATIVE PROGRAM AND SCHOOL POLICIES AND  

PROCEDURES 
 

 

SCHOOL CANCELLATIONS 
 

School Closing Announcements 
On occasion, the Collaborative may need to close school because of bad weather or an emergency 
situation. Announcements for school cancellations, delayed openings, and early release will be 

made on AM radio, WBZ (1030), television channels 4 and 7, and the Collaborative website: 

www.valleycollaborative.org. 
 
 
 
 

 

Early Release 
 

In case of inclement weather or an emergency that develops in the middle of the day, the Executive 

Director may make the decision to release students early. In the event of an early release, the 

Collaborative will contact the parents of students before they are sent home. If a parent is out of 

contact on a particular day, they should let the driver and their child’s teacher know in the morning 

where the Collaborative should send their child in the event of an early release. 
 
 
 
 
 
 

NOTE: Parents of students should make sure that their child has a current emergency card 

with proper emergency contact information, including the contact information of alternative 

caretakers. 
 
 
 
 
 

STUDENT SAFETY AND EMERGENCIES 
 

 

Lost and Missing Children 
Very rarely, a child may leave home in the morning but not arrive at school, or may leave school but 
not return home. If a child is lost or missing, their parent should call the Collaborative school or 

program in which their child is enrolled first.  If no one answers, they should call “911.” The 

Collaborative will work with local authorities, including the local police department and the 

Department of Children and Families (DCF), as appropriate, to locate missing children and will keep 

the parents informed until the child is found. 
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Runaway Student 
A “runaway student” shall be defined as:  the student has left the classroom, assigned areas with 
staff, or school environment without permission and is exhibiting unsafe and/or noncompliant 

behavior.  A student that has left his or her designated space, but is within the immediate area and 

within the staff’s visual field is not a runaway student. 

 
If a student runs off school grounds the following procedure will be implemented: 

• Immediately call the local police department. 

• Notify the Executive Director. 

• Complete an Incident Report form as soon as possible. 

• The principal or Executive Director will notify the parent and LEA. 

• The Executive Director will notify the DESE. 

• The Collaborative will file all notifications and Incident Reports in Student Record. 

 
Medical Emergencies 
Please refer to the student’s school’s policy for handling all health emergencies in the particular 
school or program in which the student is enrolled. Such emergency policies shall contain (1) local 

emergency response system telephone numbers (including ambulance, poison control number, local 

emergency care providers, etc.); (2) persons to be notified, i.e., parent, licensed prescriber, etc.; (3) 

names of persons in the school trained to provide first aid and cardio-pulmonary resuscitation; (4) 

scheduled programs for staff to be trained in first aid and CPR; (5) provision of necessary supplies 

and equipment and; (6) reporting requirements. 

 
Release of Student to Adults Other than Parents 
Collaborative schools and programs will not allow anyone other than a child’s custodial parents to 
take the child away from school.  If a parent wants a relative, friend, or care provider to pick up a 

student at school, the parent must give written permission or call the program or school.  If a parent 

calls, the program or school must verify that it was the parent making the call. The individual must 

show identification before the program or school will release the student. 
 

 

Whole School or Community Emergencies 
There may be instances where there is a disaster or community emergency.  In such instances, the 
Collaborative will work to reunite parents with their children if the program school is in 

containment or needs to be evacuated. Occasionally, there may also be a need to increase the level 

of security because of a possible disturbance in the community.  When this happens, visitors may 

not be allowed into the Collaborative or school, and students and staff may not be allowed to leave. 

 
Emergency Procedures 
The Collaborative will develop and ensure that staff are familiar with emergency procedures, 
including emergency evacuation and lock down procedures for their building.  During an evacuation, 

the priority is to get all students out of the building in an orderly, prompt, and safe manner. Staff 

should make arrangements in advance with the building principal (or designee) to provide additional 

assistance for the evacuation of any student requiring such assistance. 

 
Collaborative emergency procedures and preparation include: 

 

 

5 



Valley Collaborative Student and Family Handbook   

 

• A minimum of 2 evacuation  and lock down drills conducted for each classroom annually; 

• Initial training, including a walk-through of the setting, identification of sprinkler and fire 

extinguisher locations, and location of emergency number postings; 

• Embedded program strategies to help all students understand the nature of the drills; 

• Special provisions for the evacuation of any mobility-impaired student; 

• Identification of the location of emergency information for students to be taken during an 

evacuation; 

• A written log of each evacuation or lock down drill report sheets that includes date, time 

elapsed, participants (students and staff), witnesses, etc. 

 
REPORTING CHILD ABUSE AND NEGLECT 

 

M.G.L. c. 119 § 51A makes administrators, teachers, school nurses, guidance counselors and other 

Collaborative staff members mandated reporters for purposes of reporting child abuse and neglect to 

the Department of Children and Families (DCF). Under M. G. L. c. 119, Section 51A, a 

Collaborative staff member who has reasonable cause to believe that a student under the age of 18 

years is suffering physical, sexual, or emotional abuse, or neglect, by a parent, Collaborative staff 

member, or other caretaker, must immediately report the abuse or neglect either directly to the DCF 

or to the person designated by the Collaborative to accept those reports, who, in turn, must promptly 

report the abuse to the DCF.  Collaborative staff must adhere to the following guidelines in the 

handling of suspected abuse and neglect cases. 

 
• Each program will designate a Child Protection Team for assisting and follow-up to each 

case of suspected child abuse.  The Child Protection Team will consist of the principal or 

his/her designee, a clinician (social worker or psychologist), the program nurse and the 

staff member(s) reporting the initial concern. 

 
• The Child Protection Team consists of: 

 
o Mathew Gentile, , 40 Linnell Circle  978-528-7853 

o Melina Seitzinger, 40 Linnell Circle  978-528-7800 x 723 

o Pamela Walker, 135 Coburn Road 978-528-7840 x 806 

 
• The program employee who has the initial concern will initiate with the principal or his/her 

designee the involvement of the Child Protection Team. 

 
• An immediate meeting of the Child Protection Team will be convened to discuss the steps 

to be taken in order to determine whether and when to file a 51A Report. These steps may 

include: 

o Gathering additional information from the child; documenting any physical signs of 

abuse. 

o Gathering information from other people familiar with the child and his or her 

situation. Confidentiality must be maintained in these cases. 

o Consulting with the Department of Children and Families. 
 

 

• The Child Protection Team will determine the process and individuals to be involved in 

filing a 51A Report. 
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• If the Child Protection Team decides that a 51A Report will be filed, the Team determines 

who will telephone the report to the nearest DCF Office. 
 

 

• The principal or his/her designee is responsible for ensuring completion of the required 

written forms, which will be submitted to DCF within 48 hours of the oral report. 

 
• Un-resolvable differences of opinion among the Child Protection Team members may 

inhibit filing as a Team.   It is important to note, however, that if notified of the suspicion, 

the principal or his/her designee assumes the responsibility of reporting.  If the principal or 

his/her designee is not immediately present or available, the designated person in charge 

will perform the principal or his/her designee’s obligation. 

 
• If the Child Protection Team decides to file a 51A Report, the Team will also decide who 

will inform the parents and when this will take place.  It is recommended that the principal 

or his/her designee notify the parents.  The timing of the notification of the parents should 

take into account that the essence of the M.G.L. c. 51A is that the child’s welfare is the top 

priority.  DCF has discouraged notifying the parent if the child will be placed at risk for 

further abuse when the facts of the interview are revealed. When this is the case, the Team 

should decide in consultation with DCF at what time the parents should be informed. 

 
• The principal or his/her designee will notify and keep the Executive Director informed of 

the concern throughout the process. The Executive Director may be directly involved in 

the process at the request of either the principal or his/her designee or staff. 

 
• The principal or his/her designee will inform the Executive Director within 24 hours of 

filing of the 51A Report and send a copy of the 51A Report for filing in an administrative 

file at the Collaborative Administrative Office, as well as a completed Incident Report 

form. 

 
• If the suspected abuse/neglect is the result of an action of a staff member or another 

student, DESE Form 2 will be completed and forwarded to the Department of Elementary 

and Secondary Education. 
 

 

• When DCF requests to interview the child at school, the principal or his/her designee 

will be available to join the interview if requested by DCF. 

 
• Unless specifically mandated, no reference to the 51A Report will be made in the 

child’s Student Record. 

 
• If the student has an on-going case with DCF, a member of the Child Protection Team 

will initially attempt to contact the On-Going Worker of the case at DCF. If the 

students’ On- Going Case Worker is unavailable, the On-Going Case Worker’s 

supervisor will be contacted. In the event that neither person is available, the Team will 

follow the reporting policy as outlined above. 

 
• If the student is 18 years of age or older, follow the above procedure and contact 
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the Massachusetts Disabled Persons Protection Commission to file a report. 

 
IMMEDIATE NOTIFICATION 

 

In the event of a serious or unusual incident occurs, the Collaborative’s Executive Director is notified 

immediately. Upon notification, the Executive Director directs the gathering of all available 

pertinent information from involved parties. The Executive Director meets with involved parties as 

necessary.  The Collaborative Incident Report Form is to be completed by staff and included in the 

student record.  The incident report form documents the incident, precipitating events prior to the 

incident, and follow up needed.  The report form also documents notification to all parties of the 

incident.  Serious incidents are those that result in injury, safety concerns, substantial discipline code 

violations, or emergency personnel responses. 

 
In the event of a serious or unusual incident occurs, immediate notification by telephone, and by 

letter when appropriate, will be sent to the parents, Local Educational Agency (“LEA”) 

representatives, any state agency involved in student care or program placement, and by mail to the 

DESE. 

 
The protocol described below is followed for incidents that require immediate notification of the 

Department of Elementary and Secondary Education (DESE) or Department of Public Health (DPH). 

An Incident Report Form is submitted to DESE within 48 hours of the following types of incidents: 

• Death of a student; 

• Filing of a 5l-A report with DCF, or a complaint to the Disabled Persons Protection 

Commission against the school or a school staff member for abuse or neglect of a student; 

• Any action taken by a federal, state or local agency that might jeopardize the school’s 

approval with the Department; and 

• Any legal proceeding brought against the school or its employee(s) arising out of 

circumstances related to the care or education of any of its students regardless of state of 

residency. 

• The hospitalization of a student (including out-patient emergency room visits) due to physical 

injury at school or previously unidentified illness, accident or disorder that occurs while the 

student is in the program; (For students with complex health care needs, this will also require 

notification of the Department of Public Health (DPH) through the emergency response 

protocol.) 

• Student injury resulting from a motor vehicle accident during transport by school staff 

(including contracted staff) which requires medical attention; 

• Serious student injury requiring emergency medical intervention resulting from a restraint; 

• Student run away/bolting beyond building boundaries; 

• Emergency termination of a student under circumstances in which the student presents a clear 

and present threat to the health and safety of him/herself or others pursuant to 18.05(7)(d); 

• Any other incident of serious nature that occurs to a student. 

 
COORDINATION WITH PUBLIC SCHOOL DISTRICTS AND THE IEP PROCESS 

 

Student Referral and Admissions 
Prior to student placement in a Collaborative program, the LEA will forward a comprehensive 
referral packet to the program in which the student’s enrollment is to be considered. Upon receipt, 
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the principal or his/her designee will work with the district to schedule a site visit and intake 

meeting with the parents and district, at which time the Intake Coordinator will provide detailed 

information about the program. Such information will include the Collaborative’s purpose and 

services, policies regarding parent and student rights including student records, the health program 

including the procedures for providing emergency health care, and the procedure for termination of 

a student. The principal or his/her designee will also conduct a tour of the program to include the 

classroom in which the student would be placed. Prior to enrollment, the sending district and 

parents must provide: a current, signed Individualized Education Program (IEP), health and 

immunization records, and all required program forms. 
 

 

Placement Meeting 
Upon acceptance to a Collaborative program, the LEA may schedule a Team meeting to determine 
placement. Team participants will include: parents, LEA designee, principal or his/her designee, 

classroom teacher, clinical and support services staff working with the student, designee of any 

district/agency cost sharing the placement (if applicable), and any other persons determined 

appropriate by members of the Team or invited by the parent. The placement shall meet the 

requirements of 34 CFR 300.552 and shall be held within ten school days following the meeting at 

which the Team developed the IEP. At the request of the parent, the placement meeting may be 

held at a later date. 

 
Written Contracts 
It is the responsibility of the LEA to enter into written contracts with the Collaborative program in 
which a student is being placed. In each such contract, the Collaborative will provide the following 

assurances: 

 
1. Assurances on the part of the Collaborative that its program(s) will comply with all 

elements of the IEP for the student and shall provide, in writing, to the LEA detailed 

documentation of such compliance through completion of required student progress 

reports. 

 
2. The Collaborative will allow the placing school district to monitor and evaluate the 

education of the student and will make available, upon request, any records pertaining to 

the student  to authorized school personnel from the LEA and the Department of 

Elementary and Secondary Education in accordance with the Massachusetts Student 

Record Regulations. 

 
3. The Collaborative shall allow the placing school district and/or the Department of 

Elementary and Secondary Education to conduct announced and unannounced site visits 

and to review all documents relating to the provision of special education services to 

Massachusetts’ students at public expense. Access to documents for the placing school 

district shall include general documents available to the public, documents specifically 

related to the student placed by such district, and other documents only to the extent they 

are necessary to verify and evaluate education services provided at public expense. 

 
4. The Collaborative shall afford publicly funded students all the substantive and procedural 

rights held by eligible students, to be educated in the least restrictive environment, and 

shall comply with all other applicable legal requirements of the regulations and applicable 

policy statements and directives issued by the Department of Education and the 
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Massachusetts Department of Elementary and Secondary Education. 

 
5. The Collaborative assures the LEA that it does not deny a student access to its programs or 

services on the grounds of race, color, age, disability, gender, gender identity, religion, 

national origin, or sexual orientation. 

 
Students of all Collaborative programs are entitled to protections and standards in accordance with: 

• The MA DESE’s Program and Safety Standards for Approved Public or Private Day and 

Residential Special Education School Programs (603 CMR 18.00). 

• The Massachusetts Special Education Regulations (603 CMR 28.00). 

• The Individuals with Disabilities Education Act (IDEA) of the U.S. Federal Regulations. 

• The Americans with Disabilities Act (ADA) (504) 
 

Program Oversight 
The Collaborative is responsive to the LEA, in ensuring that the student’s IEP is being 
appropriately implemented and that the service delivery is aimed at assisting the student meet the 

goals identified within the student’s IEP, and welcomes site visits by the LEA for program 

monitoring.  Program visits by the LEA are documented in applicable student records.  The 

Collaborative ensures that instructional groupings do not exceed the applicable guidelines of student 

staff ratio and age span.  Student staff ratios do not exceed 8 students to 1 certified special educator, 

12 students to 1 certified special educator and 1 assistant.  If a situation arises that necessitates 

exceeding the above ratios, the Collaborative will provide written notification, including the reason, 

to the DESE, parents, and involved LEAs. The age span of instructional groupings does not exceed 

48 months.  If justified, the Collaborative will seek approval from DESE for a wider age span prior to 

increasing the age range. 

 
Team Meetings 
It is the responsibility of the LEA to schedule Team meetings in conjunction with Collaborative 
staff. Team participants will include: parents/guardians, LEA designee, appropriate Collaborative 

staff, designee of any district/agency cost sharing the placement (if applicable), and any other 

persons determined appropriate by members of the Team or invited by the parent/guardian. 

 
Annually, and at the 3-year eligibility re-determination, the Team will evaluate the appropriateness 

of the student’s placement in his/her Collaborative program as it relates to the student’s needs as 

outlined within the student’s IEP.  Full consideration will be placed on transitioning the student to a 

less restrictive environment and, if determined appropriate, a transition plan will be implemented. 

The team will discuss annually the student’s transition and document its discussion on a Transition 

Planning Form.  The Team will then prepare a new IEP for continued placement at the Collaborative 

program or movement to a new setting. 

 
Testing for 3 year re-evaluations is the responsibility of the sending district. Collaborative 

program staff will be available to complete educational assessments.  The sending district must 

provide 30 school days prior notification is required for testing completion. 

 
IEP Development and Implementation 
The principal or his/her designee is responsible for overseeing the implementation of all 
components of the student’s IEP. 
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• Where the IEP of the student in need of special education has been accepted in whole or in 

part by that student's parent, the Collaborative provides the mutually agreed upon services 

without delay. 

• At the beginning of each school year, there must be an IEP in effect for each enrolled 

student. No student will be placed in a Collaborative program without a signed and accepted 

IEP and Placement Page. 

• Each teacher and provider described in the IEP is informed of his or her specific 

responsibilities related to the implementation of the student’s IEP and the specific 

accommodations, modifications, and supports that must be provided for the student under it. 

• The Collaborative does not delay implementation of the IEP due to lack of classroom space 

or personnel, provides as many of the services on the accepted IEP as possible and 

immediately informs the responsible school district and parents in writing of any delayed 

services, reasons for delay, actions that the Collaborative is taking to address the lack of 

space or personnel and offers alternative methods to meet the goals on the accepted IEP. 

Upon agreement of the responsible school district and parents, the Collaborative implements 

alternative methods immediately until the lack of space or personnel issues are resolved. 

 
Financial Obligations/Costs 
When eligible disabled children are placed in a program with an IEP by their local school district, 
the local sending school is fiscally and programmatically responsible. All needed services are 

provided free of charge to the family. 

 
If parents unilaterally place their child into a Collaborative program, they are responsible for 

tuition, transportation and all costs incurred. Parents in such cases are expected to pay monthly 

bills one month in advance or the child’s placement may be terminated. If a child or parent 

injures, defaces, destroys or otherwise damages people, buildings, equipment, materials, vehicles 

or other aspects of the program, they are personally liable. 

 
Student Involvement 
Upon reaching 14 years of age or upon entering the ninth grade, whichever comes first, the student 
will be invited to participate as a member of the Team and participate in the development of 

his/her own IEP. The staff of the program and the parents may choose to extend these rights to 

students under the age of 14 or to students who have not yet entered the ninth grade. 

 
If for any reason, the student has not participated as a member of the Team, written documentation 

as to the circumstances for non-participation will be included within the IEP under the Additional 

Information section of the IEP. 

 
Student Participation and Consent at Age of Majority 
When the student reaches the age of 18, he or she will have the right to make all decisions in 
relation to his or her programs and services. The LEA has the obligation to obtain consent from 

the student concerning the student’s special education programs and services. To continue the 

student's special education program, the Collaborative will work together with the LEA under the 

following conditions: 

 
1. The parent will continue to receive written notices and information but will no longer have 

decision-making authority, except as provided below. 
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2. If the parent has sought and received guardianship from a court of competent jurisdiction, 

then the parent retains full decision-making authority. 

 
3. The parent shall not have authority to override any decision or lack of decision made by the 

student who has reached the age of majority unless the parent has sought or received 

guardianship or other legal authority from a court of competent jurisdiction. 

 
4. The student, upon reaching the age of majority and in the absence of any court actions to 

the contrary, may choose to share decision-making with his or her parent (or other willing 

adult), including allowing the parent to co-sign the student’s IEP. 

 
5. Such choice shall be made in the presence of the Team and shall be documented in written 

form. 

 
6. The student's choice shall prevail at any time that a disagreement occurs between the adult 

student and the parent or other adult with whom the student has shared decision-making. 

 
7. The student, upon reaching the age of majority and in the absence of any court actions to 

the contrary, may choose to delegate continued decision-making to his or her parent, or 

other willing adult. Such choice shall be made in the presence of at least one representative 

of the school district and one other witness and shall be documented in written form and 

maintained in the student record. 

 
Transitioning to a Less Restrictive Environment 
The programs of the Collaborative ensure flexible procedures and mechanisms that maximize 
opportunities for enrolled students to gain the capacity to return to a less restrictive educational 

program. Moving to a less restrictive setting may include, but is not limited to, a capacity for part- 

time attendance at a public school or other community program or a period of transition from 

one program option to a less restrictive program.  When a student successfully reaches the 

performance expectations identified during the intake/placement process, the Team will develop a re- 

entry plan to an LEA school program. 

 
As a component of the intake/placement process, the sending district will identify student 

performance expectation for the re-entry to a public school setting. The principal or his/her 

designee will work with the sending district to complete a student termination plan form. This 

form will be reviewed at the annual Team meeting through the IEP vision statement process. 

 
At each student’s annual Team meeting, program staff, the sending district, parents and students (if 

applicable), through the vision statement process, will identify if the student will be likely to 

transition back to the public school setting within that academic year. If it is determined that the 

student has reached the goals as outlined in the student termination plan prepared by the sending 

district at intake, the Team will then develop and implement the Student Termination 

Implementation Plan addressing the following areas: 

 
• Background information – statement of the student’s academic/behavioral/social-emotional 

needs and progress with specifics regarding what has been crucial to the student’s success 

• School history – recommendation for school placement 

• Current educational needs – academic levels, accommodations, and materials needed in all 
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subject areas 

• Access to regular education classes 

• Technology needs 

• Behavioral needs recommendations – plan, preferred activities, motivators, frequency 

• Learning style accommodations 

• Additional therapies – short statement of current functioning, accommodations, specific 

materials, service delivery 

• Therapeutic needs  –  individual/group therapy,  daily/weekly check-ins/progress  reports, 

outside therapist/community agency/physician(s) name and telephone numbers 

• Goals – transition into school, preparation for class 

 
Planned Termination 
In circumstances where a student’s needs can no longer be met in a Collaborative program, the 
Collaborative will notify the LEA of the need for IEP and Placement meetings and will provide 

notice of this meeting to all appropriate parties at least ten (10) days in advance of the intended date 

of the meeting. The purpose of the meeting is to share information and data with the goal of 

developing a clear and specific termination plan so that the student can transition from the 

Collaborative program in a planned and organized manner. 

 
In instances where the termination is initiated by the parents or the LEA, the LEA must give the 

Collaborative 30 days prior notice of the student’s termination. The district will be billed for a 

minimum of 30 days from the date of termination notice. 

 
Emergency Termination of Enrollment 
Consideration of termination of enrollment is part of the Team process in determining appropriate 
placement for a student. Every effort is made to continue enrollment for students that may be in 

crisis. However, if a student presents with severe behavioral incidents requiring more support and 

intervention than is routinely part of the Collaborative’s therapeutic procedures, the following 

processes occur: 

1. An emergency Team Meeting is convened to discuss alternative strategies to address the 

student’s presenting issues. 
 

2. The Team develops an interim action plan which can include, but is not exclusive to: 

a. 1:1 staff supervision and support 

b. Change in length of school day 

c. Change in daily academic and behavioral expectations 

d. Change in environment within the school program 

e. Addition of therapeutic/clinical intervention 

f. Or any other option as determined by the Team 

 
3. A follow-up Team meeting is scheduled four (4) to six (6) weeks following the interim 

action plan to assess the student’s status. 
 

In the event of an emergency situation, it is the conclusion of the Team that the enrollment of a 

student should be terminated, the following assurances are given: 
 

• The enrolling public school district shall receive immediate notification (see Immediate 
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Notification - Policies and Procedures). 

 
• In accordance with 603 CMR 28.09(12), at the request of the district, the student’s 

termination can be delayed for two (2) calendar weeks to allow the district to convene an 

emergency Team meeting or to conduct other appropriate planning discussions. 

 
• By mutual agreement, the student’s termination can be delayed for longer than two (2) 

weeks. 

 
• Staff will be available at the request of the enrolling district to attend the emergency Team 

meeting with the parents, the public school representatives, and any other agencies 

responsible to the student. 

 
An emergency situation will be defined as: a student presents a clear and present threat to the 

health and safety of him/herself or others. 

 
If a student has been hospitalized due to an emergency situation, a re-entry after hospitalization 

meeting will be scheduled. The Team may determine an emergency termination is required. 

 
Written Notification and Communication 
The principal or his/her designee has the responsibility of notification and communication with 
school districts. The principal or his/her designee may delegate other program staff in fulfilling 

the Collaborative’s obligation to collaborate with the school districts.  Such persons include the 

school secretaries, educational coordinators, clinicians, and nurses. The following is a guideline 

for delegation of collaboration and communication with sending districts. 

 
School Secretary: Distribution of reports; scheduling meetings; distribution of attendance records; 

and medical emergency, injury or hospitalization 

 
Clinicians: Student and family related issues; medical emergency, injury or hospitalization; and 

behavior implementation plans/functional behavioral assessments 

 
Educational Coordinators/Teachers: Alignment with district curriculum, education and graduation 

requirements  (if applicable); IEP implementation/revision, development/implementation of move to 

less restrictive environment or planned termination, and Team meetings; written progress reports to 

be written by service providers and sent to parents and LEA in a timely manner; ensure participation 

in state assessment programs in accordance with the student’s IEP; progress reports; and student and 

family related issues 

 
Principals/Executive Director: Student and family related issues; alignment with district curriculum, 

education and graduation requirements  (if applicable); instances requiring disciplinary action; IEP 

implementation/revision, development/implementation of move to less restrictive environment or 

planned termination, and Team meetings; behavior implementation plans/functional behavioral 

assessments; manifestation determinations; medical emergency, injury or hospitalization; runaway 

student; filing of a 51A Report against a staff person (applicable sending district); and death of a 

student 
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PROGRESS REPORTS  
 

All Collaborative programs will complete progress reports four times each year (quarterly progress 

reports). In all cases the quarterly progress reports will be provided to the LEA and to the parent(s) 

and will be kept on file at the Collaborative. 

 
Quarterly progress reports will report to parents the progress of each IEP goal individually. Service 

providers must comment on whether they anticipate the student being able to meet the goal by the 

end of the IEP period.  If they believe that the student will be unable to meet the goal, that must be 

indicated on the progress report and a Team Meeting must be held to amend the IEP. Progress 

Reports must answer two questions for each goal: (1) What is the student’s progress toward the 

annual goal and (2) is the progress sufficient to enable the student to achieve the goal by the end of 

the IEP period?  Information included on the quarterly progress reports will be derived from data 

collected throughout the reporting period. 

 
Where a student’s eligibility terminates because the student has graduated from secondary school or 

exceeded the age of eligibility, the Collaborative will provide the student with a summary of his or 

her academic achievement and functional performance, including recommendations on how to assist 

the student in meeting his or her postsecondary goals. 

 
Copies of progress reports will be maintained in student records. 

 
STATE/DISTRICT WIDE ASSESSMENT 

 

Both the Massachusetts Education Reform Law of 1993 and the Individuals with Disabilities 

Education Act (IDEA)  requires the full participation of students with disabilities in state and 

district wide testing programs. The Massachusetts Education Reform Law requires all students  

in publicly supported programs, including students with disabilities, to participate in the 

Massachusetts Comprehensive Assessment System (MCAS), including students in educational 

collaboratives. The IDEA requires that all children with disabilities participate in state and district- 

wide assessment programs, either: 
 

• Routinely, as do non-disabled students; or 

• With appropriate accommodations and modifications in administration where 

necessary; or 

• Through alternate assessments for students who cannot participate in state and district wide 

assessments as determined by their IEP Team. 

 
The IDEA also requires that students with disabilities be given the opportunity to participate in and 

make progress in the general education curriculum, with emphasis on being provided the supports 

and services necessary to ensure their success in this regard. This means that all students, even 

those with significant disabilities, must receive instruction that addresses, at minimum, the skills, 

concepts, and information supported by the learning standards in the Massachusetts Curriculum 

Frameworks that are taught to all students. 
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It is the responsibility of the principal or his/her designee to: 
 

 

• Ensure that all enrolled students have access to the general curriculum and participate in 

MCAS per state regulations. 
 

• Ensure that all students with disabilities in the tested grades participate in MCAS in the 

manner prescribed by their IEP Team, and in accordance with student participation 

requirements described in the MCAS Alternate Assessment Educators Manual, and other 

MCAS publications. 
 

• Allocate and coordinate Collaborative resources, including personnel to assist the student’s 

primary teacher, in order to ensure timely and appropriate participation by designated 

students with disabilities in MCAS. 

 
• Provide assurances that complete and accurate information on each student participating in 

MCAS is indicated on the student identification form, student answer booklets, and other 

forms as appropriate, including proper identification and labeling of student testing 

materials or portfolio. 
 

 

• For students participating in MCAS Alternate Assessments, ensure that student portfolios 

are completed and submitted no later than the due date as assigned by DESE. 
 
 

• For students participating in MCAS Alternate Assessments, monitor the alternate 

assessment process to ensure that student work is neither altered nor fabricated in a way 

that provides information that is false or portrays the student inaccurately. 

 
The student’s IEP Team is responsible for determining how each student will participate in MCAS, 

what accommodations, if any, will be necessary and the format of the Alternate Assessment 

portfolio (if Alternate Assessment is the assessment of choice). 

 
GRANTING OF DIPLOMAS AND CERTIFICATES 

 

In accordance with M.G.L. c. § 691D and M.G.L. c. 71B § 1, the requirements of the competency 

determination are a condition for high school graduation or receipt of a high school diploma. 

Students and Parents should visit the DESE website to learn about the competency determination 

graduation requirements and should feel free to discuss such requirements with Collaborative staff. 

The following procedures will be used in awarding diplomas to Collaborative students: 

 
• All students of the Collaborative will participate in the MCAS testing program (or alternate 

assessment) according to the federal special education law and MCAS administration 

guidelines published by the Department of Elementary and Secondary Education. 

 
• At least one year in advance of a probable graduation date, the sending public school 

district has the responsibility to convene a Team meeting for annual review of the IEP. 

At this meeting, the public school district must indicate whether the student is expected 

to meet high school graduation standards and communicate the likelihood of graduation to 

the parent at the meeting and in the IEP that is proposed for the student. It is 

recommended 
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that this dialogue begin upon the student’s entrance into a Collaborative high school 

program. 

 
• The standards for the award of a high school diploma include requirements set by the 

district and state standards including the competency determination standard. However, by 

choosing to send a student to a Collaborative program, the public school district is 

accepting  the program as sufficient to meet local requirements that are necessary for 

graduation in addition to the competency determination. 

 
• Students funded by their public school who have satisfied the Collaborative curriculum and 

attendance requirements, and who have achieved a passing or higher grade on the MCAS 

requirements are eligible for a high school diploma from their own sending public school. 

 
• A sending public school district may issue a “certificate” to a Collaborative student. The 

certificate may recognize achievement, attendance, course completion, or participation. 

 
• A Collaborative student who receives a certificate, but who has not received a high school 

diploma or its equivalent will continue receiving publicly funded special education services 

as long as the student continues to meet the eligibility criteria for such services. The right 

to continued services will end when the student turns 22 or receives a high school diploma 

or its equivalent, whichever comes first. 

 
• A certificate issued to a Collaborative student will only be called a “diploma” and indicate 

“high school graduation” if the student has met the state MCAS competency determination 

standard. 

o In these circumstances, the sending public school district may award a high school 

diploma to the student. 

o If  the high school diploma is awarded, then the diploma will indicate that the 

student has met state standards for high school graduation, and that the sending 

public school district awards the diploma. 

 
LIMITED ENGLISH PROFICIENT (LEP) STUDENTS 

 

The Collaborative takes responsibility for helping to identify resources and services for Limited 

English Proficiency (LEP) and English Language Learners (ELL) and will work with referring 

districts to ensure the language needs as well as the behavioral and social needs of these students are 

met. (Please refer to Appendix L) 

 
All LEP and ELL students are afforded the same opportunities to access and participate in the 

Collaborative programs and services as other students. The Collaborative, in conjunction with the 

sending school district, implements necessary program modifications and support services to identify 

and effectively serve students who need special language assistance. Such program and support 

services are based on sound education theory, provide for English language development, provide  

for meaningful participation of limited English proficient students, and are evaluated and appropriately 

revised in an ongoing manner. These programs and support services are demonstrably useful in 

assisting students receiving such program modifications and services to gain English language 

proficiency. In addition, the Collaborative arranges for a person or community organization to provide 
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translation services for any notices to parents/guardians and/or students and program information or 

material regarding the Collaborative to ensure the civil rights of any student and his/her family with 

limited English proficiency. Programs modifications are developed based on the individual student. 

Frequent assessments are completed to ensure student progress and to determine when modifications 

and support services are no longer required. 

 
If a district's IEP Team determines that an LEP student will be placed in an the Collaborative 

program, the Collaborative will work with the sending school district and the family to determine 

how to meet that student's needs relative to accessing content through sheltered content instruction 

and/or developing English proficiency through additional instruction in English as a Second 

Language (ESL). When an LEP student enrolls, staff will consult with an ELL/ESL specialist  (who 

delivers professional development in the category trainings) and with the sending district’s ELL 

coordinator to ensure that the student’s needs, special education and ELL, are being addressed. 

 
HOME AND SCHOOL COMMUNICATION 

 

The Collaborative staff welcomes and encourages communication between school and home. The 

staff communicates with parents on a regular basis, through telephone calls, daily communication 

books and progress reports. Home contact keeps parents informed of student progress and fosters 

continuity of behavior support programs at home, in the community and at school. 

 
Collaborative staff hold parent conferences and open houses as appropriate to discuss programs, 

goals, progress, issues and concerns. A Parent Advisory Council (PAC) is annually organized for 

the purpose of advising the school on matters that pertain to the education, health, and safety of the 

students. The PAC also holds parent workshops on a variety of current pertinent topics. 

 
All communications with parents will be in clear and commonly understood words and are in both 

English and the primary language of the home if such primary language is other than English.  If the 

Collaborative provides notices orally or in some other mode of communication that is not written 

language, the Collaborative keeps written documentation (a) that it has provided such notice in an 

alternate manner, (b) of the content of the notice and (c) of the steps taken to ensure that the parent 

understands the content of the notice. 

 
OBSERVATION POLICY 

 

The goal of this observation policy is to allow a parent, consultant to the school system, or 

evaluator to observe a student or program in order to gain the information the observer is seeking 

with as little disruption as possible to the students, staff, and educational process. 

 
Please understand that an evaluator hired by the parent is observing on behalf of the parent and, 

therefore, the parent may not simultaneously observe the student or program. Additionally, it is 

anticipated that an evaluator will have the appropriate credentials or expertise to perform the 

observation, and will be attempting to provide objective data as part of an evaluation about the 

student or program upon which educational decisions can be based. 

 
Any potential observer must complete and submit an Observation Request Form (located in 

Appendix A ) at least five (5) days in advance of any requested date for observation, except in 

exigent circumstances. This form asks observers to be as specific as possible about their requests, 
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noting the purpose of their observation and whom or what they wish to observe. Due to the 

possible distraction caused by any visitor’s presence, only one observer will be permitted to visit 

for two (2) consecutive classes/periods/therapy sessions or for a maximum of two (2) hours, at the 

discretion of the principal or his/her designee depending on the nature of the individual program 

being visited. Multiple appointments may be made to observe a variety of classes/periods/therapy 

sessions. 

 
The principal or his/her designee shall have the sole discretion to approve observations and to 

determine the number, times, lengths, and dates of observations. Every effort will be made to 

accommodate the preferences of the observer as indicated on the “Observation Request Form” 

when possible. Under ordinary circumstances, observations are strongly discouraged during the 

first two weeks of school in September and January and during the month of June. After the form 

is submitted to the Collaborative, a designee of the principal will call the observer to schedule the 

visit and will send the observer written confirmation. 

 
Observers are asked to be punctual on the date of the scheduled observation. Observers should 

arrive at the Collaborative fifteen (15) minutes prior to the scheduled observation to sign in and 

otherwise comply with visitor procedures as set forth in the “School Visitor Procedures” contained 

in this Handbook. Late arrivals may have to reschedule their visit or wait until the following 

period to enter a classroom. Visitors are asked to limit the materials they bring with them. Food, 

drinks, books, catalogues, test reports, laptops, and other materials are discouraged, but a notepad 

is expected. Observers should not speak to staff or students during the observation or otherwise 

disrupt the class or therapy in anyway. In advance of an observation, an observer may request a 

conference with appropriate staff members. Such conferences may be limited by the availability of 

the particular staff member and shall be arranged at the discretion of the principal. A designated 

Collaborative staff member will be assigned to accompany visitors throughout their observations 

and during such staff conferences. 
 

 

SCHOOL VISITOR PROCEDURES 
 

While the Collaborative encourages the involvement of parents and community members in the 

education of the Collaborative’s students, the Collaborative has a duty to protect the safety and 

confidentiality of its students, as well as to ensure that the educational process is not unnecessarily 

disrupted. As a result, certain rules and procedures must be followed to ensure that visits are 

beneficial to the visitors and not harmful to the students or the educational process. 

 
Visitors will only be permitted to enter school buildings for purposes of pre-arranged meetings, 

visits, or observations. The only exception shall be for “quick visits” by parents for the purpose of 

dismissing a student, bringing in medications, dropping off forgotten lunches, gym clothes, etc. 

Such “quick visits” need not be pre-arranged; however, such visitors may not be permitted beyond 

the main office depending on the circumstances. 

 
All visitors to the Collaborative must report to the main office immediately upon entrance into a 

school building. All visitors whose destinations are other than the main office must sign in, noting 

the time of their arrival and identifying the location and purpose of their visit. These visitors must 

wear a visitor badge at all times while in the school building. The principal or his/her designee will 

designate a staff member to escort visitors to their appropriate destination. 
 
 

19 



Valley Collaborative Student and Family Handbook   

 

Upon completion of their pre-arranged meetings, visits, or observations, all visitors shall proceed 

directly to the main office. They must sign out, noting the time of their departures, and return their 

visitor’s badges. Visitors may not proceed to any areas of the building other than the designated 

locations of their meetings, visits, or observations, without first returning to the main office and 

obtaining express administrative approval to access other areas of the building. 

 
Please see the attached Observation Policy Form for more detailed procedures regarding arranging 

and attending an observation or visit of a program or classroom. 

 
PARENTAL INVOLVEMENT 

 

Parent Advisory Council 

The rights of parents to be involved in the education and decision making regarding their child’s 

program and services is welcomed by the Collaborative. The Collaborative community, which 

includes school personnel, parents, and students, recognizes parent involvement in the educational 

process as a critical factor whose importance cannot be over-emphasized. As a result, and in 

conjunction with Massachusetts State regulations, an Advisory Council consisting of parents of 

Collaborative students has been formed. Rather than replacing the individual LEA Special Education 

Parent Advisory Council, the Collaborative Parent Advisory Council (PAC) focuses on programs and 

emerging issues within the Collaborative. The PAC exists to give a formal channel for parent 

participation in the review of Collaborative policies, programs, and philosophy, as well as informing 

parents of their rights and assisting them with issues related to addressing the more intensive needs of 

students placed in the Collaborative’s programs.  The PAC aims to create a family-centered 

atmosphere to help families develop a sense of community and provide parents with support. 

 
The Collaborative encourages feedback from the PAC regarding the education, health, and safety of 

students.  The Collaborative PAC maintains its own officers and meeting schedule.  The Executive 

Director is not directly involved with the PAC to allow the group a forum to address issues or 

concerns.  As necessary, the Executive Director is available to meet with the PAC or confer with 

PAC officers.  The Collaborative does not charge a fee for membership and welcomes all parents of 

the Collaborative. 

 
Parents and guardians are valued members of the Team and essential to ensuring the school 

experience is positive for students.  The Collaborative staff communicates regularly with 

parents/guardians to plan, evaluate, and share information. These interactions may take place in a 

variety of formal and informal ways including meetings, weekly reports, and phone calls. 

 
Outreach to parents is organized on an annual basis for the sole purpose of establishing a Parent 

Advisory Council. This outreach begins in September of each school year. The PAC elects a parent 

representative on an annual basis. The school provides a co-chair on an annual basis. Current 

volunteers and telephone contact numbers are provided for all parents. 

 
The PAC annually determines the frequency, duration, and schedule of meetings.  The parent co- 

chair is responsible for developing an agenda for each meeting. 

 
PAC may raise funds or participate in fund raising events. Any monies raised by the PAC will be 

kept in an account with the Collaborative Business Office. The parent chair or co-chairs must 

submit a Release of Funds form accompanied by the signature of two active parent participants 
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from the PAC to access funds from this account. 
 

 
 

PARENT CONSENT AND NOTIFICATION 
 

The Collaborative collects consents for a variety of activities and protocols, including emergency 

medical treatment, medication administration, field trips, photographs and publicity. 

 
Once a newly referred student is accepted for participation in a Collaborative program, the start date 

is not finalized until all consents and medical forms are returned by the parents or guardians. 
 

 
 

Since the Collaborative is providing the program to the student at the request of the LEA, 

Collaborative staff work with each LEA to ensure that the annual consents are obtained prior to the 

end of the school year for the coming year as follows: 

• Each year, a packet of consent forms and medical update forms are sent to each parent or 

guardian of an enrolled student with a self-addressed envelope. 

• Any consents not received by the end of the school year triggers a call from the Collaborative 

to the family, reminding them of the need to return the forms. If there are questions or 

concerns expressed, a follow-up call is made by the principal to the family. 

• If the consents have not been received by the end of June, the LEA Liaison is notified that 

without the signed consents and updated medical information, the student will not be able to 

enter the program on the scheduled start date. 

• As necessary, the Collaborative will resend form packets, hand-deliver form packets and 

continue to monitor the status of the forms. 

 
When applicable, the Collaborative will request parental consent for the following: 

• Research 

• Experimentation 

• Fundraising 

• Publicity 

• Observation 

 
The Collaborative’s policy and procedures include, when applicable, notification pursuant to Parental 

Notification Law M.G.L. c. 71, § 32A concerning curriculum that primarily involves human sexual 

education or human sexuality issues. 

 
CHANGE OF LEGAL STATUS 

 

If staff is notified of a change of legal status, the Collaborative Executive Director or principal will: 

• Request a copy of official court documents. 

• Enter official court documents into the Student Record, including restraining orders or other legal 

judgments. 

• Notify the appropriate staff involved in the care and education of the student. 

• In the event that a non-custodial individual attempts to violate a court order and attempts access 

to a student, the Collaborative is to be notified immediately. 
 
 
 

21 



Valley Collaborative Student and Family Handbook   

 

• In the event that a non-custodial individual refuses to leave school property, local law 

enforcement authorities are to be notified immediately. 

• Following any such event, an Incident Report form will be completed and forwarded to the 

Collaborative. 

 
BEHAVIOR SUPPORT 

 

Student Behavior 

The goal of behavior support shall be to maximize the growth and development of the student and to 

protect the group and the individuals in it. The Collaborative directly relates consequences to the 

specific misbehavior and shall apply such consequences without prolonged delay.  The Collaborative 

serves students who may, at times, display extremely unsafe behaviors. Collaborative staff uses de- 

escalation techniques and behavior support strategies to help students remain safe without the use of 

physical intervention.  However, due to the nature of student behavior, it is sometimes necessary to 

physically intervene in order to keep students and staff safe. 
 

 

Behavioral Programming 
Behavior support is an important aspect of Collaborative programs with the goal of maximizing the 
growth and development of each student. The variety and complexity of students’ behavioral and 

response issues require a range of techniques. The long-term goal is to increase the internalization of 

control by the student. An important component of developing strategies for behavior intervention is 

an understanding of the function the behavior serves. Arrangement of the physical environment and 

classroom structure is an important management strategy. The placement of desks, availability of 

materials, length of work times, difficulty of tasks, establishment of predictable routines, and 

preparation of the child for changes in routine are all essential elements to managing student 

behavior successfully. The development and presentation of interesting and stimulating curriculum 

motivates students and is often the most successful management strategy. 

 
Positive Reinforcement 
The Collaborative emphasizes praise and positive feedback for all students as well as formal 
reinforcement schedules as appropriate. Staff takes the student’s level of functioning into 

consideration when developing reinforcement schedules and using a variety of behavioral techniques, 

target and define specific behavior(s). The goal of most programs is to continue the process until the 

student can display the identified behavior without external reinforcement. 

 
Mild Restrictive Behavior Support Procedures 
When a student disrupts the learning of others, behavior support techniques may be utilized to assist 
the student in regaining control. Yelling, hitting, kicking, biting of self or others, or situations where 

a student’s safety is in jeopardy are examples of instances when immediate intervention must occur. 

Recognizing cues and providing appropriate interventions to prevent further escalation are critical 

elements in successful behavior support. 

 
Restraint Prevention and Behavior Support Policy and Procedures 
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I. BACKGROUND AND PURPOSE 

 
The Massachusetts Department of Elementary and Secondary Education (DESE) establishes 

regulations governing the use of physical restraints on students. The Collaborative is required to 

follow the provisions of 603 CMR 46.00 which regulates the use of physical restraint on students in 

Massachusetts public school districts, charter schools, virtual schools and collaborative education 

programs. The purpose of this policy is to ensure that Collaborative students are free from the 

unreasonable use of physical restraint and that such an intervention is used only in emergency 

situations after other less intrusive alternatives have failed or have been deemed inappropriate. 

Physical restraint should be administered only when needed to protect a student or another from 

assault or imminent, serious physical harm.  Physical restraint should be administered in a way that 

prevents or minimizes any harm to a student as a result of the use of restraint. This policy shall be 

annually reviewed and provided to program staff and made available to parents of enrolled students. 

 
II. DEFINITIONS 

 
As used in 603 CMR 46.00, the following terms shall have the following meanings in this policy: 

 

Consent means agreement by a parent who has been fully informed of all information relevant to the 

activity for which agreement is sought, in his or her native language, or other mode of 

communication, that the parent understands and agrees in writing to carrying out of the activity, and 

understands that the agreement is voluntary and may be revoked at any time. 

Mechanical restraint means the use of any device or equipment to restrict a student’s freedom of 

movement. The term does not include devices implemented by trained school personnel, or utilized 

by a student that have been prescribed by an appropriate medical or related services professional, and 

are used for the specific and approved positioning or protective purposes for which such devices 

were designed. 

 
Medication restraint means the administration of medication for the purpose of temporarily 

controlling behavior.  Medication prescribed by a licensed physician and authorized by the parent for 

administration in the school setting is not medication restraint. 
 

Parent means a student’s father, mother, or legal guardian or person or agency legally authorized to 

act on behalf of the student in place of or in conjunction with the father, mother, or legal guardian. 
 

Physical escort means a temporary touching or holding, without the use of force, of the hand, wrist, 

arm, shoulder, or back for the purpose of inducing a student who is agitated to walk to a safe 

location. 
 

Physical restraint means direct physical contact that prevents or significantly restricts a student’s 

freedom of movement.  Physical restraint does not include: brief physical contact to promote student 

safety, providing physical guidance or prompting when teaching a skill, redirecting attention, 

providing comfort, or a physical escort. 
 

Prone restraint means a physical restraint in which a student is placed face down on the floor or 

another surface, and physical pressure is applied to the student’s body to keep the student in the face- 

down position. 
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Seclusion means the involuntary confinement of a student alone in a room or area from which the 

student is physically prevented from leaving. Seclusion does not include a time-out. 

Time-out means a behavioral support strategy in which a student temporarily separates from the 

learning activity or the classroom, either by choice or by direction from staff, for the purpose of 

calming. 

 
III. USE OF RESTRAINT 

 
Mechanical restraint, medication restraint, and seclusion are prohibited. Such restraints may never 

be used. 

 
Prone restraints are prohibited except on an individual student basis, and only under the following 

circumstances: 

 
1. The student has a documented history of repeatedly causing serious self-injuries and/or 

injuries to other students or staff; 

2. All other forms of physical restraints have failed to ensure the safety of the student and/or 

the safety of others; 

3. There are no medical contraindications as documented by a licensed physician; 

4. There is psychological or behavioral justification for the use of prone restraint and there 

are no psychological or behavioral contraindications, as documented by a licensed mental 

health professional; 

5. The Collaborative obtained consent to use prone restraint in an emergency, and such use 

has been approved in writing by the principal; and, 

6. The Collaborative has documented these circumstances in advance of the use of prone 

restraint and maintains the documentation. 

 
Physical restraint, including prone restraint where permitted, will be considered an emergency 

procedure of last resort and is prohibited except when a student’s behavior poses a threat of assault, 

or imminent, serious, physical harm to self or others and the student is not responsive to verbal 

directives or other lawful and less intrusive behavior interventions, or such interventions are deemed 

to be inappropriate under the circumstances. 

 
All physical restraints, including prone restraint where permitted, will be administered in compliance 

with this policy and 603 CMR 46.00. 

 
Physical restraint will not be used: 

 
1. As a means of discipline or punishment; 

2. When the student cannot be safely restrained because it is medically contraindicated for 

reasons including, but not limited to, asthma, seizures, a cardiac condition, obesity, 

bronchitis, communication-related disabilities, or risk of vomiting; 

3. As a response to property destruction, disruption of school order, a student's refusal to 

comply with a rule or staff directive, or verbal threats when those actions do not constitute a 

threat of assault, or imminent, serious, physical harm; or 
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4. As a standard response for any individual student. No written individual behavior plan or 

individualized education program (IEP) may include use of physical restraint as a standard 

response to any behavior. 

 
Physical restraints will be limited to the use of such reasonable force as is necessary to protect a 

student or others from assault or imminent, serious, physical harm. 

 
Nothing in this policy or 603 CMR 46.00 prohibits: 

 
(a) The right of any individual to report to appropriate authorities a crime committed by a 

student or other individual; 

(b) Law enforcement, judicial authorities or school security personnel from exercising their 

responsibilities, including the physical detainment of a student or other person alleged to 

have committed a crime or posing a security risk; or 

(c) The exercise of an individual's responsibilities as a mandated reporter pursuant to M.G.L. 

c. 119, § 51A. 

 
IV. ALTERNATIVES TO PHYSICAL RESTRAINT 

 
There are a variety of less intrusive intervention alternatives to physical restraint that may be 

appropriate under the circumstances.  These alternative methods should be used prior to physical 

restraint. Physical restraints should only be used in emergency situations where these less intrusive 

alternatives have failed or have been deemed inappropriate under the circumstances. 

 
Examples of less intrusive alternatives to physical restraint include, but are not limited to, the 

following: 

 
Verbal Directives.  A verbal directive is communicating what is expected behavior by clearly stating 

instructions and expectations. 

 
Brief Physical Contact.  Physical restraint does not include: brief physical contact to promote 

student safety, providing physical guidance or prompting when teaching a skill, redirecting attention, 

and providing comfort.  Such brief physical contact is an alternative to physical restraint. 

 
Removals.  Removals are used  only when it is necessary to move a child a few feet in order to 

hold them to safer position. Removal includes removal of a student from a classroom for in 

situations where behavior can escalate other student, creating a less safe situation. Removals are 

only for a short distance, i.e. out of the classroom to the hallway. 

 
Physical Escort. Physical escort is a temporary touching or holding, without the use of force, of the 

hand, wrist, arm, shoulder, or back for the purpose of inducing a student who is agitated to walk to a 

safe location. 

 
Time-Out.  Time-out is a behavioral support strategy in which a student temporarily separates from 

the learning activity or the classroom, either by choice or by direction from program staff, for the 

purpose of calming. During time-out, a student must be continuously observed by a staff member. 

Program staff shall be with the student or immediately available to the student at all times. The space 

used for time-out must be clean, safe, sanitary, and appropriate for the purpose of calming. Time-out 
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will cease as soon as the student has calmed.   Principal approval is required for a time-out of more 

than thirty (30) minutes based on an individual student’s continuing agitation. 

 
V. PROPER ADMINISTRATION OF PHYSICAL RESTRAINT 

 
Trained Personnel.  Only personnel who have received training in accordance with this policy and 

603 CMR 46.00 will administer physical restraint on students. Whenever possible, the administration 

of a restraint will be witnessed by at least one adult who does not participate in the restraint. These 

training requirements do not preclude a teacher, employee or Collaborative employee from using 

reasonable force to protect students, other persons or themselves from assault or imminent, serious, 

physical harm. 
 

Use of Force. A person administering a physical restraint will use only the amount of force 

necessary to protect the student or others from physical injury or harm. 

 
Safest Method. A person administering physical restraint will use the safest method available and 

appropriate to the situation subject to the safety requirements set forth in this policy and 603 CMR 

46.00. 
 

Duration of Restraint. All physical restraints must be terminated as soon as the student is no longer 

an immediate danger to himself or others, or the student indicates that he or she cannot breathe, or if 

the student is observed to be in severe distress, such as having difficulty breathing, or sustained or 

prolonged crying or coughing. 
 

Safety Requirements. The following are additional requirements for the use of physical restraint: 
 

(a) No restraint will be administered in such a way that the student is prevented from 

breathing or speaking.  During the administration of a restraint, a program staff member 

will continuously monitor the physical status of the student, including skin temperature 

and color, and respiration. 

(b) Restraint will be administered in such a way so as to prevent or minimize physical harm. 

If, at any time during a physical restraint, the student expresses or demonstrates 

significant physical distress including, but not limited to, difficulty breathing, the student 

will be released from the restraint immediately, and school staff will take steps to seek 

medical assistance. 

(c) If a student is restrained for a period longer than 20 minutes, program staff will obtain the 

approval of the principal.  The approval will be based upon the student’s continued 

agitation during the restraint justifying the need for continued restraint.   

(d) Program staff will review and consider any known medical or psychological limitations, 

known or suspected trauma history, and/or behavioral intervention plans regarding the use 

of physical restraint on an individual student. 

(e) After the release of a student from a restraint, the Collaborative will review the incident 

with the student to address the behavior that precipitated the restraint, review the incident 

with the staff person(s) who administered the restraint to discuss whether proper restraint 

procedures were followed, and consider whether any follow-up is appropriate for students 

who witnessed the incident. 

 
Complaints. Complaints by parents or any Collaborative community member regarding the use of 

physical restraints may be made verbally or in writing to the applicable principal and/or the 
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Collaborative’s Executive Director.  All such complaints will be thoroughly investigated in a manner 

deemed appropriate by the Executive Director.  Upon completion of such investigation, a 

determination will be made regarding whether this policy or the relevant restraint laws and 

regulations have been violated and the Collaborative will take appropriate action. 
 
 

VI. PHYSICAL RESTRAINT TRAINING 
 

Required Training for all Program Staff. The Collaborative will provide restraint training to all 

program staff.  Each principal shall determine a time and method to provide all program staff with 

training regarding this policy and requirements when restraint is used. Such training shall occur 

within the first month of each school year and, for employees hired after the school year begins, 

within a month of their employment. Training shall include information on the following: 
 

(a) The role of the student, family, and staff in preventing restraint; 

(b) The Collaborative's restraint prevention and behavior support policy and procedures, 

including use of time-out as a behavior support strategy distinct from seclusion; 

(c) Interventions that may preclude the need for restraint, including de-escalation of 

problematic behaviors and other alternatives to restraint in emergency circumstances; 

(d) When behavior presents an emergency that requires physical restraint, the types of 

permitted physical restraints and related safety considerations, including information 

regarding the increased risk of injury to a student when any restraint is used, in particular 

a restraint of extended duration; 

(e) Administering physical restraint in accordance with medical or psychological limitations, 

known or suspected trauma history, and/or behavioral intervention plans applicable to an 

individual student; and 

(f) Identification of program staff who have received in-depth training pursuant to 603 CMR 

46.03(3) in the use of physical restraint. 
 

 

In-Depth Staff Training in the Use of Physical Restraint. At the beginning of each school year, 

the Executive Director will identify program staff who are authorized to serve as a Collaborative- 

wide resource to assist in ensuring proper administration of physical restraint.  Such staff shall 

participate in in-depth training in the use of physical restraint. Such in-depth training will be 

competency-based and be at least sixteen (16) hours in length with at least one refresher training 

occurring annually thereafter. 
 

In-depth training in the proper administration of physical restraint shall include, but not be limited to: 

(a) Appropriate procedures for preventing the use of physical restraint, including the de- 

escalation of problematic behavior, relationship building and the use of alternatives to 

restraint; 

(b) A description and identification of specific dangerous behaviors on the part of students 

that may lead to the use of physical restraint and methods for evaluating the risk of harm 

in individual situations in order to determine whether the use of restraint is warranted; 

(c) The simulated experience of administering and receiving physical restraint, instruction 

regarding the effect(s) on the person restrained, including instruction on monitoring 

physical signs of distress and obtaining medical assistance; 

(d) Instruction regarding documentation and reporting requirements and investigation of 

injuries and complaints; 

(e) Demonstration by participants of proficiency in administering physical restraint; and, 
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(f) Instruction regarding the impact of physical restraint on the student and family, 

recognizing the act of restraint has impact, including but not limited to psychological, 

physiological, and social-emotional effects. 

 
VII. PHYSICAL RESTRAINT REPORTING REQUIREMENTS 

 

The use of physical restraints must be reported as follows: 
 

 

Informing the principal.  In each instance where a physical restraint is administered, the staff 

member who administered the restraint shall verbally inform his or her principal of the restraint as 

soon as possible, and by written report no later than the next school working day. The written report 

shall be provided to the principal for review of the use of the restraint.  If the principal has 

administered the restraint, the principal shall prepare the report and submit it to the Executive 

Director for review.  The Collaborative shall maintain an on-going record of all reported instances of 

physical restraint, which shall be made available for review by the applicable parent or the DESE 

upon request. 
 

Informing Parents. The principal, the Executive Director, or his/her designee shall make reasonable 

efforts to verbally inform a student's parent of that student’s physical restraint within twenty-four 

(24) hours of the event, and shall notify the parent by written report sent either within three school 

working days of the restraint to an email address provided by the parent for communications about 

the student, or by regular mail postmarked no later than three school working days after the restraint. 

If the Collaborative customarily provides a parent of a student with school-related information in a 

language other than English, the written restraint report shall be provided to the parent in that 

language.  Parents are afforded the opportunity to comment orally and in writing on the use of the 

restraint and on information in the written report. 
 

Contents of Report. The written reports described above will include information below. Restraint 

report forms are attached at end of this policy. 

(a) The name of the student; the names and job titles of the staff who administered the 

restraint, and observers, if any; the date of the restraint; the time the restraint began and 

ended; and the name of the principal or designee who was verbally informed following 

the restraint; and, as applicable, the name of the principal or designee who approved 

continuation of the restraint beyond 20 minutes. 

(b) A description of the activity in which the restrained student and other students and staff in 

the same room or vicinity were engaged immediately preceding the use of physical 

restraint; the behavior that prompted the restraint; the efforts made to prevent escalation 

of behavior, including the specific de-escalation strategies used; alternatives to restraint 

that were attempted; and the justification for initiating physical restraint. 

(c) A description of the administration of the restraint including the holds used and reasons 

such holds were necessary; the student's behavior and reactions during the restraint; how 

the restraint ended; and documentation of injury to the student and/or staff, if any, during 

the restraint and any medical care provided. 

(d) Information regarding any further action(s) that the school has taken or may take, 

including any consequences that may be imposed on the student. 

(e) Information regarding opportunities for the student’s parents to discuss with school 

officials the administration of the restraint, any consequences that may be imposed on the 

student, and any other related matter. 
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Weekly Individual Student Review.  Collaborative principals shall conduct a weekly review of 

restraint data to identify students who have been restrained multiple times during the week.  If such 

students are identified, the principal shall convene one or more review teams as the principal deems 

appropriate to assess the student’s progress and needs. The assessment shall include at least the 

following: 

 
(a) review and discussion of the written restraint reports submitted and any comments 

provided by the student and parent about such reports and the use of the restraints; 

(b) analysis of the circumstances leading up to each restraint, including factors such as time 

of day, day of the week, antecedent events, and individuals involved; 

(c) consideration of factors that may have contributed to escalation of behaviors, 

consideration of alternatives to restraint, including de-escalation techniques and possible 

interventions, and such other strategies and decisions as appropriate, with the goal of 

reducing or eliminating the use of restraint in the future; 

(d) agreement on a written plan of action by the Collaborative. 

 
If the principal directly participated in the restraint, a duly qualified individual designated by the 

Executive Director shall lead the review team’s discussion. The Collaborative shall ensure that a 

record of each individual student review is maintained and made available for review by the DESE or 

the parent, upon request. 

 
Monthly Administrative Review.  Collaborative principals shall conduct a monthly review of 

school-wide restraint data.  This review shall consider patterns of use of restraints by similarities in 

the time of day, day of the week, or individuals involved; the number and duration of physical 

restraints school-wide and for individual students; the duration of restraints; and the number and type 

of injuries, if any, resulting from the use of restraint. The principal shall determine whether it is 

necessary or appropriate to modify the school’s restraint prevention and management policy, conduct 

additional program staff training on restraint reduction/prevention strategies, such as training on 

positive behavioral interventions and supports, or take such other action as necessary or appropriate 

to reduce or eliminate restraints. 

 
Report of all Restraint-Related Injuries to The DESE. When a physical restraint has resulted in an 

injury to a student or staff member, the Collaborative shall send a copy of the written report required 

above to the DESE no later than three school working days of the administration of the restraint. The 

Collaborative shall also send the DESE a copy of the record of physical restraints maintained by the 

principal for the 30-day period prior to the date of the reported restraint. 

 
Annual Report of all Physical Restraints to the DESE.  The Collaborative will collect and 

annually report to the DESE data regarding the use of physical restraints in a manner and form 

directed by the DESE. 

 
Time-out Guidelines and Student Separation 

 

When used appropriately, time-outs are a very powerful method for managing behavior. The 

purpose is to temporarily isolate a child, giving him/her time to calm down, and, if developmentally 

appropriate, time to reflect on his/her behavior. Time-out means time-out from reinforcement, 

rewards, and attention. 
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There are several types of time-out, and each classroom establishes their own guidelines.  If at all 

possible, time-outs are utilized in order of least to most restrictive as follows: 

 
1. Observational time-out is an effective means of having students remain in the classroom 

close to the group and watch what they are missing. 

2. In-class exclusion time-outs take place in a quiet part of the room where the student does 

not see others. 

3. Out-of class exclusion time-outs take place in an area immediately outside of the 

classroom. 

 
For students in need of minimal stimulation and a safe area an out-of class exclusion time-out takes 

place in the time-out area.  This area is free from distractions and objects to keep the student safe.   If 

the time-out area has a door, the door has a window so the staff can remain visible to the student at 

all times.  Staff members fill out the Time-Out Log documenting the reason for time-out and the 

length of the time-out.  A staff member will accompany students in the time-out space. When a time- 

out of any type is over, the student must immediately be positively redirected back into an acceptable 

activity.  This may be the same activity or something else.  If possible, the antecedents of the 

behavior that caused the time-out will be moved. 

 
All Collaborative staff working directly with students have the authority and training to implement 

student separation from their group or activity.  However, any intervention that results in a student 

being involuntarily separated from their group or activity for more than thirty minutes must be 

approved by the principal and documented. 

 
Students who are involuntarily separated from their group or activity will be observed at all times 

and must have at least one staff member accessible to them at all times. Any room or space used for 

time-out or separation will be safe and appropriate and will never be locked. 

 
Collaborative students are always allowed to separate themselves voluntarily from their group or 

activity provided their separation does not result in safety concerns.  In fact, students are encouraged 

to request a break when appropriate to assist in problem solving or seeking support.  These breaks are 

not viewed as punitive, take place in an identified area of the classroom and are supervised directly 

by a licensed professional or a paraprofessional under the direction of a licensed professional. 

 
Anti-Hazing 

 

Commonwealth of Massachusetts: Anti-Hazing Law Chapter 269: Section 17. Hazing; organizing or 

participating; hazing defined 

 
Whoever is a principal organizer or participant in the crime of hazing, as defined herein, shall be 

punished by a fine of not more than three thousand dollars or by imprisonment in a house of 

correction for not more than one year, or both such fine and imprisonment. 

 
The term “hazing” as used in this section and in sections eighteen and nineteen, shall mean any 

conduct or method of initiation into any student organization, whether on public or private property, 

which willfully or recklessly endangers the physical or mental health of any student or other person. 

Such conduct shall include whipping, beating, branding, forced calisthenics, exposure to the weather, 
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forced consumption of any food, liquor, beverage, drug or other substance, or any other brutal 

treatment or forced physical activity which is likely to adversely affect the physical health or safety 

of any such student or other person, or which subjects such student or other person to extreme mental 

stress, including extended deprivation of sleep or rest or extended isolation.  Notwithstanding any 

other provisions of this section to the contrary, consent shall not be available as a defense to any 

prosecution under this action. 

 
Chapter 269: Section 18. Failure to report hazing 

 
Whoever knows that another person is the victim of hazing as defined in section seventeen and is at 

the scene of such crime shall, to the extent that such person can do so without danger or peril to 

himself or others, report such crime to an appropriate law enforcement official as soon as reasonably 

practicable. A fine of not more than one thousand dollars shall punish whoever fails to report a 

crime. 

 
Section 19 of the Massachusetts General Laws, chapter 19 requires this anti-hazing law be 

distributed to all students and to all members of student groups, student Teams, and student 

organizations. Those who participate in and/or organize hazing shall be disciplined. 

 
Chapter 269: Section 19.; issuance to students and student groups, Teams and organizations; report 

 
Each institution of secondary education and each public and private institution of post-secondary 

education shall issue to every student group, student Team or student organization which is part of 

such institution or is recognized by the institution or permitted by the institution to use its name or 

facilities or is known by the institution to exist as an unaffiliated student group, student Team or 

student organization, a copy of this section and sections seventeen and eighteen; provided, however, 

that an institution’s compliance with this section’s requirements that an institution issue copies of this 

section and sections seventeen and eighteen to unaffiliated student groups, Teams or organizations 

shall not constitute evidence of the institution’s recognition or endorsement of said unaffiliated 

student groups, Teams or organizations. 

 
Each such group, Team or organization shall distribute a copy of this section and sections seventeen 

and eighteen to each of its members, plebes, pledges or applicants for membership. It shall be the 

duty of each such group, Team or organization, acting through its designated officer, to deliver 

annually, to the institution an attested acknowledgement stating that such group, Team or 

organization has received a copy of this section and said sections seventeen and eighteen, that each  

of its members, plebes, pledges, or applicants has received a copy of sections seventeen and eighteen, 

and that such group, Team or organization understands and agrees to comply with the provisions of 

this section and sections seventeen and eighteen. 

 
Each institution of secondary education and each public or private institution of post-secondary 

education shall, at least annually, before or at the start of enrollment, deliver to each person who 

enrolls as a full time student in such institution a copy of this section and sections seventeen and 

eighteen. 

 
Each institution of secondary education and each public or private institution of post-secondary 

education shall file, at least annually, a report with the board of higher education and in the case of 

secondary institutions, the board of education, certifying that such institution has complied with its 
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responsibility to inform student groups, Teams or organizations and to notify each full time student 

enrolled by it of the provisions of this section and sections seventeen and eighteen and also certifying 

that said institution has adopted a disciplinary policy with regard to the organizers and participants of 

hazing, and that such policy has been set forth with appropriate emphasis in the student handbook or 

similar means of communicating the institution’s policies to its students. The board of higher 

education and, in the case of secondary institutions, the board of education shall promulgate 

regulations governing the content and frequency of such reports, and shall forthwith report to the 

attorney general any such institution that fails to make such report. 
 

 

BULLYING PREVENTION AND INTERVENTION PLAN 
 

 

Priority Statement 
Valley Collaborative's Bullying Prevention and Intervention Plan is a comprehensive approach to 
addressing bullying and cyber bullying, and each program in the Collaborative is committed to 

working with students, staff, families, law enforcement agencies, and the community to prevent 

issues of violence. The following is a Plan for preventing, intervening, and responding to incidents 

of bullying, cyber bullying, and retaliation. Each Collaborative program is responsible for the 

implementation and oversight of the Plan. 

 
We recognize that certain students may be more vulnerable to become targets of bullying, 

harassment, or teasing based on actual or perceived characteristics, including race, color, religion, 

ancestry, national origin, sex, socioeconomic, status, homelessness, academic status, gender identity 

or expression, physical appearance, or sensory, disability, or by association with a person who has 

or is perceived to have one or more of these characteristics. The Collaborative will identify specific 

steps it will take to create a safe, supportive environment for vulnerable populations in the school 

community, and provide all students with the skills, knowledge, and strategies to prevent or respond 

to bullying, harassment, or teasing. 

 
I. Prohibition Against Bullying and Retaliation 
The Collaborative will not tolerate any unlawful or disruptive behavior, including any form of 
bullying, cyber bullying, or retaliation, in its school buildings, on school grounds, on school buses 

and at school bus stops or in school-related activities. The Collaborative will investigate promptly 

all reports and complaints of bullying, cyber bullying, and retaliation, and take prompt action to 

end that behavior and restore the target’s sense of safety. The Collaborative will support this 

commitment in all aspects of the school community, including curricula, instructional programs, 

staff development, extracurricular activities, and parent involvement. Acts of bullying, which 

include cyber bullying, are prohibited: 

 
• on school grounds and property immediately adjacent to school grounds, at a school- 

sponsored or school-related activity, function, or program whether on or off school 

grounds, at a school bus stop, on a school bus or other vehicle owned, leased, or used 

by a school district; or through the use of technology or an electronic device owned, 

leased, or used by a school district, and 

• at a location, activity, function, or program that is not school-related through the use 

of technology or an electronic device that is not owned, leased, or used by a school 

district, if the acts create a hostile environment at school for the target or witnesses, 

infringe on their rights at school, or materially and substantially disrupt the education 
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process or the orderly operation of a school. 

 
Retaliation against a person who reports bullying, provides information during an investigation of 

bullying, or witnesses or has reliable information about bullying is also prohibited. As stated in 

M.G.L.   c. 71, § 37O, nothing in this Plan requires the district or school to staff any non-school 

related activities, functions, or programs. 
 

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

 
A Perpetrator is defined as a student or member of a school staff including but not limited to, an 

educator, administrator, school nurse, cafeteria worker, custodian, bus driver, athletic coach, 

advisor to an extra-curricular activity or paraprofessional who engages in bullying behavior. 

 
Bullying, as defined in M.G.L. c. 71, § 37O, is the repeated use by one or more students, or by a 

member of school staff including, but not limited to an educator, administrator, school nurse, 

cafeteria worker, custodian, bus driver, athletic coach, advisor to an extracurricular activity or 

para professional of a written, verbal, or electronic expression or a physical act or gesture or any 

combination thereof, directed at a target that: 

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

• places the target in reasonable fear of harm to himself or herself or of damage to his or her 

property; 

• creates a hostile environment at school for the target; 

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

• materially and substantially disrupts the education process or the orderly operation of a 

school. 
 

 

Cyber bullying is bullying through the use of technology or electronic devices such as telephones, 

cell phones, computers, and the Internet. It includes, but is not limited to, email, instant messages, 

text messages, and Internet postings. See M.G.L. c. 71, § 37O for the legal definition of cyber 

bullying. 

 
Hostile environment, as defined in M.G.L. c. 71, § 37O, is a situation in which bullying causes 

the school environment to be permeated with intimidation, ridicule, or insult that is sufficiently 

severe or pervasive to alter the conditions of a student’s education. 

 
Retaliation is any form of intimidation, reprisal, or harassment directed against a student who 

reports bullying, provides information during an investigation of bullying, or witnesses or has 

reliable information about bullying. 

 
Staff includes, but is not limited to Collaborative educators, administrators, counselors, school 

nurses, cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular 

activities, support staff, or paraprofessionals. 

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

 
III. Training and Professional Development 
The Collaborative will provide ongoing professional development that will build the skills of all 
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staff members to prevent, identify, and respond to bullying. 
 

 

A. Annual staff training on the Plan 
Annual training for all school staff on the Collaborative Bullying Prevention and Intervention Plan 
will include staff responsibilities under the Plan, an overview of the steps that the principal or 

his/her designee will follow upon receipt of a report of bullying or retaliation, and an overview of 

the bullying prevention curricula to be offered at all grades throughout the school building. Staff 

members hired after the start of the school year are required to participate in school based training 

during the school year in which they are hired, unless they can demonstrate participation in an 

acceptable and comparable program within the last two years. 
 

B. Ongoing professional development 
The goal of professional development is to establish a common understanding of tools necessary 
for staff to create a school climate that promotes safety, civil communication, and respect for 

differences. Professional development will build the skills of staff members to prevent, identify, 

and respond to bullying. As required by M.G.L. c. 71, § 37O, the content of school-wide and 

professional development will be informed by research and will include information on: 

• developmentally (or age-) appropriate strategies to prevent bullying; 

• developmentally (or age-) appropriate strategies for immediate, effective interventions 

to stop bullying incidents; 

• information regarding the complex interaction and power differential that can take 

place between and among an aggressor, target, and witnesses to the bullying; 

• research findings on bullying, including information about specific categories of 

students who have been shown to be particularly at risk for bullying in the school 

environment; 

• information on the incidence and nature of cyber bullying; and 

• Internet safety issues as they relate to cyber bullying. 

 
All students attending the Collaborative have an IEP. Therefore, professional development will 

emphasize ways to prevent and respond to bullying or retaliation for students with disabilities that 

must be considered when developing students’ IEP; this will include a particular focus on the 

needs of students with autism or students whose disability affects social skills development. 

 
Additional areas identified by the programs for professional development includes: 

• Promoting and modeling the use of respectful language; 

• Fostering an understanding of and respect for diversity and difference; 

• Building relationships and communicating with families; 

• Constructively managing classroom behaviors; 

• Using positive behavioral intervention strategies; 

• Applying constructive disciplinary practices; 

• Teaching  students  skills  including  positive  communication,  anger  management, 

and empathy for others; 

• Engaging students in school or classroom planning and decision-making; and 

• Maintaining a safe and caring classroom for all students. 
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C. Written notice to staff 
Each school will provide all staff with an annual written notice of the Collaborative Bullying 
Prevention and Intervention Plan by publishing information about it, including sections related to 

staff responsibilities in the Personnel Policy and Employee Handbook. 

 
IV. Access to Resources and Services 

A key aspect of promoting positive school climates is ensuring that the underlying emotional needs 

of all students are addressed. These students include targets, aggressors or bystanders of bullying 

or cyber bullying. Schools will also address the emotional needs of these students’ families. The 

Collaborative Bullying Prevention and Intervention Plan include strategies for providing supports 

and services necessary to meet these needs. In order to enhance the Collaborative’s capacity to 

prevent, intervene early, and respond effectively to bullying, available services reflect an 

understanding of the dynamics of bullying and provide approaches to address the needs of targets, 

aggressors and bystanders. The Collaborative programs provide counseling or referral to 

appropriate services for students who are aggressors, targets, and family members of those 

students. 

 
A. Identifying resources 
Counselors, together with building administrators, will work to identify the school’s capacity to 
provide counseling, case management and other services for these students (targets, aggressors, 

bystanders) and their families. Schools will conduct an annual review of staffing and programs that 

support the creation of positive school environments, focusing on early interventions and intensive 

services, and develop recommendations and action steps to fill resource and service gaps. The 

Collaborative works in collaboration with local and state agencies to adopt evidenced based 

curricula and to provide additional preventative services to students, parents, and faculty and staff. 

 
B. Counseling and other services 
The Collaborative administrators, counselors, nurses, and special educators provide a variety of 
skill-based services to students within the educational setting that include on-going emotional 

support, risk assessment, crisis intervention, and help with community based counseling referrals 

when appropriate. The student’s Team meets with parents and staff as needed to help address 

student’s  academic, emotional and behavioral concerns as collaboratively as possible. School 

counselors work with administrators to provide linguistically appropriate resources to identified 

families. School counselors maintain up-to-date information on community based mental health 

referrals as well as Community Service Agencies (CSAs) within the local vicinity, providing 

services to Medicaid eligible students. School counselors, Board Certified Behavior Analysts 

(BCBA), and special needs educators work collaboratively to develop behavior plans and social 

thinking groups for students with social skill weaknesses. In addition, school counselors, school 

psychologists and special education professionals will work together to educate and support 

parents, conduct parent workshops and apprise parents of outside resources to enhance parenting 

skills and provide for the needs of children. 
 
Below is a list highlighting activities offered at various programs: 

• One-on-one and small group counseling 

• Crisis intervention 

• Facilitating classroom meetings to resolve problems 

• School curriculum on issues of respect, sexual harassment and student success skills 
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• Peer Mediation 

• Lunch/friendship groups 

• Parent-teacher conferences 

• Parent workshops 

• Transition planning 

• Parent guidance 

• Behavior plan development 

• Classroom observations 

• Teacher consultation 

• Promoting and modeling the use of respectful language 

• Fostering an understanding of and respect for diversity and difference 

• Building relationships and communicating with families 

• Managing classroom behaviors constructively 

• Using positive behavioral intervention strategies 

• Applying constructive disciplinary practices 

• Teaching  students  skills  including  positive  communication,  anger  management, 

and empathy for others 

• Engaging students in school or classroom planning and decision-making 

• Maintaining a safe and caring classroom for all students 
 

 

C. Students with disabilities 
As required by M.G.L. c. 71B, § 3, when the IEP Team determines the student has a disability that 
affects social skills development or the student may participate in or is vulnerable to bullying, 

harassment, or teasing because of his/her disability, the Team will consider what should be included 

in the IEP to develop the student's skills and proficiencies to avoid and respond to bullying, 

harassment, or teasing. 

 
D. Referral to outside services 
The Collaborative will evaluate its current protocol for referring students and families to outside 
services to ensure relevance to the Collaborative Bullying Prevention and Intervention Plan, and 

revise as needed. School counselors and other specialists will use this protocol to help students and 

families access appropriate and timely services. Referrals must comply with relevant laws and 

policies. 

 
E. Assessing needs and resources 

At least every four years beginning with the 2016-2017 school year, the Collaborative will 

administer a Department of Elementary and Secondary Education-developed survey to assess 

school climate and prevalence, nature, and severity of bullying in its programs.  Additionally, the 

Collaborative will annually report bullying incident data to the Department. 

 
V. Academic and Non-Academic Activities 

The Collaborative will provide age-appropriate instruction on bullying prevention in each grade 
that is incorporated into the Collaborative programs’ evidence -based curricula.  Effective 

instruction includes classroom approaches, whole-program initiatives, and focused strategies for 

bullying prevention and social skills development. 
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A. Specific bullying prevention approaches 
Bullying prevention curricula is informed by current research, which among other things, 
emphasizes the following approaches: 

• using scripts and role plays to develop skills; 

• empowering students  to  take action by knowing what to do  when  they witness 

other students engaged in acts of bullying or retaliation, including seeking adult 

assistance; 

• helping students understand the dynamics of bullying and cyber bullying, including 

the underlying power imbalance; 

• emphasizing cyber safety, including safe and appropriate use of electronic 

communication technologies; 

• enhancing students’ skills for engaging in healthy relationships and respectful 

communications; 

• engaging students in a safe, supportive school environment that is respectful of 

diversity and difference; and 

• providing parents with information regarding the school’s bullying prevention curricula 
 

 

B. General teaching approaches that support bullying prevention efforts 

The following approaches are integral to establishing a safe and supportive school environment, 

and they underscore the importance of the Collaborative’s bullying intervention and prevention 
initiatives: 

 

 

• setting clear expectations for students and establishing school and classroom routines; 

• creating safe school and classroom environments for all students, including students 

with disabilities, lesbian, gay, bisexual, transgender students, and homeless students; 

• communicating with parents regarding the schools’ goals and expectations for students 

and students’ safety 

• using appropriate and positive responses and reinforcement, even when students 

require discipline; 

• using positive behavioral supports; 

• encouraging adults to develop positive relationships with students; 

• modeling, teaching, and rewarding pro-social, healthy, and respectful behaviors; 

• using positive approaches to behavioral health, including collaborative problem- 

solving, conflict resolution training, teamwork, and positive behavioral supports that 

aid in social and emotional development; 

• using the Internet safely; and 

• supporting  students’  interest  and  participation  in  non-academic  and 

extracurricular activities, particularly in their areas of strength. 

 
VI. Policies and Procedures for Reporting and Responding to Bullying and Retaliation 

To  support  efforts to respond promptly and effectively to bullying and retaliation, the 

Collaborative programs have policies and procedures in place for receiving and responding to 

reports of bullying or retaliation. These policies and procedures ensure that members of the school 

community – students, parents, and staff – know what will happen when incidents of bullying 

occur. 
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In school systems, harassment may take many forms and cross many lines. The situation may be 

an instance of staff member to staff member, staff member to student, student to staff member, or 

student to student. 

 
A. Reporting 
Reports of bullying or retaliation may be made by staff, students, parents, or others, and may be 
oral or written. Oral reports made by or to a staff member must be recorded in writing. All 

employees are required to report immediately to the principal or his/her designee any instance of 

bullying or retaliation the staff member becomes aware of or witnesses. Reports made by students, 

parents, or other non-employees may be made anonymously, however, no disciplinary action can 

be taken against the perpetrator solely on the basis of an anonymous report. The schools will make 

reporting resources available to the school community including, but not limited to, the 

Collaborative Bullying Prevention and Intervention Incident Reporting Form. 

 
Use of the Collaborative Bullying Prevention and Intervention Incident Reporting Form Report is 

not required as a condition of making a report. Programs will: 

 
1. Include a copy of the Bullying Report Form in the beginning of the year packets for 

students and parents (See Appendix B); 
2. Make it available in each Collaborative program’s main office, the counseling office, and 

other locations determined by the principal or his/her designee; 

3. At the beginning of each school year, the Collaborative will provide the school community, 

including administrators, staff, students, and parents, with written notice of its policies for 

reporting acts of bullying and retaliation. A description of the reporting procedures and 

resources, including the name and contact information of the principal or his/her designee, 

will be incorporated in student and staff handbooks. 
 
Reporting by Staff: A staff member will report immediately to the principal or his/her designee 

when he/she witnesses or becomes aware of conduct that may be bullying or retaliation. The 

requirement to report to the principal or his/her designee does not limit the authority of the 

staff member to respond to behavioral or disciplinary incidents consistent with each school’s 

policies and procedures for behavior support and discipline. 
 

Reporting by Students, Parents, and Others: The school system expects students, parents,  

and others who witness or become aware of an instance of bullying or retaliation involving a 

student to report it to the principal or his/her designee. Reports may be made anonymously, but 

no disciplinary action will be taken against an alleged aggressor solely on the basis of an 

anonymous report. Students, parents, and others may request assistance from a staff member to 

complete a written report. Students will be provided practical, safe, private and age-appropriate 

ways to report and discuss an incident of bullying with a staff member, or with the principal or 

his/her designee. 
 

B. Responding 
Before fully investigating the allegations of bullying or retaliation, the principal or his/her 
designee will take steps to assess the need to restore a sense of safety to the alleged target and/or to 

protect the alleged target from possible further incidents. There may be circumstances in which the 

principal or his/her designee contacts parents prior to any investigation. Notice will be consistent 

with state regulations at 603 CMR 49.00. Responses to promote safety may include, but not be 

limited to, creating a personal safety plan; predetermining seating arrangements for the target 
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and/or the aggressor in the classroom, at lunch, or on the bus; identifying a staff member who will 

act as a “safe person” for the target; and altering the aggressor’s schedule and access to the target. 

The principal or his/her designee will take additional steps to promote safety during the course of 

and after the investigation, as necessary. 

 
The principal or his/her designee will implement appropriate strategies for protecting from 

bullying or retaliation a student who has reported bullying or retaliation, a  student who  has 

witnessed bullying or retaliation, a student who provides information during an investigation, or a 

student who has reliable information about a reported act of bullying or retaliation. The 

confidentiality of students and witnesses reporting alleged acts of bullying will be maintained to 

the extent possible given the school’s obligation to investigate the matter. 

 
1. Obligations to Notify Others 
Notice to parents or guardians:  Upon determining that bullying or retaliation has occurred, the 
principal or his/her designee will promptly notify the parents of the target and the aggressor of 

this, and of the procedures for responding to it. Notice will be provided in the primary language 

of the homeland in compliance with confidentiality requirements of the Massachusetts Student 

Records Regulations, 603 CMR 23.00, and the Federal Family Educational Rights and Privacy Act 

Regulations, 34 CFR Part 99, as set forth in 603 CMR 49.07. 
 

 

The principal or designee shall inform the parent or guardian of the target about the Department of 

Elementary and Secondary Education’s problem resolution system and the process for accessing 

that system, regardless of the outcome of the bullying determination.  Any parent wishing to file a 

claim/concern or seeking assistance outside of the Collaborative may do so with the Department of 

Elementary and Secondary Education Program Resolution System (PRS). That information can be 

found at: http://www.doe.mass.edu/pqa, emails can be sent to compliance@doe.mass.edu or 

individuals can call 781-338-3700. 
 

 

Notice to another school district:  If the reported incident involves students from more than one 

school district, charter school, nonpublic school, approved private special education day or 

residential school, or Collaborative school, the principal or his/her designee first informed of 

the incident will promptly notify by telephone the principal or his/her designee of the other 

school(s) of the incident so that each school may take appropriate action. All communications 

will be in accordance with state and federal privacy laws and regulations, and 603 CMR. 
 

 

Notice to law enforcement: At any point after receiving a report of bullying or retaliation, 

including after an investigation, if the principal or his/her designee has a reasonable basis to 

believe that criminal charges may be pursued against the aggressor, the principal or his/her 

designee will notify the local law enforcement agency. Notice will be consistent with the 

requirements of 603 CMR 49.06 and locally established agreements with the local law 

enforcement agency. Also, if an incident occurs on school grounds and involves a former student 

under the age of 21 who is no longer enrolled in school, the principal or his/her designee shall 

contact the local law enforcement agency if he or she has a reasonable basis to believe that 

criminal charges may be pursued against the aggressor. In making this determination, the 

principal will, consistent with the Plan and this policy, consult with local law enforcement and 

other individuals the principal or his/her designee deems appropriate. 
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2. Investigation 

The principal or his/her designee will investigate promptly (within 24 hours) all reports of bullying 

or retaliation and, in doing so, will consider all available information known, including the nature 

of the allegation(s) and the ages of the students involved. During the investigation the principal or 

his/her designee will, among other things, interview students, staff, witnesses, parents, and others 

as necessary. The principal or his/her designee (or whoever is conducting the investigation) will 

remind the alleged aggressor, target, and witnesses that retaliation is strictly prohibited and will 

result in disciplinary action. Interviews will be conducted by the principal or his/her designee, 

other staff members as determined by the principal or his/her designee, and in consultation with 

the school counselor, as appropriate. To the extent practicable, and given his/her obligation to 

investigate and address the matter, the principal or his/her designee will maintain confidentiality 

during the investigative process. The principal or his/her designee will maintain a written record of 

the investigation. 
 

 

Procedures for investigating reports of bullying and retaliation will be consistent with 

Collaborative policies and procedures for investigations and for possible disciplinary action. If 

necessary, the principal or his/her designee will consult with the Executive Director regarding 

consultation with legal counsel pertaining to the investigation of the alleged report. 

 
3. Determinations 
The principal or his/her designee will make a determination based upon all of the facts and 
circumstances. If, after investigation, bullying or retaliation is substantiated, the principal/Director 

or his/her designee will take reasonable steps to prevent recurrence and to ensure that the target is 

not restricted in participating in school or in benefiting from school activities. The principal or 

his/her designee will determine what remedial action is required, if any, and what responsive 

actions and/or disciplinary action is necessary. 

 
Depending upon the circumstances, the principal or his/her designee may choose to consult with 

the students’ teacher(s) and/or school counselor, and the target’s or aggressor’s parents, to identify 

any underlying social or emotional issue(s) that may have contributed to the bullying behavior and 

to assess the level of need for additional social skills development. 

 
The principal or his/her designee will promptly notify the parents of the target and the aggressor 

about the results of the investigation and, if bullying or retaliation is found, what action is being 

taken to prevent further acts of bullying or retaliation. All notice to parents must comply with 

applicable state and federal privacy laws and regulations. Because of the legal requirements 

regarding the confidentiality of student records, the principal/Director or his/her designee cannot 

report specific information to the target’s parent about the disciplinary action taken unless it 

involves a “stay away” order or other directive that the target must be aware of in order to report 

violations. 
 

4. Responses to Bullying 
The Collaborative has incorporated a range of individualized strategies and interventions that may 
be used in response to remediate a student’s skills or to prevent further incidences of bullying 

and/or retaliation. 
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a. Teaching Appropriate Behavior through Skills-Building 
Upon the principal or his/her designee determining that bullying or retaliation has occurred, the 
law requires that the school or district use a range of responses that balance the need for 

accountability with the need to teach appropriate behavior. M.G.L. c. 71, § 37O (d) (v). Skill 

building approaches that the principal or his/her designee may consider include: 

 
• Offering individualized skill-building sessions based on the school’s/district’s anti- 

bullying curricula; 

• Providing relevant educational activities for individual students or  groups  of 
students, in consultation with school counselors and other appropriate school 

personnel; 

• Implementing a range of academic and nonacademic positive behavioral supports to help 

students understand pro-social ways to achieve their goals; 

• Meeting with parents to engage parental support and to reinforce the anti-bullying 

curricula and social skills building activities at home; 

• Adopting behavioral plans to include a focus on developing specific social skills; and 

making a referral for evaluation. 

 
b. Taking Disciplinary Action 
If the principal or his/her designee decides that disciplinary action is appropriate, the disciplinary 
action will be determined on the basis of facts found by the principal or his/her designee, including 

the nature of the conduct, the age of the student(s) involved, and the need to balance accountability 

with the teaching of appropriate behavior. Discipline will be consistent with this Collaborative 

Bullying Prevention and Intervention Plan. 

 
Discipline procedures for students with disabilities are governed by the federal Individuals with 

Disabilities Education Improvement Act (IDEA), which should be read in cooperation with state 

laws regarding student discipline. If the principal or his/her designee determines that a student 

knowingly made a false  allegation of bullying or retaliation, that student may be subject to 

disciplinary action consistent with this Handbook. 

 
c. Promoting Safety for the Target and Others 
The principal or his/her designee(s) will consider what adjustments, if any, are needed in the 
school environment to enhance the target's sense of safety and that of others as well. Within a 

reasonable period of time following the determination and the ordering of remedial and/or 

disciplinary action, the principal or his/her designee will contact the target to determine whether 

there has been a recurrence of the prohibited conduct and whether additional supportive measures 

are needed. If so, the principal or his/her designee will work with appropriate school staff to 

implement them immediately. 

 
VII Collaboration with Families 
The Collaborative Bullying Prevention and Intervention Plan includes strategies to engage and 
collaborate with students’ families in order to increase the capacity of each Collaborative program to 

prevent and respond to bullying. Resources for families and communication with them are 

essential aspects of effective collaboration. Provisions for informing parents about the bullying 
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prevention and intervention curricula used by the schools include: 

 
1) How parents can reinforce the curricula at home and support the school or district 

plan; 

2) The dynamics of bullying, online safety and cyber bullying. 

3) Parents will also be notified in writing each year about the student-related sections of 

the Collaborative Bullying Prevention and Intervention Plan. 

 
Programs will collaborate with the PAC and/or parent volunteers to create parent resource and 

information networks. Programs will join with these parent groups to offer education programs for 

parents that are focused on the parental components of the anti-bullying curricula and any social 

competency curricula used by the program(s). 

 
Programs will annually inform parents of enrolled students about the anti-bullying curricula that 

are being used. This notice will include information about the dynamics of bullying, including 

cyber bullying and online safety. The schools will send parents written notice each year about the 

student related sections of the Collaborative Bullying Prevention and Intervention Plan and the 

Collaborative Internet Acceptable Use Policy. All notices and information made available to 

parents will be in hard copy and/or electronic formats. 

 
VIII. Relationship to Other Laws 
Consistent with state and federal laws, and the policies of the school or district, no person shall be 
discriminated against in admission to a public school of any town or in obtaining the advantages, 

privilege and courses of study of such public school on account of race, color, age, disability, gender, 

gender identity, religion, national origin, or sexual orientation.  Nothing in the Collaborative Bullying 

Prevention and Intervention Plan prevents the Collaborative from taking action to remediate 

discrimination or harassment based on a person’s membership in a legally protected category under 

local, state, or federal law, or school or district policies. In addition, nothing in the Collaborative 

Bullying Prevention and Intervention Plan is designed or intended to limit the authority of the school 

or district to take disciplinary action or other action under M.G.L. c. 71, §§ 37H or 37H½, other 

applicable laws, or local program or Collaborative policies in response to violent, harmful, or 

disruptive behavior, regardless of whether this Plan covers the behavior. 
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Assess the situation for a 

possible crime.(Was there 

physical contact or injury, use of 

a weapon, serious threat of 

injury, stalking, harassment or 

detainment, loss of property or 

damage to property?) 

  

 

Was there aggression? 
(Physical aggression such as hitting, shoving or 
threatening injury; verbal aggression such as 

teasing or name-calling; social aggression such 

as spreading rumors and shunning.) 

 

 

  
 

Was this action severe and/or repeated? 

(Was there more than one incident or did the 

aggressor fail to stop when asked?) 

 

 

  

 
Yes 

  
 

 
 

COLLABORATIVE BULLYING RESPONSE FLOW CHART 
 

Incident Report is completed and incident is reported to Administrator 

  
 

Administrator conducts investigation to 

determine if bullying occurred 

  

 

Interview all parties involved in 

incident 
 
 
 
 

 
 

 

Yes 

Contact the police(Let 

them investigate and 

decide whether a crime 

has occurred.) 

 
 

Inform parents that 

police have been 

called 
 

No 

  
 

No Not Bullying 
Consider another infraction. 

 
 
 
 

 

Yes 

  
 

Not Bullying 
No Consider another infraction. 

 

 
 
 
 
 
 
 

 
 

Assign 

Consequences 

 

 
 

Contact 

Parents 

Complete 

Investigation 

Report/Action 
 
 

Copy and file report 

with Principal 

 

 

Follow Up: Monitor 

behavior and 

communicate with parents 

and staff 
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COMPLAINTS AND GRIEVANCES 
 

Students and parents are encouraged to communicate any concerns or questions they may have about 

their education, care, or possible violations of student rights (including discrimination or violation of 

a student’s civil rights).  They are welcome to communicate their concerns through the use of 

communication books, telephone calls, site visits and meetings. They are free to express their 

concerns at any time to many different staff such as classroom teachers, principals, or the Executive 

Director.   In the event that they do not feel their concerns are being addressed adequately, they are 

encouraged to initiate a formal grievance process as follows: 

 
• Request, in writing, a conference with relevant principal to make their concerns known. 

• Within one week following the conference, principal will follow-up with a response to the 

student or parent concerns in writing, including any reasons for the decision made.  If the 

decision supports the student or parent concerns, the principal will promptly put the decision into 

effect. 

• The principal will notify and keep the Executive Director informed of the complaint throughout 

the process. The Executive Director may be directly involved in the complaint resolution process 

at the request of the principal. 

• In the event that of a disagreement with any part of the decision made by the principal, they may 

in writing appeal the decision to and request a meeting with the Executive Director. The 

Executive Director will follow-up with a response addressing the concerns in writing, including 

any reasons for the decision made.  If the decision supports the concerns, the Executive Director 

will promptly put the decision into effect. 
 

 

• If the grievant is still unsatisfied with the decision, they should contact the Director of Special 

Education of their sending district and express their concerns in writing. 

• In the event of an unsatisfactory resolution, the Executive Director will contact the Director of 

Special Education of the LEA and inform him/her of the impasse with the student or parent. The 

Executive Director with work with the Director of Special Education to address the concerns 

satisfactorily and in the best interest of the student. 

• Nothing in this policy is to prevent a parent from exercising his/her right under the Options for 

Dispute Resolution (Section 28.08) of Massachusetts Special Education regulations 

 
MEDICAL POLICY 

 

The Collaborative maintains a nursing staff to promote the health and safety of its students, intervene 

with actual and potential health and behavioral issues, manage complex medical issues and provide 

case management services. A school nurse makes the decision if a student is to be sent home for 

medical reasons.  All students must have a current physical and up-to-date immunization records and 

parent consents on file.  Every school year, parents will be provided with a Student Health Packet 

containing relevant forms to be completed to ensure that the Collaborative has updated medical 

emergency contact information, medication information, and all other information relevant to the 

student’s health, including parental authorizations for treatment and/or the administration of 

medication.  The Collaborative maintains a separate Health Services Manual with more detailed 

medical policies.  Copies of the Health Services Manual are kept in the Collaborative nurse’s office 

and are available for parents upon request. 
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HEALTH CARE POLICIES OVERVIEW 
 

 

Communicable Disease 
 

 

POLICY:  In order to prevent the spread of communicable, disease students with a diagnosed 

communicable disease will be advised to stay home for the following period of time as listed in 

the table below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dismissal from School due to Illness 
 

POLICY:  The school nurse may exclude a student from school for health reasons if the 

student: 

• Has returned from a hospital admission within the past 24 hours. This does not include 

routine tests or minor injuries. The student will remain at home for observation for the first 24 

hours. 

• Has a temperature of 100.5 degrees tympanic (by ear).  Temperature must be 98.6 for a 

full 24 hours prior to returning to school. The exception is a child with a hypothalamic 

problem (temperature regulation problem) and is symptom free.  Each case will be discussed 

individually. 

• Has an infectious disease (Strep Throat/Pneumonia, etc.) and has not been on antibiotic 

therapy for 24 hours or as designated by MD. 

• Eye drainage yellow/green in color with pink or red eyes, eyelids, etc. 

• Any undiagnosed rash. 

• Has a culture(s) pending (exceptions can be made at the discretion of the nurse). 

• Is on respiratory precautions, cough/cold or has a significant change in respiratory 

secretions (green/yellow nasal drainage). 
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• Has Chicken Pox/Shingles, with active, draining rash (rash must be dry, non-weeping, and 

shingles must be covered).  Students may attend school with poison ivy as it is not contagious.  It 

should be washed thoroughly and covered. 

• Is experiencing significant increase in seizures or seizure like activity (requires note from M.D. 

stating seizures stable). 

• Has had persistent vomiting and diarrhea; must be symptom free for 24 hours before returning to 

school. 

• Has a condition requiring immediate medical intervention, i.e., emergency dental care, sutures, 

bone setting, or pending a medical diagnosis for any condition. 

• Has a condition that requires on-going supervision, which cannot be supervised in the school 

setting. 

• Is very sleepy or is experiencing excessive bleeding after a dental visit. 

• Has untreated Pediculosis, Scabies or body lice. 

• Poses a significant health risk to others in the normal course of school activities. 

Significant health risk is defined by: 

o Any student is in the infectious stage of a serious airborne transmitted disease (T.B., 

Viral Pneumonia, Influenza, etc.). 

o Students who are unable to hygienically manage their bowel and bladder functions and/or 

are in the infectious stage of an oral/fecal transmitted disease.  Such diseases are, but are not 

limited to, Hepatitis A, Clostridium Difficile (c-diff), gastro-intestinal viruses (Salmonella, 

Shigella, Rotovirus) and parasites (Pinworms, Girdiasis.) and has not completed treatment. 

o Students who have a disease which may be transmitted by body fluids, and have open 

lesions and whose developmental level makes it difficult for them to refrain from touching lesions 

and others, therefore, spreading the underlying infection to others. Such diseases are, but not 

limited to, Herpes, Impetigo, Hepatitis B virus, Staph Aureus, Beta Hemolytic Strep, and 

Conjunctivitis. 
 

Hospital Re-Entry Policy 
 

POLICY:  To ensure the health and safety of every student re-entering one of Valley 

Collaborative programs following a psychiatric or medical hospitalization, the Collaborative has 

adopted the following policy. Any student who has required a psychiatric evaluation, an 

emergency room visit, or has been placed in inpatient hospitalization will be re-admitted to their 

respective program upon collaboration with their treatment planning team. 

I. Discharge Instructions 

a. The student can return to school with the receipt of a signed discharge summary 

and medical clearance from the hospital/clinician providing treatment. 

b. This summary will ensure that the most recent and credible information 

regarding treatment goals and restrictions are relayed back to the Collaborative treatment team 

and allow for a smooth transition back to school. 

c. The plan should include, in writing, any changes in medications, any safety 

plans, medical procedures, and any follow-up plans with clinicians, therapists, and any other 

treatment providers. 

d. When this policy is followed, the Collaborative can also ensure that the student 

will be safe upon their return and provisions are in place should they decompensate once back 
in the school setting. 
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Medications in School 
 

 

POLICY:  It is the policy of Valley Collaborative to have procedures in place for the safe and 

proper administration of prescription medications to students attending the Collaborative and for 

addressing the issues relating to the management of life-threatening food allergies in the school 

settings. The school nurse, who is an employee of the Collaborative, is designated as the 

supervisor of the medication administration program. 
 

I. Medication Orders/Parental Consent 

a. The school nurse shall ensure that there is a proper medication order from a licensed 

prescriber, which is renewed yearly. Whenever possible, the medication order shall be obtained before 

the student enters or reenters the school. 

b. Parents/Guardians must provide the following: 

i. Written order from the prescriber, including diagnosis, medication name, dosage, 

side effects, and frequency of administration. 

ii. Parental signature authorizing the nurse to administer the medication 

iii. Medication should be delivered to the school nurse by parent/guardian, or 

responsible adult or alternative arrangements can be made by contacting the program nurse. 

iv. No more than a thirty (30) school day supply of the medication for a student shall 

be stored at the school. 

v. Please call your school nurse for proper forms. 
 
 

Preventative Health Care 
 

POLICY: Students must be healthy to learn. The collaborative is committed to the health and 

well-being of its students. The plan for preventative health care of students includes, but is not 

limited to the following: 
 

 

I. Physical Exams 

a. Documentation, from a licensed physician, of a complete physical examination not 

more than 6 months prior to admission for is required for every new student. 

b. In the event of emergency placement, provisions for a complete examination of the 

student must be made within 30 days of admission. 

c. Current students are required to have a physical exam every 3-4 years. 

d. Each student is eligible to receive an annual comprehensive medical and dental 

examination through his/her own sending school district or local board of health. 

e. A copy of the results should be provided to the school by the parent or sending 

school district. 
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Medications in School 
 

 

POLICY:  It is the policy of Valley Collaborative to have procedures in place for the safe and 

proper administration of prescription medications to students attending the Collaborative and for 

addressing the issues relating to the management of life-threatening food allergies in the school 

settings. The school nurse, who is an employee of the Collaborative, is designated as the 

supervisor of the medication administration program. 
 

I. Medication Orders/Parental Consent 

a. The school nurse shall ensure that there is a proper medication order from a licensed 

prescriber, which is renewed yearly. Whenever possible, the medication order shall be obtained before 

the student enters or reenters the school. 

b. Parents/Guardians must provide the following: 

i. Written order from the prescriber, including diagnosis, medication name, dosage, 

side effects, and frequency of administration. 

ii. Parental signature authorizing the nurse to administer the medication 

iii. Medication should be delivered to the school nurse by parent/guardian, or 

responsible adult or alternative arrangements can be made by contacting the program nurse. 

iv. No more than a thirty (30) school day supply of the medication for a student shall 

be stored at the school. 

v. Please call your school nurse for proper forms. 
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II. Immunizations 

a. In accordance with state regulations (105 CMR 220.700), requires students entering 

an educational facility, as new student, to meet the minimum requirements for immunization. 

b. Students will be denied entry in to programs until a completed Immunization Record is on 

file in the nursing office, upon presentation of written documentation that the student meets the 

standards for medical or religious exemption set forth in M.G.L. c. 76, § 15, or upon presentation of 

laboratory evidence of immunity. 

III. Mandated Screenings 

a. Screenings are conducted per Department of Public Health guidelines for vision, 

postural, and body mass index. 

b. Elementary Age students must have proof of lead screening. 

c. Parents/sending school should provide the school with a copy of such screening 

results if screenings have been performed outside of school. 

Parents will be notified prior to administration of screenings. 
 

 

Vaccination 
 

 

POLICY: In accordance with state regulations (105 CMR 220.700), requires students entering an 

educational facility, as new student, meet the minimum requirements for immunization. Students 

will be denied entry in to Valley Collaborative programs until a completed Vaccination form is on 

file in the nursing office, upon presentation of written documentation that the student meets the 

standards for medical or religious exemption set forth in M.G.L. c. 76, § 15, or upon presentation 

of laboratory evidence of immunity. 
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POLICY ON DRUG AND ALCOHOL ABUSE 
 

 

Commonwealth of Massachusetts: Substance Use Prevention and Abuse Education Law Chapter 71, Sections 

96 and 97. 

 
Massachusetts law requires each public school to have a policy regarding substance use prevention and the 

education of its students about the dangers of substance abuse.  Valley Collaborative’s Substance Use and 

Abuse Prevention and Education Plan seeks to promote and maintain a safe and drug-free learning 

environment for all students and staff.  The use of alcohol, marijuana, illegal drugs, or other illegal or 

controlled substances interferes with the learning, growth and well-being of students, families and the entire 

Collaborative community.  The possession, use, manufacture, distribution, sale, possession, intent to sell, or 

dispensation of alcohol, marijuana, illegal drugs, or other illegal or controlled substances of any kind is 

strictly prohibited.  Such substances do not have a place in an educational environment and will not be 

tolerated on Collaborative property or at any Collaborative-sponsored event. 

 
Illicit drugs include, but are not limited to: 

• Controlled substances as defined in Massachusetts General Laws, Chapter 94C (e.g. cocaine, 

heroin, marijuana, LSD, steroids) 

• The misuse of prescription or over-the-counter drugs 

• Products misused for the purpose of mind-altering effects (e.g. aerosols, solvents). 
 

 

Students are strictly prohibited from having alcohol, marijuana, illicit drugs and/or controlled substances in 

their system during school hours, on Collaborative property or at any Collaborative-sponsored event. 

Prohibited activities include, but are not limited to: 

 
• Using or being under the influence 

• Possession 

• Attempting to purchase 

• Intending or attempting to sell/distribute 

• Selling or distributing 

• Possession of drug paraphernalia. 
 

 

Additionally, students who know they are in the company of any individual using or selling illicit drugs or 

alcohol and who do not remove themselves from that situation also may be subject to discipline. As 

explained further within this Handbook, students and individuals who violate this policy will be subject to 

disciplinary action up to and including expulsion. 

 
The Collaborative recognizes that close cooperation between school authorities, parents and law enforcement 

officials is essential if the problem of drug and alcohol abuse is to be addressed adequately. Education and 

prevention must remain the first priority and the Collaborative will maintain its efforts to provide meaningful 

programs of drug and alcohol education in whatever way the Collaborative deems appropriate. But where 

prevention fails, the Collaborative will fully cooperate with local law enforcement officials to address 

violations of the law and this policy, including without limitation a situation whereby a student or individual 

is found under the influence, in possession of or selling a controlled substance. 
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In addition to, or as part of, the disciplinary response to such abuses, prevention and intervention 

services will be offered to Collaborative students and families to support the Collaborative's goal 

of a safe and drug free environment. 
 
 

In a case where a student self-discloses or seeks help regarding an alcohol or other drug use 

problem, which is not in current violation of Collaborative policy, no disciplinary action will be 

taken. However, because the use of alcohol and/or drugs by students at any time creates potential 

problems, a range of supportive services will be offered based on the best interest of the student 

and Collaborative community. The student support program is designed to provide a wide range 

of services for students dealing with alcohol and other drug-related problems. A multi-disciplinary 

student support team -- made up of the student's Team, including his/her principal, parent, 

classroom teacher, clinical and support services staff, or any other persons determined appropriate 

by the Collaborative or invited by the parent (or any combination thereof) -- may carry out the 

appropriate activities of the program at each school. 
 
 
 
 

 

Verbal Screening Tools 
 

 

In keeping with the expressed goal of the Collaborative to have all school activities remain free 

and safe from alcohol and drug use, and in compliance with Massachusetts General Laws Chapter 

71, Sections 96 and 97, the Collaborative shall utilize a verbal screening tool to screen students 

for substance abuse disorders.  Screenings shall occur annually at two different grade levels.  The 

Collaborative shall use the CRAFFT Screening Tool, which consists of a series of questions 

developed to screen adolescent students for high risk alcohol and other drug use disorders 

simultaneously.  Any statement, response or disclosure made by a student during the screening 

shall be considered confidential information and shall not be disclosed by a person receiving the 

statement, response or disclosure to any other person without the prior written consent of the 

student or parent, except in cases of immediate medical emergency or where disclosure is 

otherwise required by law. Screening results shall be reported to the Massachusetts Department 

of Public Health, but no record, statement, response or disclosure shall be made in any form, 

(written, electronic or otherwise), that includes information identifying an individual student.  A 

student or parent may opt out of the screening by written notification to the Collaborative at any 

time prior to or during the screening. 
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STUDENT POLICIES 
 

Student Records 
 

The Family Educational Rights and Privacy Act 
The Family Educational Rights and Privacy Act and M.G.L. c. 71, § 34H  provide rights relative to 
student educational records. This Student Record Policy includes the rights of parents/guardians (or 

students) to: 

 
1) Inspect and review his/her child’s educational records. 

2) Make copies of these records. 

3) Receive a list of the individuals having access to those records. 

4) Ask for an explanation of any item in the records. 

5) Ask for an amendment to any report on the grounds it is inaccurate, misleading, or violates 
the child’s rights. 

6) Request a hearing on the issue if the program refuses to make the amendment. 
 

 

Notification 
The Collaborative Student Record Policy is distributed to students and their parents through this 
Handbook. The Commonwealth of Massachusetts regulation (603 CMR 23.00) regarding student 

records is available for review at all Collaborative programs. 
 

 

Privacy and Security of Student Records 
In accordance with federal and state requirements, the Collaborative protects the confidentiality of 
any personally identifiable information that it collects, uses or maintains. The Collaborative 

maintains and provides access to student records in accordance with federal and state requirements. 

 
The Collaborative has designated a trained keeper of the records, who is responsible for the 

privacy and security of all student records.  The keeper of records ensures that student records are 

kept physically secure, that authorized school personnel are informed of the provision of federal 

and state law pertaining to student records and the Student Records Policies of the Collaborative, 

and are educated as to the importance of information privacy and confidentiality; and that any 

computerized systems are electronically secure. 

 
Application of Rights 
603 CMR 23.00 ensures parents’ and students’ rights of confidentiality, inspection, amendment, 
and destruction of student records. These rights, set forth in 603 CMR 23.00, apply to the student 

under the following circumstances: 

 
1. Upon reaching 14 years of age or upon entering the ninth grade, whichever comes first. If a 

student is under the age of 14 and has not yet entered the ninth grade, these rights shall 

belong to the student’s parent. 

 
2. If a student is from 14 through 17 years of age or has entered the ninth grade, both the 

student and his/her parents, or either acting alone, shall exercise these rights. 

 
3. If a student is 18 years of age or older, he/she shall exercise these rights, subject to the 
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following: 

• The parent may continue to exercise the rights until expressly limited by such 

student. 

• The student may limit the rights which extend to his/her parent (except the right to 

inspect the student record) by making a request in writing to the principal or his/her 

designee or the Executive Director who will honor the request and retain a copy of 

it in the student record. 

• The parent of a student may inspect the student record regardless of the student’s 

age. 

 
4. The staff of the program and the parents may extend these rights to students under the age 

of 14 or to students who have not yet entered the ninth grade. 

 
Student Record 
The student record will consist of and be defined by the following: 

 
1. The transcript, which contains administrative records that constitute the minimum data 

necessary to reflect the student’s educational progress and to operate the educational 

system.  This data shall be limited to: 

• Student name, address, and phone number 

• Date of birth 

• Parent name, address, and phone number 

• Course titles 

• Grades (or equivalent when grades are not applicable) 

• Course credit 

• Grade level completed 

• Year completed 

 
2. The temporary record, which consists of all the information in the student record which is 

not contained in the transcript and which is clearly of importance to the educational 

process. Such information may include: standardized test results, class rank (when 

applicable), extracurricular activities, IEPs, and evaluations of teachers, counselors, and 

other school staff. 

 
3. The student record, which consists of both the transcript and the temporary record, 

including all information recorded and computer tapes, microfilm, microfiche, or any other 

materials and is to be labeled with the student’s name, at a minimum. 

 
Personal Files of Collaborative Employees 
Student records do not include notes, memory aids and other similar information that is maintained 
in the personal files of a program employee. This information is not accessible or revealed to 

authorized school personnel or any third party, but may be shared with the student, parent or a 

temporary substitute of the maker of the record. If the personal files of an employee are released 

to authorized school personnel, it will then become part of the student record. 
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Collection of Data 
Collection of student record data will be handled by the following procedures: 

 
1. All information and data contained in or added to the student record shall only pertain to 

the educational needs of the student. 

 
2. Information and data that is added to the temporary record will include: 

• Name, signature, and position of the person who is the source of the information. 

• The date of entry into the record. 

 
3. Standardized group test results that are added to the temporary record only need to include: 

• Name of the test and/or publisher 

• Date of testing. 

 
Access to Student Records 

1. Access of Authorized School Personnel - The following school personnel are authorized to 

access student records: 

• School administrators 

• Teachers 

• Counselors 

• Direct service personnel 

• Administrative office staff 

• Clerical personnel 

• Evaluation team which evaluates a student 

 
2. Authorized school personnel are permitted access to the student records of the students to 

whom they are providing services in order to perform their official duties. The consent of 

the eligible student or the parent is not necessary. 

 
3. The Log of Access – A log of access is to be kept as part of each student’s record. If parts 

of the student record are separately located, a separate log will be kept with each part. The 

log is to indicate all persons who have obtained access to the student record stating: 

• The name, position and signature of the person releasing the information 

• The name, position and, if a third party, the affiliation if any, of the person who is to 

receive the information 

• The date of access 

• The parts of the record to which the access was obtained 

• Purpose of access 

 
4. Unless student record information is to be deleted or released, this log requirement shall not 

apply to: 

Authorized school personnel who inspect the student record 

• Administrative office staff and clerical personnel who add information to or need to 

obtain access to the student record 

• School nurses who inspect the student health record 
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5. Access of Eligible Students and Parents – The eligible student or parent shall have access 

to the student record. Access is to be granted within two (2) consecutive days of the initial 

request, unless the requesting party agrees to a delay. Upon the request for access, the 

entire student record regardless of location of its parts will be made available. 
 

 

• Upon request, copies of any information contained in the student r eco r d will be 

provided to the eligible student or the parent. 

• Any student, regardless of age, may request and will receive a copy of his/her 

transcript. 

• The eligible student or the parent may request to meet with qualified school 

personnel to have any of the contents of the student record interpreted. 

• The eligible student or the parent may grant a third party access to the student 

record with written authorization. 

 
6. Access of Third Parties – No third party shall have access to information in or from a 

student record without the specific, informed written consent of the eligible student or the 

parent. When granting consent, the eligible student and parent must designate which parts 

of the student record shall be released to the third party. The eligible student or parent will 

retain a copy of the consent, and the original will be placed in the temporary record. 

Access to the student record is only to be granted to a third party if they consent not to 

share the information with any other third party without the written consent of the eligible 

student or parent. The following exceptions apply: 

 
• Upon  receipt of a court order or lawfully issued subpoena the  program  shall 

comply, but will make every effort to notify the eligible student or parent of the 

order or subpoena in advance of compliance. 

• Upon receipt of request from the Department of Children and Families, a probation 

officer, a justice of any court, or the Department of Children and Families 

• Federal, state and location education officials, and their authorized agents shall be 

permitted access to student records in connection with the audit, evaluation or 

enforcement of federal and state education laws, or programs. When the collection 

of personally identifiable information is specifically authorized  by law,  the data 

collected is to be protected so that p art i es other than these officials cannot 

identify the students and their parents. Personally identifiable data obtained must 

be destroyed when no longer needed for this purpose. 

• The Collaborative staff may disclose information regarding a student to appropriate 

parties in connection with a health or safety emergency if knowledge of the 

information is necessary to protect the health or safety of the student or other 

individuals, which may include the local police department and the Department of 

Children and Families. 

• Upon notification by law enforcement authorities of a missing child, either current 

or former, a mark shall be placed in the student record. The school shall report any 

request concerning the student records of the missing child to the appropriate law 

enforcement authorities. 

• Authorized school personnel of a school that a student seeks or intends to attend 

may have access. 

• School health and local and state health department personnel may have access to 
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student health records when access is required for the performance of their official 

duties. 

 
7. Access Procedures for Non-Custodial Parents - a non-custodial parent may have access to 

the student record in accordance with the following provisions. (A non-custodial parent is 

defined as any parent who by court order does not have physical custody of the student.) 

• A non-custodial parent is eligible to obtain access to the student record unless: 

i. The parent has been denied legal custody based on a threat to the safety of 

the student or to the custodial parent, or 

ii. The parent has been denied visitation or has been ordered to supervised 

visitation, or 

iii. The parent's access to the student or to the custodial parent has been 

restricted by a temporary or permanent protective order, unless the 

protective order (or any subsequent order modifying the protective order) 

specifically allows access to the information contained in the student record. 

• In order to obtain access, the non-custodial parent must submit a written request for 

the student record to the principal or his/her designee annually. The initial request 

must include the following: 

i. A certified copy of the court order or judgment relative to the custody of the 

student that either indicates that the requesting parent is eligible to receive 

access or a certified copy of a court order specifically ordering that the  

student records be made available to the non-custodial parent, and 

ii. An affidavit from the non-custodial parent that said court order or judgment 

remains in effect and that there is no temporary or permanent order restricting 

access to the custodial parent or any child in the custodial parent's custody. 

• The non-custodial parent must submit  a  written  request  for  access  each  year 

stating that said parent continues to be entitled to unsupervised visitation with the 
student and is eligible to obtain access. 

• Upon receipt of the request (initial and annual) the school must immediately notify 
the custodial parent by certified and first class mail, in English and the primary 

language of the custodial parent, that it will provide the non-custodial parent with 

access after 21 days, unless the custodial parent provides the principal or his/her 

designee or the Executive Director with documentation that non-custodial parent 

is not eligible to obtain access. 

• The school must delete the address and telephone number of the student and 

custodial parent from student records provided to non-custodial parents. In 

addition, such records must be marked to indicate that they shall not be used to 

enroll the student in another school. 

• Upon receipt of a court order, which prohibits the distribution of  information 

(M.G.L. c. 71, § 34H), the school shall notify the non-custodial parent that it shall 
cease to provide access to the student record to the non-custodial parent. 

 
Amending Student Records 

1. The eligible student or parent has the right to add information, comments, data or any other 
relevant written material to the student record. 

 
2. The eligible student or parent shall have right to request in writing deletion or amendment 

of any information contained in the student record, except for information inserted into the 
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student record by the Evaluation Team. This request may be accepted after the acceptance 

of an IEP. If the IEP is rejected, the request may be accepted following the completion of 

the special education appeal process. 

 
3. Any deletion or amendment of the student record will be done in accordance with the 

following: 

• If in the opinion of the eligible student or parent, adding information to the student 

record is not sufficient to explain, clarify or correct objectionable material, they 

have the right to present their objection in writing and to request in writing to have 

a conference with the principal or his/her designee to make their objections known. 

• Within one week of receipt of the objection or following the conference, the 

principal or his/her designee will render his/her decision in writing, stating the 

reasons for the decision. If the decision is in favor of the eligible student or parent, 

the principal or his/her designee will promptly put the decision into effect. 

 
5. In the event that the eligible student or parent should disagree with any part of the decision 

made by the principal or his/her designee, they may appeal the decision and/or request a 

meeting in writing with the Executive Director. The Executive Director must respond in 

writing within two weeks of receipt of the appeal and will promptly see that his decision  

is put into effect. 

 
6. If the eligible student or parent is still unsatisfied with the decision, it is recommended that 

they then contact the Director of Special Education of their sending district and express 

their concerns in writing. 

 
Destruction of Student Records 
Destruction of student records will be handled as follows: 

 
During the time a student is enrolled in a program of the Collaborative, the principal or his/her 

designee of that program shall periodically review and destroy misleading, outdated, or irrelevant 

information contained in the temporary record provided that the eligible student, his/her parent, 

and sending district are notified in writing and are given opportunity to receive the information or 

a copy of it prior to its’ destruction.  A copy of the notice shall be placed in the temporary record. 

 
Student Records for Students No Longer Enrolled 
The principal or his/her designee will forward the Student Records of all students upon graduation or 
termination of enrollment to the appropriate LEA. 

 
RIGHTS AND RESPONSIBILITIES OF STUDENTS AND PARENTS 

 

Rights of Students 
It is impossible to list all students' rights.  The following is a non-exhaustive list of student rights 
which shall not be construed to deny or limit other rights retained by students, in their capacity as 

members of a school, or as citizens. 

 
Students have the right to: 
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• Participate fully in classroom instruction and extracurricular activities regardless of race, 

color, age, disability, gender, religion, national origin, or sexual orientation. 

 
• A meaningful education that will be of value to them for the rest of their lives. 

 
• Maintenance of high educational standards and the development of maximum potential. 

 
• A meaningful curriculum and the right to voice their opinions in the development of such a 

curriculum. 

 
• Physical safety and protection of personal property. 

 
• Safe buildings, sanitary facilities, and available drinkable water. Students have the right to 

use school supplies and facilities and work in a clean, organized environment. 

 
• Receive respect from teachers and administrators, which would exclude their being subjected 

to cruel and unusual punishments, especially those which are demeaning or derogatory, or 

which diminish their self-esteem. 
 

 

• Consult with teachers, counselors, and administrators, and anyone else connected with their 

program if they so desire at appropriate times. 

 
• Express their opinions and feelings. 

 
• If high school student, freedom of expression provided that they do not cause any disruption 

or disorder within the school. Freedom of expression shall include without limitation, the 

rights and responsibilities of students, collectively and individually (a) to express their views 

through speech and symbols; (b) to write, publish and disseminate their views; and (c) to 

assemble peaceably on school property for the purpose of expressing their opinions. Any 

assembly planned by students during regularly scheduled school hours shall be held only at a 

time and place approved in advance by the Program Manager/Director or his/her designee. 

No expression made by the students in the exercise of these rights shall be an expression of 

school policy and no school officials shall be held responsible for any civil or criminal action 

for any expression made or published by the students. 

 
• If high school students, personal dress and appearance as long as they do not violate 

reasonable standards of health, safety and cleanliness or disrupt the learning environment of 

others. 

• The protections provided by state and federal special education concerning disciplinary 

actions resulting from manifestations of disabilities. 

• Present petitions, complaints, or grievances to appropriate school authorities regarding 

disciplinary and other school-related issues except where this Handbook provides for formal 

right of appeal. 

• Personal privacy, including the right to determine their own appearance and select their own 

style of hair and clothing, subject to reasonable rules necessary for health and safety. 
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• Not to be suspended, expelled, or otherwise disciplined or discriminated against on account 

of marriage, pregnancy, and parenthood or for conduct, which is not connected with any 

school-sponsored activities. 

• Pregnant students will be permitted to continue in school in all instances when continued 

attendance has the sanction of the expectant mother's physician.  The physician's approval 

must be on file at the school.  The student and the physician, in cooperation with the school 

staff, will develop an appropriate educational plan if it is agreed she should no longer attend 

school regularly. 
 

 

Responsibilities of Students 
Responsibilities are not a substitute for rules which are included in the Code of Conduct as described 

below in this Handbook.  However, while it is not possible to list all student responsibilities, students 

who consistently behave in accordance with the following list of broad responsibilities will be in 

compliance with the rules of the Code of Conduct. 

 
Students have the responsibility to: 

• Respect the rights of all persons involved in the educational process. 

• Respect the authority of school staff. 

• Respect the diversity of staff and students in the Collaborative with regard to race, color, 

ethnicity, national origin, religion, sex, marriage, pregnancy, parenthood, sexual orientation, 

primary language, handicap, special needs, age, and economic class. 

• Contribute to the maintenance of a safe and positive educational environment. 

• Apply their abilities and interests to the improvement of their education. 

• Exercise the highest degree of self-discipline in observing and adhering to rules and 

regulations. 

• Recognize that responsibility is inherent in the exercise of every right. 

 
Responsibilities of Parents 
Parents have the responsibility to: 

• Share the responsibility for the behavior of their child in school, at school-sponsored 

activities, and on the way to and from school. 

• Prepare the child to assume responsibility for attending school, and for his or her own 

behavior. 

• Foster in the child positive attitudes toward himself or herself, others, school, and the 

community. 

• Communicate with school personnel about the child. 

• Attend individual or group conferences. 

• Recognize that the school staff has the right to enforce the policies, rules, and regulations of 

the Collaborative. 

• Behave in a civil and non-disruptive manner when visiting the school. 

• Assure that their child brings to school only those things that are appropriate in a school 

setting. 
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STUDENT CODE OF CONDUCT 
 

Nondiscrimination, Civil Rights, and Due Process 
 

In accordance with M.G.L. c. 76, s. 5, the Collaborative is committed to maintaining an educational 

environment where bigotry and intolerance, including discrimination on the basis of race, color, 

national origin, sex, sexual orientation, gender, gender identity, religious beliefs, disability, or age 

have no place; and where any form of coercion or harassment that insults the dignity of others and 

creates an intimidating, threatening, or abusive educational environment is unacceptable.  The 

Collaborative will not tolerate discrimination or the infringement of another’s civil rights.  This 

policy shall apply to conduct that occurs on Collaborative or school grounds, at school or 

Collaborative related activities, or traveling to or from school Collaborative related activities. 

 
Prohibited Conduct 
Conduct prohibited under this policy includes, but is not limited to: 

 
1) Bias Motivated Conduct: Any act, including conduct or speech, directed at or which 

occurs to a person or property because of actual or perceived race, color, national origin, 

ethnicity, religion, sex, gender identify, sexual orientation, disability, or age. 

 
2) Discrimination: The unequal treatment of others based on race, color, national origin, 

ethnicity, religion, sex, sexual orientation, disability, or age. 

 
3) Harassment: Unwelcome, verbal, written or physical conduct targeting specific person(s), 

which is sufficiently severe, persistent, or pervasive to create an intimidating, hostile, 

humiliating, or offensive school environment, or substantially interfere with the progress of 

a student’s education. 

 
4) Sexual Harassment: Physical or verbal conduct of a sexual nature, not limited to but 

including sexual advances, which foster a hostile educational environment for the victim, 

sexual assault, and rape. 

 
5) Hate Crimes: Criminal acts to which recognized types of bias motives are an evident 

contributing factor. Criminal bias-motivated conduct entails, at a minimum, threats. 

Criminal conduct includes acts putting someone in fear of immediate physical harm 

(assaults), and actual physical violence (assault and battery), and grows most serious if a 

victim suffers any bodily injury. Repeated threatening or menacing actions like following 

someone can amount to the crime of stalking. 

 
6) Hostile Environment: Subjecting another student to threats, intimidation, or coercion that 

is/are sufficiently severe, persistent, or pervasive so as to interfere with or limit a student’s 

ability to participate in or benefit from the Collaborative’s programs or activities or place 

the student in reasonable fear for his or her safety. Whether a school environment has 

become hostile must be evaluated based on the totality of the circumstances. A hostile 
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environment does not necessarily entail that a student exhibits quantifiable harm, such as a 

drop in grades. 

 
7) Stalking: Intentional conduct involving two or more acts directed at a specific person, 

which would cause an average person substantial distress, where the perpetrator has made 

threats causing the targeted person fear of death or injury. 

 
8) Retaliation: Retaliating in any way against another student for complaining of conduct 

prohibited under this policy. 

 
9) Bull ying:  See Collaborative Bullying Prevention Plan contained in this Handbook. 

 

10) Hazing:  Conduct or any method of initiation into any student organization (official or 

unofficial), whether on public or private property, which willfully or recklessly endangers 

the physical or mental health of any student or person.  Hazing is a crime in Massachusetts. 

See the anti-hazing section of this Handbook for more information. 

 
Commitment to Prevention and Investigation 
The Collaborative is committed to the prevention and accurate reporting of all incidents of civil 
rights violations such that all students and staff can enjoy a safe, non-threatening educational and 

working environment. Program administrators will thoroughly investigate all instances of 

violation and take disciplinary appropriate disciplinary action in accordance with this 

Handbook, as well as report such instances to law enforcement agencies where appropriate. 

Collaborative staff must intervene in all civil rights violations and instances of harassment 

whenever witnessed, reported or suspected. The Executive Director and the applicable principal 

will be notified immediately whenever civil rights violations are in question, and Collaborative staff 

will move quickly in preventing a recurrence of any civil rights violation or incidence of 

harassment. 

 
Procedures for Responding to and Investigating Incidents 

• All instances of civil rights violations, witnessed or suspected, must be reported to the 

applicable principal or the Executive Director. 

• Any student coming forward to report a civil rights violation he or she has experienced will 

be directed to the applicable principal or the Executive Director, following any emergency 

needs being attended to. 

• Consideration will be given to whether any immediate or interim steps are necessary to 

ensure the safety of and avert retaliation of the complainant 

• The investigation must determine whether a civil rights violation has in fact occurred. 

• The investigation must include preservation and gathering of evidence from the scene of an 

incident.  For example, bias-related notes will be copied. 

• The investigation will include interviewing victims and witnesses as soon as possible, as well 

as others who may have relevant knowledge. 

• The investigation may include other methods and documents deemed relevant and useful. 

• All interviews and evidence should be carefully evaluated for the presence of bias indicators 

that would characterize the matter as a civil rights violation. 

• The investigation will conclude with a finding as to whether a civil rights violation has or has 

not occurred. 
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Consequences for Civil Rights Violations 
1. Non-disciplinary corrective actions: Some violations can be addressed with steps that do 

not necessitate disciplinary action. These steps  usually lay within the discretion of the 

principal or his/her designee. Such instances may warrant counseling, diversity awareness 

training, separating offender and victim, parent conferences, and/or special school 

assignments. 

2. Disciplinary Action: Disciplinary actions will be taken toward the goal of eliminating the 

offending conduct, preventing recurrence, and reestablishing a school environment 

conducive for the victim to learn. Violations of civil rights of students or staff may result 

in sanctions including suspension, emergency termination of enrollment, and expulsion for 

students and suspension, depending on the severity of the infraction. 

3. Failure to Act by Administrators or Staff – All staff have a duty to act to stop witnessed civil 

rights violations, as safely as can be done, and report such instances to program 
administrators.  Failure to do so may result in disciplinary action. 

 
Commitment to Non-Retaliation 
The Collaborative will deal seriously with any and all threats or acts of retaliation for the good faith 
filing of a complaint.  Such action will result in disciplinary proceedings.  Staff will monitor 

situations to ensure that no threats or acts of reprisal are made. Program administrators may use non- 

disciplinary procedures to prevent retaliation from occurring. 

 
Referral to Law Enforcement Authorities 
The Executive Director or designee has the responsibility of notifying the local police when they 
have reason to believe that a hate crime has been or is to be committed. This is mandatory for all 

hate crimes violations. 
 

Documentation Requirements 

• Record keeping –Records of all civil rights violations and hate crimes reported are 

maintained.  Records will be compiled by school year. Record keeping will include 

particulars of the incident, response actions taken, results of the investigation and 

intervention. 

• Monitoring and tracking to identify patterns – Records should be maintained and monitored 

to detect patterns in violations, repeat offenders, and locations for problems. Actions will be 

taken once patterns have been revealed. 

 
Dissemination of Information and Training 

• This policy will be available to staff, students and parents. 

• Staff will receive training relevant to this policy annually during staff orientation. 

• Students and parents will receive this policy annually and at time of admission to a 
Collaborative program. 

• This policy will be reviewed annually for compliance with state and federal law. 

 
Section 504 of the Rehabilitation Act 
Section 504 of the Rehabilitation Act of 1973 prohibits discrimination against persons with a 
disability in any program receiving federal financial assistance, which includes the programs of the 
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Collaborative. Principals or their designees will serve as the 504 Coordinator for all students 

entering the program under a 504 Plan. 

 
Student Rules 

 

1) Attendance and Tardiness: Collaborative students are expected to attend school on all days 

and on time.   The student or their parent(s) are expected to let staff know prior to 8:00 
A.M. if a student is ill, will not be attending school that day, or will be tardy. If a student is 
absent or tardy and no phone call is made, a call will be made to the student’s home. 

Unexcused absences and excessive tardiness are unacceptable. 

 
2) Appropriate Language: Collaborative students are prohibited from swearing, making rude 

comments or inappropriate noises, or using inappropriate voice levels. 

 
3) Appropriate Dress:  Students are expected to wear appropriate clothes for school or work. 

If they are working in an office or an outdoor maintenance setting, clothes should be 

chosen accordingly. 

 
4) Borrowing of Mone y: Students are not permitted to borrow money from other students, 

purchase items for other students or sell items to other students. 

 
5) Transportation: Individual sending districts are responsible for transportation of students 

to/from school/home each day. Students are not permitted to drive to school. If a student 

has a specific reason why he/she should be able to drive to school they may petition the 

Collaborative program. The Collaborative would then make a decision and notify the 

principal as well as the Special Education Director of the student’s sending district to 

obtain their permission. Students cannot be driven to school or picked up from school 

without staff and parental permission. Parents need to complete a transportation 

permission slip for students to be driven to or picked up from Collaborative 

programming. Students will only be permitted to be transported by those people the parent 

has indicated are appropriate (See Release of Students to Adults Other than Parents). If 

any of these people become disruptive to the school environment the Collaborative has the 

authority to not allow that person on school grounds. Students are not permitted to ride 

home on any bus or van except the one to which they have been assigned. Students are not 

permitted to drive to school or be picked up from school without permission from the 

Collaborative. 

 
6) Appropriate Conduct: Students are expected to behave in an appropriate manner exhibiting 

respect for themselves and others at all times while in school or participating in 

Collaborative programs or activities, including off-site and Collaborative related activities 

such as field trips. 
 

 

7) Leaving the School Building: Students are not permitted to leave the school building, work 

site, or vehicle without permission from the staff. The staff is responsible for  each 

student’s welfare, and expects students to treat the staff with respect and let them know 

where each student is at all times. 

 
8) Portable Music Players/Electronics Games: Students are not permitted to use any of these 
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devices during the school day. If they are brought in for use on the bus, they need to 

remain in the locker area at all times. 
 

9) Cellular Telephones: Students are only permitted to use cellular phones before and after 

school hours outside of school buildings, or at evening or weekend activities inside school 

buildings. The use of cell phones for any purpose is not permitted at any other time on 

school grounds. Cell phones must not be visible during the school day and must be turned 

off (not simply on silent or vibrate mode). 

 
10) Personal Propert y: The Collaborative strongly encourages that students do not bring 

valuable items to school. If the personal property of a student causes disruption while at 

school, the Collaborative may take the property away from the student. The Collaborative 

will make every effort to return all personal property to the student or parent. However, the 

Collaborative is not responsible for lost or stolen property, or compensating students or 

parents for value of such property. 

 
11) Drugs or Alcohol:  No drugs or alcohol are permitted in school or on school 

grounds, and students are not permitted to come to school under the influence of 

substances. The possession, use, manufacture, distribution, sale, or possession with 

intent to sell, or dispensation of alcohol, marijuana, illegal drugs, or other illegal or 

controlled substances of any kind is strictly prohibited. 
 

 

12) Smoking and Tobacco:  In accordance with M.G.L. c. 71, § 2A, it is unlawful for any 

student enrolled in a public primary or secondary school in the Commonwealth to use 

tobacco products of any kind, including but not limited to cigarettes, cigars, pipes, and 

smokeless tobacco. The use of any tobacco products is prohibited within the 

Collaborative school buildings, the school facilities, on the school grounds, or on school 

buses by any individual, including school personnel. 
 

 

13) Theft and Vandalism: Students are prohibited from stealing, vandalizing, or destroying 

the property of others, including property belonging to the Collaborative or its staff, 

faculty, students, parents, volunteers, and visitors. School pride is enhanced by a well 

maintained and clean building. The Collaborative hopes that all students will share in this 

belief. Students involved in theft, vandalism, graffiti, destruction of property, or arson 

will be required to reimburse the school for the materials and labor necessary to fix any 

damage they cause, and will be subject to appropriate disciplinary action, up to and 

including suspension, emergency termination of enrollment, or expulsion 

 
14) Weapons: The Collaborative strictly prohibits the possession of all weapons in school, on 

school grounds, school buses, or at any school functions. All knives, handguns, rifles, 

shotguns, other fire arms, explosives, incendiary devices, and other weapons are 

forbidden. If a student is found to be in possession of such an object for which there is 

clearly no known educational use, the weapon will be confiscated it and the student’s 

parents will be notified, and if necessary, the police will also be contacted. 
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The Federal Gun-Free School Act of 1994 (GFSA) is Section 14601 of the Improving 

America's Schools Act, and deals with disciplining special education students in 

compliance with the IDEA in cases where the student is found in possession of a firearm. 

The GFSA permits the Collaborative to place a special education student found in 

possession of a firearm in an interim alternative educational setting as determined by the 

evaluation team for up to 45 days.  The student shall remain in the interim alternative 

setting pending any special education manifestation determination or special education 

hearing initiated by the parent, unless the parent and the Collaborative agrees otherwise. 
 

 

15) Violence and Threats of Violence: All violence and threats of violence (including physical 

fighting, assault, battery, kidnapping, threat of robbery, robbery using force, homicide, 

other drug-related or crime-related violence, and all acts that endanger or cause bodily 

harm to others) are strictly prohibited at school, the Collaborative, or Collaborative related 

activities. All threats of violence or physical attack will be taken seriously by the 

Collaborative. 

 
16) Destruction of Propert y: Students are prohibited from the destruction of Collaborative 

property or the property of others. 

 
17) Student Lockers:  Some Collaborative students will be provided with lockers to store 

school supplies and personal belongings.  It is important for students and parents to 

understand that lockers remain the property of the Collaborative or school in which they 

are located.  Collaborative and school staff have the right to search lockers and any 

personal items inside lockers where reasonable cause to do so exists. 

 
18) Care of Books and Other Materials: The Collaborative supplies students with the textbooks 

and other educational materials they need for school, free of charge. Textbooks and library 

books are owned by the Collaborative.  If a student damages or loses a book or other school 

property, the student or parent may have to pay for a replacement. Families should be  

aware that many textbooks are very expensive. 

 
19) Rules   of   Public   Schools   with   Co-located   Collaborative   Programs: Students in 

Collaborative programs co-located within public schools are also subject to the rules of 

those public schools. 
 
 

DISCIPLINARY ACTION  

 

All students have the responsibility to comply with the rules and policies set forth in this 

Handbook and to refrain from engaging in negative or disruptive behavior, or violating the rights 

of others. Any failure to comply with the rules or policies contained in this Handbook may 

result in disciplinary action, up to and including suspension, emergency termination, and/or 

expulsion. Disciplinary proceedings will be conducted on an individual basis. Disciplinary action 

will depend on and be commensurate with the circumstances, nature, and severity of a student’s 

infraction. Where possible and appropriate, the Collaborative will include all parties involved or 

affected by the negative or disruptive behavior in the disciplinary decision making process. In 

preparing students for the adult world, it is important that they learn and understand the effect that 
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their behavior has on others and the consequences of their actions, to the extent that they are able. 

 
In the event that a student repeatedly disrupts others, it will be necessary for the parents and school 

system to be notified. A meeting will be called, if determined necessary. If a student leaves the 

school premises, the parents and school system will be notified. The local police will also be 

notified. 

 
No student shall be subjected to abuse or neglect, cruel, unusual, severe or corporal punishment, 

including the following practices: 
 
 

• Any type of physical hitting or pain inflicted in any manner upon the body; 
 

• Requiring or forcing the student to take an uncomfortable position such as squatting or 

bending or requiring or forcing the student to repeat physical movements when used as 

punishment; 
 

• Punishments which subject the student to verbal abuse, ridicule or humiliation; 
 

• Denial of visitation or communication privileges with family; 
 

• Denial of sufficient sleep; 
 

• Denial of shelter, bedding, food or bathroom facilities. 
 

Felony Complaint or Conviction of Student; Suspension; Right to Appeal 

 

Upon the issuance of a criminal complaint charging a student with a felony or upon the issuance of 

a felony delinquency complaint upon a student, the principal or his/her designee may suspend such 

student for a period of time determined appropriate by said principal or his/her designee if said 

principal or his/her designee determines that the student’s continued presence in school would 

have a substantial detrimental effect on the general welfare of the school. The student shall receive 

written notification of the charges and the reason for such suspension prior to such suspension 

taking effect. The student shall also receive written notification of this right to appeal and the 

process for appealing such suspension; provided, however, that such suspension shall remain in 

effect prior to any appeal hearing conducted by the Executive Director. 

 
The student shall receive written notification of the charges and the reason for such suspension 

prior to such suspension taking effect. The student will also receive written notification of this 

right to appear and the process for appealing such suspension; provided, however, that such 

suspension shall remain in effect prior to any appeal hearing conducted by the Executive Director. 

 
The student shall notify the Executive Director in writing of his request for an appeal no later than 

five (5) calendar days following the effective date of the suspension. The Executive Director shall 

hold a hearing with the student and the student’s parent(s) within three (3) calendar days of the 

student’s request for an appeal. At the hearing, the student shall have a right to present oral and 

written testimony on his/her behalf, and shall have the right to counsel. The Executive Director 

shall have the authority to overturn or alter the decision of the principal or his/her designee. The 

Executive Director shall render decision on the appeal within five (5) calendar days of the hearing. 
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Such decision shall be the final decision of the Collaborative with regard to the suspension. 

 
Upon a student being convicted of a felony or upon an adjudication or admission in court of guilt 

with respect to such a felony or felony delinquency, the Executive Director may determine that the 

student’s continued presence in school would have a substantial detrimental effect on the general 

welfare of the Collaborative program. In that instance the Executive Director may move for an 

Emergency Termination. 

 
Suspension 

 

The Collaborative’s policy is to try every available means to manage a student’s behavior in school. 

Suspension is viewed as a serious matter that is implemented only when the student does not respond 

to interventions that have been specifically designed to address the situation. A student may be 

suspended because of a continuing pattern or escalation of aggression towards staff and/or students, 

violations of the Student Code of Conduct, or any other unsafe behavior.  While some students have 

occasional aggressive behavior, it is only when this behavior constitutes a continual ongoing threat to 

the safety of the student, staff and/or other students that a suspension would occur. 

 
The decision to suspend a student is made by the Principal. Ordinarily, a suspension would not occur 

without the parent/guardian having been previously informed of the current difficulty with behavior 

support. At the time of suspension or shortly thereafter, the Principal, together with staff and parents 

make a plan for re-entry of the student. 
 

 

Suspension shall be defined as any action, which results in the removal of a student from the 

program prescribed in his/her IEP. The term includes in-school suspension, as well as any exclusion 

from  transportation  services,  which  prohibits  the  student’s  participation  in  his/her prescribed 

program. (Sending a student home “early” is considered a suspension if the student’s IEP does not 

allow for a modification of the learning hours.) 

 
The Collaborative will immediately notify the parents and sending school or human service agency 

responsible for the placement when a student is suspended. Within 24 hours, the school sends a 

written statement explaining the reasons for the suspension to the parents and sending school 

district.  No student is sent home until a responsible adult is available to receive the student. Students 

are responsible for making up missed work while on suspension and Collaborative staff will assist in 

providing instruction and materials as necessary. 
 

 

3 to 5 Day Suspension 
If a student has been suspended for three (3) consecutive school days or five (5) non-consecutive 
school days in a school year, the program convenes a meeting with the Team to explore possible 

program modifications within the program in an attempt to prevent total suspension of the student. 

Student suspensions are recorded; the number and duration are tracked, including suspensions from 

any part of the student’s IEP.  Suspension from transportation is included in the tracking. 

 
Suspensions exceeding 10 days (consecutive or cumulative in one year) 
The Collaborative provides the following safeguards for students with disabilities prior to any 
suspension beyond 10 consecutive days or more than 10 cumulative days (if there is a pattern of 

suspension) in any school year. 
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1. A suspension of longer than 10 consecutive days or a series of suspensions that are shorter 

than 10 consecutive days but constitute a pattern are considered to represent a change in 

placement. 

2. When a suspension constitutes a change in placement of a student with disabilities, the 

Collaborative, sending district personnel, the parent(s), and other relevant members of the 

Team, as determined by the Collaborative, parent(s) and the sending district, convene within 

10 days of the decision to suspend to review all relevant information in the student’s file, 

including the IEP, any teacher observations, and any relevant information from the parents, to 

determine whether the behavior was caused by or had a direct and substantial relationship to 

the disability or was the direct result of the failure to implement the IEP—“a manifestation 

determination.” 

3. If the Collaborative, the sending district, the parent(s), and other relevant members of the 

Team determine that the behavior is not a manifestation of the disability, then the suspension 

or expulsion may go forward consistent with Collaborative policies and procedures. The 

sending district, however must offer the student: 

a. services to enable the student, although in another setting, to continue to 

participate in general education curriculum and to progress toward IEP goals; and 

b. as appropriate, a functional behavior assessment and behavioral intervention 

services and modifications, to address the behavior so that it does not recur. 

4. If the Collaborative, the sending district, the parent(s), and other relevant members of the 

Team determine that the behavior is a manifestation of the disability, then the Team 

completes a functional behavioral assessment and behavioral intervention plan if it has not 

already done so.  If a behavioral intervention plan is already in place, the Team reviews it and 

modifies it, as necessary, to address the behavior.  Except when he or she has been placed in 

an interim alternative educational setting, the student returns to the original placement unless 

the Collaborative, parent(s) and sending district agree otherwise or the hearing officer orders 

a new placement. 

5. No later than the date of the decision to take disciplinary action, the parent(s) is notified of 

that decision and provided with written notice of procedural safeguards. Any party may 

requests a hearing because it believes that maintaining the student’s current placement is 

substantially likely to result in injury to the student or others, the student remains in the 

disciplinary placement, if any, until the decision of the hearing officer or the end of the time 

period for the disciplinary action, whichever comes first, unless the parent and the school 

district agree otherwise. 

 
School Wide Education Plan 

 

To insure that our students do not regress when suspended professional tutoring is provided 

by Education Inc. or Valley Collaborative Staff. 
 

 

INTERNET USE POLICY 
 

Students should read this  policy and complete the Student Internet Use Agreement and 

Parental Permission Form (Appendix I).  The permission form is required for internet use. 

 
Introduction 
Valley Collaborative's aims to provide students with accessible, up-to-date and reliable 
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information to support them in their studies and educational experience. This goal requires the 

Collaborative to provide access to the vast information resources on the Internet to help students in 

their studies and to be well informed. The Internet is an educational tool for the Collaborative. 

Users must understand that this access is for educational purposes and not for non- educational 

activities. Students will be utilizing the Internet, but WILL NOT have access to email or instant 

messaging. 
 

 
 

Internet Use 
The Collaborative provides students with Internet access in most classrooms and some locations 
have computer labs. All students may have access to the Internet. Students who wish this access 

must read and sign the “Student Internet/Email Usage Policy” form. 

 
Authorized Use 
The Collaborative’s Internet connection is intended primarily for educational use. That means we 
expect students to use Internet access primarily for education-related purposes, i.e. to research 

relevant topics and to obtain useful information. The following are specific provisions regarding 

authorized use of the Collaborative's Internet connection: 

• Users may use the Collaborative’s Internet services for personal improvement provided 

that such use is consistent with staff and educational conduct. 

• Internet use should be restricted to sites and materials such as news or information 

that might be considered reasonable if read as a text publication in a classroom or 

library 

environment. 

 
Unauthorized Use 
Users shall not use the Collaborative’s Internet services to view, download, save, receive, or send 
material related to the following: 

• Offensive content of any kind, including pornographic material. 

• Propagating a virus, worm, Trojan horse, or trap-door program code. 

• Disabling or overload any computer system or network. 

• Circumventing any system intended to protect the privacy or security of another user. 

• Promoting discrimination on the basis of race, religion, ethnicity, disability, gender, 

sexual orientation race, age, or marital status. 

• Visiting web sites that promote threatening or violent behavior. 

• Using the Internet for illegal activities including the illegal downloading of music, 

movies, or other copyrighted materials. 

• Distributing commercial messages. 

• Gambling web sites. 

• Hosting of ‘game servers’ for online or network gaming. 

 
The above list of prohibited actions is by way of an example only and is not intended to be 

exhaustive. 

 
Privacy and Monitoring 
The Collaborative has software and systems in place to monitor and record all Internet usage. The 
Collaborative’s security systems are capable of recording each Web site, email, and instant 
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message into and out of its internal networks. The Collaborative reserves the right to do so at any 

time. No student should have any expectation of privacy as to his or her Internet usage. The 

Collaborative’s technicians will periodically review Internet activity and contact staff of improper 

use to ensure that the Collaborative Internet resources are devoted to maintaining the highest levels 

of access and integrity. The Collaborative reserve the right to inspect any and all files stored in 

private areas of its network in order to assure compliance with this policy. 

 
Accidental/Unintended Violations 

 
The Collaborative does utilize software designed to identify inappropriate or sexually explicit 

Internet sites. The Collaborative blocks access from within its networks to all such sites. If a 

student accidentally connects to a site that contains sexually explicit or offensive material, they 

must disconnect from that site immediately, regardless of whether that site had been previously 

deemed acceptable by any screening or rating program. A user who accidentally accesses a 

prohibited site is encouraged to report the incident to staff without the threat of consequences. 

 
Consequences 
Students who are not responsible and who do not follow the Collaborative’s policies on the use of 
the Internet and email may face one or all of the following penalties. Remember, the use of the 

Internet and various technologies offered by the Collaborative is a privilege, not a right. 

 
Students grades K-5 

• Parent Notification 
• District Notification 
• Possible Parent Conference or Team Meeting 
• Loss of Internet access 

 
Students grades 6-12+ 

• Parent Notification 
• District Notification 

• Possible Parent Conference or Team Meeting 
• Loss of Internet access 
• Possible Suspension from school 

• Civil and Criminal Penalties when appropriate 

 
POLICIES RELATIVE TO CONDUCT OF TEACHERS OR STUDENTS 

 

The superintendent of every school district shall publish the district’s policies pertaining to the 

conduct of teachers and students. Said policies shall prohibit the use of any tobacco products within 

the school buildings, the school facilities or on the school grounds or on school buses by any 

individual, including school personnel. Said policies shall further restrict operators of school buses 

and personal motor vehicles, including students, faculty, staff and visitors, from idling such vehicles 

on school grounds, consistent with section 16B of chapter 90 and regulations adopted pursuant 

thereto and by the department. Copies of these policies shall be provided to any person upon request 

and without cost by the principal of every school within the district. 

 
Each school district’s policies pertaining to the conduct of students shall include the following: 

disciplinary proceedings, including procedures assuring due process; standards and procedures for 
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suspension and expulsion of students; procedures pertaining to discipline of students with special 

needs; standards and procedures to assure school building security and safety of students and school 

personnel; and the disciplinary measures to be taken in cases involving the possession or use of illegal 

substances or weapons, the use of force, vandalism, or violation of a student’s civil rights. Codes of 

discipline, as well as procedures used to develop such codes shall be filed with the Department of 

Elementary and Secondary Education for informational purposes only. 

 
In each school building containing the grades nine (9) to twelve (12), inclusive, the principal, in 

consultation with the school council, shall prepare and distribute to each student a copy of this 

Handbook setting forth the rules pertaining to the conduct of students. The Board of Directors shall 

review this Handbook each year to consider changes in disciplinary policy to take effect in September 

of the following school year, but may consider policy changes at any time. The annual review shall 

cover all areas of student conduct, including but not limited to those outlined in this section. 

 
Notwithstanding any general or special law to the contrary, all student handbooks shall contain the 

following provisions: 

 
(b) Any student who is found on school premises or at school-sponsored or school-related events, 

including athletic games, in possession of a dangerous weapon, including, but not limited to, a gun or 

a knife; or a controlled substance as defined in M.G.L. c. 94C, including, but not limited to, 

marijuana, cocaine, and heroin, may be subject to expulsion from the school or school district by the 

principal. 

 
(c) Any student who assaults a principal, assistant principal, teacher, teacher’s aide or other 

educational staff on school premises or at school-sponsored or school-related events, including 

athletic games, may be subject to expulsion from the school or school district by the principal. 

 
(d) Any student who is charged with a violation of either paragraph (a) or (b) shall be notified in 

writing of an opportunity for a hearing; provided, however, that the student may have representation, 

along with the opportunity to present evidence and witnesses at said hearing before the principal. 

 
After said hearing, a principal may, in his/her discretion, decide to suspend rather than expel a student 

who has been determined by the principal to have violated either paragraph (a) or (b). 

 
(e) Any student who has been expelled from a school district pursuant to these provisions shall have 

the right to appeal to the superintendent. The expelled student shall have ten days from the date of the 

expulsion in which to notify the superintendent of his appeal. The student has the right to counsel at a 

hearing before the superintendent. The subject matter of the appeal shall not be limited solely to a 

factual determination of whether the student has violated any provisions of this section. 
 
(f) When a student is expelled under the provisions of this section, no school or school district 

within the commonwealth shall be required to admit such student or to provide educational services to 

said student. If said student does apply for admission to another school or school district, the 

superintendent of the school district to which the application is made may request and shall receive 

from the superintendent of the school expelling said student a written statement of the reasons for said 

expulsion. 
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STAFF POLICIES 
 

STAFF ORIENTATION; ANNUAL TRAINING; AND PROFESSIONAL DEVELOPMENT 
 

Orientation 
Staff orientation is the responsibility of Collaborative principals. Staff orientation is mandatory for 
all full and part-time staff, for interns and for volunteers. 

 
Annual Training 
All staff, including new employees, interns and volunteers, must participate in annual in-service 
training on average at least two hours per month. The following topics are required in-service 

training topics and must be provided annually to all staff: 

• Reporting abuse and neglect of students to the Department of Children and Families and/or 

the Disabled Persons Protection Commission; 

• Disciplinary and behavior support Procedures used by the program, such as positive 

reinforcement, point/level systems, token economies, time-out procedures and suspensions 

and terminations; as well as Restraint Procedures including de-escalation methods used by the 

program; 

• Runaway policy; 

• Emergency procedures including Evacuation Drills and Emergency Drills; and 

• Civil rights responsibilities (discrimination and harassment). 
 
 

The following additional topics are required in-service training topics and must be provided annually 

to all teaching staff: 

• How the learning standards of the Massachusetts Curriculum Frameworks are incorporated 

into the program’s instruction; 

• Procedures for inclusion of all students in MCAS testing and/or alternate assessments; and 

• Student record policies and confidentiality issues. 
 
 

The following additional topics are required in-service training topics and must be provided annually 

to appropriate staff based on their job responsibilities: 

• CPR training and certification; 

• Medication administration (including, but not limited to, administration of antipsychotic 

medications and discussions of medications students are currently taking and their possible 

side effects); 

• Transportation safety (for staff with transportation-related job responsibilities); and  

Student record policies and confidentiality issues (for staff who oversee, maintain or access 

student records). 

 
Professional Development 
The Collaborative considers the needs of all staff in developing training opportunities for 
professional and paraprofessional staff and provides a variety of offerings.  To this end, the 

Collaborative ensures that all staff, including both special education and general education staff, are 

trained on state and federal special education requirements and related local special education 
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policies and procedures; 

 
The Collaborative provides in-service training for all locally hired and contracted transportation 

providers, before they begin transporting any special education student receiving special 

transportation, on his or her needs and appropriate methods of meeting those needs; for any such 

student it also provides written information on the nature of any needs or problems that may cause 

difficulties, along with information on appropriate emergency measures. Transportation providers 

include drivers of general and special education vehicles and any attendants or aides identified by a 

Team for either type of vehicle. 

 
STAFF CODE OF CONDUCT 

 

The Collaborative considers professionalism to be of utmost importance. We expect our staff’s 

conduct to be professional and ethical at all times.  The following behaviors are expected of all staff. 

• Behave in a professional manner at all times while on school premises or at a function at 

which the staff is a representative of the Collaborative. 

• Follow all policies and procedures, manuals, and handbooks as outlined. 

• Conduct day-to-day activities in a safe, responsible manner, and avoid situations that may 

endanger the safety of others. 

• Maintain the security of confidential information.  Unauthorized disclosure of confidential 

information is forbidden. 

• No smoking or other use of tobacco products and no illegal or unauthorized drugs or alcohol 

at any Collaborative program, field trip or function. 

• Provide accurate and non-judgmental information on all school records and reports. 

• Regularly report to work on time, and give notification of any absences in a prompt and 

responsible manner in accordance with Collaborative policies and procedures. 

• Complete assignments accurately and in a timely manner. 

• Utilize only Collaborative-sanctioned modes of communication with students and follow all 

applicable laws, regulations, and Collaborative policies. This includes complying with the 

social media policy in the Employee Handbook. 
 

 
 
 
 
 

[End of Handbook] 
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Valley Collaborative 

Observation Request Form 

Appendix A 

 

With this form you should have received a copy of the Collaborative’s “School Visitor 

Procedures” and “Observation Policy”. Please review those documents carefully before 

completing this form and again before arriving for your pre-arranged visit. Please thoroughly and 

carefully complete this form in order to help the Collaborative best arrange for a visit that will 

meet your needs as well as cause minimum disruption to the students and staff. This form must be 

completed and returned to the main office of the building you wish to visit at least five (5) days 

prior to the date of any requested visit. 

 
Name of student or program to be observed:    

 

Please briefly describe the purpose of your observation:    
 
 
 
 
 
 
 
 

Please identify which setting(s) you would like to observe: 

 
  Integrated Classes (please specify if you wish to see a specific class or subject area): 

 

 
 
 

Therapy Sessions (please specify if you wish to see a specific type of therapy): 
 
 
 
 

Special Education Classes (please specify if you wish to see a specific class or 

subject area): 

As stated in the Collaborative’s “Observation Policy,” due to the distraction inherent in the 

presence of any outside observer, observations shall be limited to two (2) consecutive 

classes/periods/therapy sessions or for a maximum of two (2) hours, at the discretion of the 

principal of his/her designee depending on the nature of the individual program being visited. 

Given that limitation, please rank, in order of importance, the components of the program you wish 

to observe: 



 

 

Observation Request Form Continued 
 
If you have particular questions about the program or there is general information that you would 

find helpful, please describe such information below so that we can have it prepared for you in 

advance of your visit.  For example, you might be seeking information such as student/teacher 

ratios, a student’s schedule, class size, text used, etc. 
 
 
 
 
 
 
 
 
 

Please list, in order of preference, several available dates on which you would like to observe.  If 

your availability is limited to certain hours on any of these days, please note that as well: 
 

 
 
 
 
 
 
 

If you are an individual authorized by the parent or legal guardian (i.e., an evaluator), please attach 

written documentation showing your status as an evaluator. 
 

 
 

After this form has been submitted to the main office of the building in which the observation is 

sought, a designee of the principal will call you to schedule the visit and will send you written 

confirmation. 

 
Thank you in advance for your cooperation with the attached policies and procedures. 

 

 
 

Name of observer:    
 

Organization or affiliation: 

 
Signature:  Date:    

 
 
 
 

Approved: Disapproved: 
 
 
 
 

 
Signature: Signature:    



 

 

 

 

Bullying Report Form 

Appendix B 

 

A. Reporter info: 
 
1. Name of Reporter/Person making complaint:    

 

2. Reporter info: 

□ Target of behavior ☐Staff Member ☐Parent ☐Other(specify):    
 

B. Information about incident: 
 
1.Name of the Target:    

 

2. Name of the Aggressor:     
 

3. Date of the incident:    
 

4. Witnesses: 
 

1)   Student☐ Staff ☐Other☐   
 

2)   Student☐ Staff ☐Other☐   
 

5. Location of incident: Time of incident:    
 

Type of incident:    
 

Verbal/Written Aggression: name calling, 

teasing, threats, note writing, written threats, 

etc. 

Racial or Ethnic Harassment: comments, 

jokes, name calling of this nature 

 

Social Aggression: spreading rumors, 

excluding from the group, embarrassing 

someone on purpose, ganging up on someone 

Physical Aggression: hitting, tripping, kicking, 

pulling a chair out from someone, purposely 

destroying someone’s property, taking someone 

else’s belongings 
 

Intimidation: threatening or intimidating 

someone into a particular action, gesture 

directed toward an individual, actions that 

create a hostile environment for the victim 
 

 

Sexual Harassment: comments, jokes or 
actions of a sexual nature 

Cyber Bullying: includes bullying through the 

use of technology, all social networking sites, 

any electronic communication, images, data, the 

creation of a web page or blog knowingly 

impersonating an individual 



 

 

Bullying Report Form Continued 
 

 
 
 

Description of incident: 



 

 

Appendix C 

Authorization for Student Participation in the Experiential Physical Education Program 

Dear Parent(s)/Guardian(s): 
 
Participants in the Valley Collaborative Experiential Physical Education Program will engage in 

physical activities at school and on field trips locally, out-of-town, and out-of-state. Such 

activities include, but are not limited to, archery, canoeing, cross-country skiing, downhill skiing, 

snowboarding, snowshoeing, fishing, geocaching, hiking, physical fitness training, rappelling, 

rock climbing, ropes courses, whitewater rafting, and other similar activities. Participation in 

the EPE Program also will include travel and transportation in connection with such activities 

and field trips. You and/or your child must complete the forms contained in this packet in order 

for your child to participate in the EPE Program. 
 

Instructions for Parent(s)/Legal Guardian(s), and Student, if 18 Years or Older 

Complete and submit to the Collaborative the following forms contained in this packet: 

• Authorization  for Student  Participation  in the Experiential Physical 
Education Program 

• Authorization, Assumption of Risk, Release, and Indemnity Agreement 
• Release from Liability and Indemnity Agreement 

• Extracurricular Activity/Field Trip Permission Form 

• Photograph Permission Form 

• Audiotape, Photograph, Videotape & Website Agreement Form 
 

 
 
 
 
 

Student Name: Date of Birth:    
 

 

Parent(s)/Legal Guardian(s) Name(s): 
 

 
 
 
 
 
 

If 18 years of age or older, is the student the legal guardian of him/herself?  Yes No 

(If no, please provide the Collaborative with a copy of guardian paper work). 



 

 

Appendix D 
 

EPE Program Authorization, Assumption of Risk, Release, and Indemnity Agreement 

I understand that, in connection with my/my child’s participation in the Valley Collaborative (the 

“Collaborative”) Experiential Physical Education Program (the “EPE Program”) during the school year, 

I/my child will engage in physical activities at school and on field trips locally, out-of-town, and out-of- 

state. I understand that such activities include, but are not limited to, archery, canoeing, cross-country skiing, 

downhill skiing, snowboarding, snowshoeing, fishing, geocaching, hiking, physical fitness training, rappelling, 

rock climbing, ropes courses, whitewater rafting, and other similar activities. I understand that my/my child’s 

participation in the EPE Program also will include travel and transportation in connection with such activities 

and field trips. I authorize myself/my child to voluntarily participate in the EPE Program and in consideration 

for being permitted to do so agree as set forth herein. 

 
I understand that my/my child’s voluntary participation in the EPE Program includes the risk of injury that may 

range in severity from minor to disabling to even death. I assume full responsibility for any risk of personal 

injuries or death to myself/my child or others or property damages arising from my/my child’s participation in 

the EPE Program. I agree to forever RELEASE, HOLD HARMLESS, AND INDEMNIFY the Collaborative, 

its member school districts, and its current and former directors, members, employees, volunteers, and agents 

(the “Releasees”) from all claims, liabilities, losses, damages, causes of action, and/or expenses, including 

attorney’s fees that have arisen or may arise in the future in connection with my/my child’s participation in the 

EPE Program, including for personal injuries or death to myself/my child, personal injuries or death to others, 

and property damage arising from my/my child’s participation in the EPE Program. I further understand that 

my/my child’s participation in the EPE Program will involve activities off of Collaborative property, and agree 

that the Releasees shall not have any responsibility for the condition and use of non-Collaborative property. 

 
I/my child agree(s) to abide by Collaborative Student and Family Handbook and Policies & Procedures 

Manual, codes of conduct, and disciplinary procedures, and to abide by all instructions and decisions made by 

teachers, staff, and those in authority while participating in the EPE Program. I agree that my/my child’s 

participation in the EPE Program may at any time be terminated for failure to follow these rules. 
 

If the student is 18 years of age or older and is his/her own legal guardian, the following statement must 

be read and signed by the student: 
 

I certify that I am at least 18 years of age, that I have read and that I understand the above Agreement, and that 

that I accept and will be bound by its terms and conditions. 
 

 
Student Signature Date 

 
If the student is less than 18 years of age, or otherwise is not his/her own legal guardian, the following 

statement must be read and signed by the student’s parent(s) or legal guardian(s). 
 

I certify that I am the parent and/or legal guardian of the student, that I have read and that I understand the 

above Agreement, and that I accept and will be bound by its terms and conditions on my own behalf and on 

behalf of the student. 

 
Parent(s)/Legal Guardian(s) Signature Date 



 

 

 

 
 

RELEASE FROM LIABILITY AND INDEMNITY AGREEMENT 

Appendix E 

 

I/We, the undersigned parent/guardian/legal representative of  _ (student 
name) do hereby consent to his/her participation in (activities and/or field trips) 
on (date(s)) and in consideration of his/her being permitted to so 
participate, I/we on behalf of myself, my heirs, my agents, my representatives, and on behalf of 
  (student name) do forever RELEASE, acquit, discharge, and covenant to hold 
harmless and indemnify, the Valley Collaborative, and its current and former directors, members, 

employees, servants, and agents, from any and all actions, rights of action, causes of action, 

charges, and/or claims, in any way related to and/or arising from, directly or indirectly, all known 

or unknown personal injuries or property damage or death, which I/we may now or hereafter  

have as the parent/guardian/legal representative of said minor, as well as any action, rights of 

action, causes of action, charges, and/or claims which said minor has or hereafter may acquire, 

either before or after he/she reaches the age of majority, resulting from, relating to, or in any way 

connected to, his/her participation in extracurricular activities and/or field trips run by, sponsored 

by or related to the Valley Collaborative. 
 
In addition, I/we, as parent(s)/guardian(s)/legal representative(s) of said minor, agree to 
indemnify the Valley Collaborative and its current and former directors, members, employees, 
servants, and agents, in the event that any action, charge, and/or claim, is brought against the 
foregoing, which is in any way related to and/or arising from, directly or indirectly, my 
son/daughter/student’s participation in extracurricular activities and/or field trips run by, 
sponsored by or related to the Valley Collaborative. 

 
I/we understand and acknowledge that all Valley Collaborative handbook(s), Codes of Conduct, 

and all school disciplinary procedures apply and are in effect during all extracurricular activities 

and/or field trips run by, sponsored by or related to the Valley Collaborative.  I/we also 

understand and acknowledge that my son/daughter/student’s participation in any extracurricular 

activities and/or field trips run by, sponsored by or related to the Valley Collaborative is 

expressly contingent upon his/her abiding by the rules and procedures established by the 

chaperones, sponsors, officials and/or employees of the extracurricular activities and/or field 

trips, and that he/she must obey the same.  I/we further understand and acknowledge that the 

possession and/or use of any and all forms of alcohol and other controlled substances under the 

laws of the Commonwealth of Massachusetts is strictly prohibited during extracurricular 

activities and/or field trips run by, sponsored by or related to the Valley Collaborative. 
 
I/we agree that Collaborative personnel are the sole guardians of (student’s 

name) while he/she is participating in extracurricular activities and/or field trips run by, 

sponsored by or related to the Valley Collaborative, and hereby authorize medical care and/or 

return travel to school property if they in their sole discretion deem it to be in (student’s 

name) best interest. 
 

 
 
 

Parent/Guardian/Representative Signature Date 

Student Signature Date 



 

 

Appendix F 
 

 
EXTRACURRICULAR ACTIVITY / FIELD TRIP PERMISSION FORM 

 
School Name:     

 

Today’s Date:     
 

I/we, as parent/guardian/legal representative, give permission for       

(student’s first and last name), to attend and participate in      

(activity/event) on (date) from     

(approximate departure time from school) until (approximate 

return time to school) for: 

 
Description of Activity/Event (Be Specific) Approval (Please Check One) 

YES NO 
 
 
 
 
 
 
 
 
 
 
 

1. Mode of transportation: 

2. Will leave from: 

3. Students will return to: about 

 
Collaborative Personnel/Teacher/Instructor in Charge: 

Students will be accompanied by an appropriate number of adults: teachers, aides, parents, 

school volunteers or school personnel. 

 
I understand that my son/daughter will be obliged to abide by the Student and Family Handbook 

and by the student code of conduct while participating in this extracurricular activity and/or field 

trip. 

 
In the event of serious illness or injury to my child/ward, I expressly consent to the 

administration of emergency medical care, if in the opinion of attending medical and/or school 

personnel, such action is advisable. 

 
Please check the appropriate response space: 

 
  My child DOES require medication during this authorized activity and/or field trip. 
  My child DOES NOT require medication during this authorized activity and/or field trip. 



 

 

If needed, I hereby authorize dispensation of medication by trained, non-medical school 

personnel in an emergency and/or life threatening situation as prescribed by my child’s primary 

provider. I further understand that such trained personnel must be present for the administration 

of medication during this activity and/or field trip. 
 
I have read the Permission Form and understand its terms.  I sign it voluntarily and with full 

knowledge of its significance. 
 
Parent’s/Guardian’s Signature(s)     

 

Date:     
 

Relationship to Minor    
 

Address 
 

 

State Zip Code    
 

 

Telephone                                                   (Home)     

Telephone                                                 (Mobile)     

Telephone (Work)    



 

 

Appendix G 
 

 

Dear Parent/Guardian : 
 

 

Please read over the following and make a decision as to whether you grant permission for 

Valley Collaborative to post, print, or release your child's image/photograph or student 

work. 

Examples of how your child's image/photograph or student work may be used: 

• Appear in a printed publication such as a class picture, newspaper, magazine, or yearbook 

• Submitted as sample to programs (examples:  sports programs or play programs) or as 

contest entries to sponsors 

• Utilized as a demonstration or sample in educational workshops, classrooms, and/or 

conferences 

• Appear on video/electronic image made during a student presentation of a project , or in 

broadcasts or video/electronic image, which may or may not be used by a local television 

station or school/county project 

• Other educational activity as Valley Collaborative deems necessary 
 

Your child's name or address WILL NOT be included with your child's 

image/photograph or student work when published on the Web. 
 
 

RELEASE AUTHORIZATION 
 

Your permission grants Valley Collaborative approval to publicize without prior 

notification and remains in effect until Valley Collaborative receives written notice 

that you would  like this  revoked. 
 

I/We _ DO give permission for 's image/photograph 

or school work to be used as described above. We are willing to release this into the public 

domain. 

 

I/We _ DO NOT give permission for 's image/photograph 

or school work to be used as described above. We are willing to release this into the public 

domain. 
 

 
Parent/Guardian  Name:   

 

Parent/GuardianSignature:   
 

Address:   
 

City, State, Zip Code:   
 

Phone Number:  Date:    



 

 

Appendix H 

 
Audiotape,Photograph,Videotape&WebsiteAgreement     Form 

 

Student Name: _ Date: _ 

 

We have found it to be very beneficial to use photos, audiotape, and videotape in our classrooms 

in order to: 

• Help student express themselves 

• Improve communication by using pictures to describe situations and sequence events 

• Facilitate understanding of routines, schedules, and  roles 

• Improve communication with parents by allowing them to view their child's performance 

at school 

• Enhance students self-image and self esteem 

• Heighten student understanding of group processes, sequencing of events, visual 

processing, and memory 

 

Permission to Publish Photos on Valley Collaborative website 

Photos of classroom activities, field trips, and school events enrich the school’s website 

(www.valleycollaborative.org).  Parent/Guardian consent is required to allow the faculty to publish 

photos containing students on the school website. To protect students’ identities, last names or 

other personal information of students will not be published on the website. Only faculty will be 

allowed to add photographs to the school website. For further information please refer to the 

Children's Online Privacy Protection Act of 1998 (www.ftc.gov/ogc/coppal.htm). 

 
Parent/Guardian Consent 

 
I am the parent or legal guardian of the above-named student and give consent as indicated below: 

 
 

Permission for Audiotape, Photographs, Videotape Yes.. 
No 

 
 

.. 
 

Permission to Publish Photos on theValley 
Collaborative Website 

Yes.. 
No 

http://www.valleycollaborative.org/
http://www.ftc.gov/ogc/coppal.htm)


 

 

Appendix I 
 

 

ValleyCollaborative 
Student Internet Use Agreement and Parental Permission Form 

 

As  a user of the  Internet  and  other technologies  offered  by Valley Collaborative, I have 

read, fully understand, and will comply with the Collaborative’s Acceptable Internet Use Policy. 
 

Student Signature:   
 

Date:   
 

 

As the parent or legal guardian of the above student, I give permission for him or her to use the 

Internet and other network technologies offered by the Collaborative. I understand the rules of the 

Acceptable Use Policy and also understand the consequences if said rules are not followed. I 

hereby release the Collaborative and its employees from any and all liability arising from my 

child's use, or inability to use, the Collaborative’s Internet and/or other networking systems. 
 
 

Parent’(s) Signature: Date:    
 

 
 
 
 

Name of Student: Date:    



 

 

 

 
VALLEY COLLABORATIVE 

Appendix J 

 

Parent/Student Acknowledgement of Receipt of 

Student and Family Handbook & Policies and Procedures Manual 
 
 
 

 
Student’s Name Age    

 

Parent’s Name(s)   
 

Parent’s Email(s)   
 

School/Program Grade    
 

 

By signing below, the parent and student acknowledge and agree as follows: 

 
1) We have received a copy of the Valley Collaborative Student and Family Handbook & 

Policies and Procedures Manual (the “Handbook”). 
 

2) We understand that the Handbook contains important information about the home-school 

partnership and rules and policies of the Collaborative with respect to the student’s 

education and participation in Collaborative programs. 
 

3) We have read and discussed the contents of the Handbook, and agree that the student’s 

participation in Collaborative programs is subject to the rules and policies contained in the 

Handbook 
 

4) We agree that we will work together with each other and with Collaborative staff to make 

sure that the student follows the rules and policies contained in the Handbook. 
 
 
 
 

Parent’s Signature(s) Date    
 

 

Student Signature Date    



 

 

Appendix K 
 

 

VALLEY COLLABORATIVE 
 

Parent Acknowledgement of Restraint Prevention and Behavior Support 
Policy and Procedures: 2016-2017 School Year 

 
 
 
 

Student’s Name    Age    
 

Parent’s Name(s)   
 

Parent’s Email(s)   
 

School/Program Grade    
 

 

1) We/I have received a copy of Valley Collaborative’s Restraint Prevention and Behavior 

Support Policy and Procedures (the Restraint Policy). 

 
2) We/I understand that the Restraint Policy has been developed and implemented as required by 

603 CMR 46.00, the Massachusetts regulation that regulates the use of physical restraint on 

students in Massachusetts public school districts, charter schools, virtual schools and 

collaborative education programs. 

 
3) We/I understand that the Restraint Policy contains important information about the 

Collaborative’s policies and practices with respect to physical restraints. 

 
4) We/I have read and understand that contents of the Restraint Policy and acknowledge that all 

student restraints are subject to the policy. 
 
 
 
 

Parent’s Signature(s)     
 

 
 
 

Date 



 

 

Valley Collaborative 
REPORTING FORM FOR INCIDENTS OF RESTRAINT 

CONFIDENTIAL 

 
Student Restrained:    

 

Restraint by:    
 

Witnessed by:    
 

Reported by:    
 

Place of Restraint:    
 

Date & Time Restraint Began:    
 

Date & Time Restraint Ended:    
 

Name of School Principal Who Received Report:    
 

Date & Time of Report:    

Description of activity in which restrained student and other students and staff were engaged 

immediately preceding the restraint 
 
 
 
 
 
 
 

Description of the behavior that prompted the restraint 
 
 
 
 
 
 
 

Description of the efforts made to de-escalate, including less intrusive restraint alternatives that were 

attempted. 
 
 
 
 
 
 
 

 

Justification for initiating the restraint 



 

 

Description of the administration of the restraint including the holds used and reasons such holds 

were necessary 
 
 
 
 
 
 
 

 

Description of the student's behavior and reactions during the restraint and how the restraint ended 
 
 
 
 
 
 
 
 
 

Were there any injuries to student(s) and/or staff during restraint? YES NO 
 

If so, identify who was injured and describe the injury and any medical care provided 
 
 
 
 
 
 
 
 
 

Nurse / Social Worker Assessment (if applicable) 
 

  _ 

  _ 

  _ 

  _ 
 
Reporter’s Signature:    

 

TITLE:    
 

Teacher’s Signature:     
 

Principal’s Signature:     



PARENT COMMENTS 

Parent(s) Name(s): 

If you have comments regarding this restraint, please provide them below and return a copy of this 

comment form to your child’s principal. 

_ 

_ 

_ 

_ 

_ 



Albanian

.   , , . ,  
. .  

.  ___________________.  
 .__________________ ________________________. 

French
L'information jointe est importante. Veuillez demander à un membre, à un ami, ou à un voisin de famille de le traduire pour toi. Si vous ne savez pas
n'importe qui qui peut le traduire , pour compléter svp l'information ci-dessous et pour la renvoyer au principal de l'école de votre enfant avec la
notification jointe. Quelqu'un qui parle votre langue vous appellera pour passer en revue l'information avec toi au-dessus du téléphone.
Veuillez m'appeler au sujet de cette notification. Je parle le ___________________. Mon téléphone de journée
le nombre est __________________. Mon nom est ________________________. 

Arabic

ÎóíáÕ ï»Õ»ÏáõÃÛáõÝÁ Ï³ñ»õáñ ¿£ ÊÝ¹ñ»ù ÙÇ Ñ³ñ³½³ïÇó, ÁÝÏ»ñÇó Ï³Ù 
Ñ³ñ»õ³ÝÇó áñ Ã³ñ·Ù³ÝÇ Ó»½ Ñ³Ù³ñ£ ºÃ» ã»ù ×³Ý³ãáõÙ áñ»õ¿ Ù»ÏÇÝ áñ Ï³ñáÕ ¿ 
Ã³ñ·Ù³Ý»É, ËÝ¹ñáõÙ »Ýù Éñ³óÝ»É Ý»ñù»õÇ ï»Õ»Ï³ÝùÁ »õ Ó»ñ »ñ»Ë³ÛÇ ¹åñáóÇ 
ïÝûñ»ÝÇÝ í»ñ³¹³ñÓÝ»É Ïóí³Í ³½¹ÇÝ Ñ»ï£ Ò»ñ É»½áõÝ ËáëáÕ Ù»ÏÁ Ï½³Ý·³Ñ³ñÇ 
Ó»½ª Ñ»é³Ëáëáí ùÝÝ³ñÏ»Éáõ ï»Õ»ÏáõÃÛáõÝÁ£ 

ÊÝ¹ñáõÙ »Ù ÇÝÓ ½³Ý·»ù ³Ûë ï»Õ»ÏáõÃÛ³Ý Ù³ëÇÝ£ ÊáëáõÙ »Ù ¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬£ 
ÆÙ ûñí³ Ñ»é³Ëáë³Ñ³Ù³ñÝ ¿ _¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬£ ÆÙ ³ÝáõÝÝ ¿ 
¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬¬£  

Armenian

Chinese

De informatie in bijlage is belangrijk. Gelieve te vragen een een een familielid, vriend, of buur om het voor u te vertalen. Als u iedereen niet kent wie
het kan vertalen, alstublieft de informatie hieronder invullen en het teruggeven aan het hoofd van de school van uw kind samen met het bericht in 
bijlage. Iemand wie uw taal spreekt zal u roepen om de informatie te herzien met u over de telefoon. 
Gelieve te roepen me over dit bericht. Ik spreek ___________________. Mijn dagtelefoon  
het aantal is __________________. Mijn naam is ________________________. 

Dutch

Finnish-Suomi
Oheiset tiedot ovat tärkeitä. Pyydä perheenjäsentä, ystävää tai naapuria kääntämään ne sinulle. Jos et tunne ketään, kuka voisi kääntää ne, täytä alla 
olevat tiedot ja palauta ne lapsesi koulun rehtorille oheisen ilmoituksen kanssa. Kieltäsi puhuva henkilö soittaa sinulle ja käy läpi tiedot puhelimessa
kanssasi.
Soita minulle tästä ilmoituksesta. Puhun________________________.
Puhelinnumeroni on päivällä ________________________. Nimeni on_____________________.

Farsi

APPENDIX L



L'information jointe est importante. Veuillez demander à un membre, à un ami, ou à un voisin de famille de le traduire pour toi. Si vous ne savez pas
n'importe qui qui peut le traduire , pour compléter svp l'information ci-dessous et pour la renvoyer au principal de l'école de votre enfant avec la
notification jointe. Quelqu'un qui parle votre langue vous appellera pour passer en revue l'information avec toi au-dessus du téléphone.
Veuillez m'appeler au sujet de cette notification. Je parle le ___________________. Mon téléphone de journée
le nombre est __________________. Mon nom est ________________________. 

French

Die angebrachten Informationen sind wichtig. Bitten Sie bitte ein Familie Mitglied, einen Freund oder einen Nachbar, es für Sie zu übersetzen. Wenn 
Sie nicht niemand wissen, das es übersetzen kann, die Informationen bitte unten auszufüllen und sie zur Direktion der Schule Ihres Kindes zusammen
mit der angebrachten Nachricht zurückzubringen. Jemand, das Ihre Sprache spricht, ruft Sie an, um die Informationen mit Ihnen über dem Telefon zu 
wiederholen.
Rufen Sie mich bitte über diese Nachricht an. Ich spreche ___________________. Mein Tagestelefon  
Zahl ist __________________. Mein Name ist ________________________. 

German

. , , 
.  , 

4 . 
.  

.  ___________________. 
 __________________. ________________________. 

Greek

Gujarati

Ransèyman ki atache-la-a enpòtan anpil.  Tanpri mande yon moun nan fanmi-ou, yon zanmi oswa yon vwazen tradwi-li pou ou.  Si ou pa konnen 
okenn moun ki ka tradwi pou ou, tanpri founi ransèyman nan espas-yo anba-a epi retounen papye-a nan biwo direktè lekòl pitit-ou avèk nòt ki atache 
avèk li-a.  Yon moun ki pale lang-ou va rele-ou pou ba-ou plis esplikasyon nan telefòn.   
Tanpri rele-m konsènen nòt-la . M pale  kreyòl ayisyen.  Nimewo telefòn-mwen lajounen se: ______________________________ Non-mwen se: 
_______________________________________________________ 

Haitian Creole

, , 

, 

Hindi

Le informazioni allegate sono importanti. Chieda prego ad un membro, ad un amico, o ad un vicino della famiglia di tradurrglielo per. Se non 
conoscete chiunque che possa tradurlo, per riempire prego le informazioni qui sotto e per restituirle al principale della scuola del vostro bambino con 
l'avviso fissato. Qualcuno che parli la vostra lingua li denominerà per rivedergli le informazioni con sopra il telefono.  
Denominilo prego circa questo avviso. Parlo il ___________________. Il mio telefono di giorno
il numero è __________________. Il mio nome è ________________________. 

Italian

Japanese

___________________
_________________________

________________________



.  , , 
.  

.  
. 

Korean

Laotian

Nepali

A informação unida é importante. Peça por favor que um membro, um amigo, ou um vizinho da família traduzam-no para você. Se você não souber
qualquer um que pode o traduzir , para preencher por favor abaixo a informação e para a retornar ao principal da escola da sua criança junto com a
observação unida. Alguém que fala sua língua chamá-lo-á para rever a informação com você sobre o telefone.
Chame-me por favor sobre esta observação. Eu falo o ___________________. Meu telefone do dia 
o número é __________________. Meu nome é ________________________. 

Portuguese

/
Pushto

Informatia anexata este importanta. Va rog sa rugati un membru de familie, prieten sau vecin sa v-o traduca. Daca nu cunoasteti pe nimeni care
sa o poata traduce, va rog completati informatia de mai jos si restituiti-o directorului scolii copilului dumneavoastra impreuna cu anuntul anexat.
Cineva care vorbeste limba dumneavoastra va telefona sa revizuiasca informatia cu dumneavoastra la telefon.

Va rog telefonati-mi despre acest anunt. Eu vorbesc_________________. Numarul meu de telefon din timpul zilei 
este_______________. Numele meu este_______________.  

Romanian

 .
 .

 .
.

 . .
 . .

.  
_____________________ .  
_________________________ .  _____________________ .  

. , , , . , 
, 

. -
.  

.  ___________________. 
 __________________. ________________________. 

Russian



La información unida es importante. Pida por favor que un miembro, un amigo, o un vecino de la familia lo traduzcan para usted. Si usted no sabe a
cualquier persona que pueda traducirlo , para completar por favor la información abajo y para volverla al principal de la escuela de su niño junto con 
el aviso unido. Alguien que habla su lengua le llamará para repasar la información con usted sobre el teléfono.  
Llámeme por favor sobre este aviso. Hablo el ___________________. Mi teléfono del día
el número es __________________. Mi nombre es ________________________. 

Spanish

Den fäste informationen är viktig. Behaga frågar en familjemedlem, en vän eller ett grann att översätta den för dig. Om du inte vet någon som kan 
översätta det, att behaga fyll in den nedanföra informationen, och återgångt skolar den till rektor  av ditt barn tillsammans med fäst märker. Någon,
som talar ditt språk, ska appell dig för att granska informationen med dig över ringa.  
Behaga appellen som jag märker härom. Jag talar ___________________. Min dag ringer
numrera är __________________. Mitt känt är ________________________. 

Swedish

 ,  ,

 __________________________________________
 __________________________________________

 ______________________________________________________________________________. 

Thai

 K  û  & K77 & û  //  // H  ¸/ ýý Ë  // 2û  ú  / 
    û  ;/7  //  u** μ// Ë  û  ;//    /KK 

  // û      ýý 2û   88 H  ¸/ ýý &   û  
  ý/KK    G / Ë 7  

* Iûý::  uý ù  /KK û   u**  I  2ûú   μμ    
É  GûËûμ

  Ë  Gû       ;// H  ¸/ ý ____________________
  û ýý Iûý:/±  ý 

  þ  I  û  KK  I77 / ___________________  Hû  /  
____________________ 

Urdu

Vietnamese




