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COMMUNITY RELATIONS                                                                                 1000 

 

COMMUNICATION WITH THE PUBLIC  1100 

 

PHILOSOPHY AND GOALS  1101 

 

 

 

Successful education is an on-going, ever-changing learning process involving students, families, 

faculty, administrators and School Committee members, working together to provide a culture of 

excellence, responsibility, safety, and respect.  This process fosters citizenship, social awareness, 

creativity, self-respect, and a desire to pursue further education.  

 

Tri-County Regional Vocational Technical High School offers students opportunities for training 

and skill development that lead to rewarding employment, and provide a well-rounded education 

that inspires life-long learning.  By developing students’ abilities through diverse curricula, 

including a wide range of instructional settings, Tri-County strives to bring students to their 

highest potential in the attainment of academic and vocational-technical excellence.    

 

Tri-County encourages students to engage in individual, group, and team activities by offering a 

variety of co-curricular and extra-curricular activities. In conjunction with the academic and 

vocational-technical curricula, these activities foster productive and responsible citizenship in 

today’s technical society.  To support this philosophy, Tri-County maintains the following goals: 

 

 To ensure that students possess the ability to access information, demonstrate 

interpersonal skills, and use resources and technology. 

 To promote literacy, critical-thinking, intellectual curiosity and life-long learning. 

 To develop citizens who demonstrate social responsibility, responsible decision-

making skills, a sound work ethic and a sense of community. 

 To prepare students for entry into the workforce and/or the pursuit of post-secondary 

education. 

 To encourage incoming students to explore various traditional and non-traditional 

areas. 

 To integrate learning between academic and vocational areas. 

 To provide a safe and cooperative learning environment for all students and staff. 

 To provide cooperative education programs, adult education and extra-curricular 

activities. 

 To promote parental involvement and communication. 

 To provide meaningful opportunities for professional and staff development. 

 To provide extensive student support services. 

 

 

 

 

 

 
Approved 1/16/2008 
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COMMUNICATIONS WITH THE PUBLIC  1100 

 

PUBLIC INFORMATION PROGRAM  1102 

 
 

It is the desire of the School Committee that the citizens of the communities be fully informed of 

its policies and actions regarding official matters.  It is the responsibility of the Superintendent to 

employ such means as may be at his/her disposal to inform citizens of the activities of the school.  

It is his/her responsibility to remain sensitive to the interests and aspirations of the communities 

and he/she may initiate efforts to assess these interests from time to time. 

 

The School Committee through the Superintendent will seek to keep the public informed as to 

the needs and activities of the school.  School personnel shall be encouraged to meet with 

organizations and groups in the communities to explain the school program and to seek 

community views and opinions. 



COMMUNITY RELATIONS  1000 

 

COMMUNICATIONS WITH THE PUBLIC  1100 

 

PUBLIC INFORMATION PROGRAM  1102 

 

 

MEDIA RELATIONS  1103 

 
The Committee invites and welcomes the active participation of newspapers, magazines, radio, 

television and other mass media of communication in promoting the cause of good education in 

our district. 

 

Suggestions and advice from representatives of such media as to how best to facilitate the flow 

of information to them by the Committee and personnel of the school system will be welcomed. 

 

Media coverage of programs dealing with the school should be presented in the public interest.  

School Committee policy prohibits the identification of the school with the promotion of any 

commercial or partisan political enterprise. 

 

The School Committee reserves the right to waive any part of this policy on an individual case 

basis for concerns of exceptional merit. 
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COMMUNICATIONS WITH THE PUBLIC  1100 

 

PUBLIC INFORMATION PROGRAM  1102 

 

 

NEWS RELEASES  1104 

 

The Superintendent/designee shall be the press liaison person for coordinating the release of 

information concerning the school district and actions of the School Committee, with the 

exception of athletic events releases, which shall be handled by the Athletic Director. 

 

The School Committee supports the use of all communications media for keeping the public 

continuously informed concerning the school, costs, curriculum changes, expansion, special 

events, and other items of public interest.   

 

 

 



 

COMMUNITY RELATIONS  1100 

 

COMMUNICATIONS WITH THE PUBLIC  1100 

 

TAPING AND VIDEO RECORDING OF MEETINGS  1105 

 

The taping and/or taking of videos must not interfere with the normal progress of any meeting 

and equipment used in such operations must be set up well in advance of the start of such 

meeting. 
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COMMUNICATIONS WITH THE PUBLIC  1100 

 

PUBLIC INFORMATION PROGRAM  1102 

 

ADVERTISING IN THE SCHOOLS  1106 

 

 

No advertising of commercial products or services shall be permitted in the school building or on 

school grounds or properties without prior approval of the Superintendent.  Publications of the 

school administration shall not contain any advertising without prior approval of the 

Superintendent and School Committee. 

 

This shall not be construed to prevent advertising in student publications which are published by 

student organizations, subject to administration controls, nor the use of commercially sponsored 

free teaching aids if the content is approved by the administration. 

 

Solicitation of sales or use of the name of the school system to promote any product shall not be 

permitted by the School Committee. 

 

The School Committee reserves the right to waive any part of this policy on an individual case 

basis for concerns of exceptional merit. 
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COMMUNICATIONS WITH THE PUBLIC  1100 

 

PUBLIC INFORMATION PROGRAM  1102 

 

EMERGENCY CLOSING/DELAYED  

OPENINGS/EARLY DISMISSALS  1107 

 

School Cancellations/Delayed Openings – If conditions require it, announcements of school 

closings or delayed opening will be made on area radio and TV stations as determined by the 

Superintendent.  The school department will endeavor to notify radio and TV stations by 6:00 

A.M. 

 

Early Dismissal – Announcements of school early dismissal will be made on radio/TV as 

determined by the Superintendent. 
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COMMUNICATIONS WITH THE PUBLIC  1100 

 

PUBLIC INFORMATION PROGRAM  1102 

 

COMMUNITY USE OF SCHOOL FACILITIES  1108 

 

 

The School Committee will allow the use of school facilities for school and community related 

activities.  In support of this principle, the Committee endorses and adopts the following policy 

governing the use of the school. 

 

Organizations which are affiliated with the Tri-County Regional Vocational Technical School 

District, such as student, parent-teacher, civic, educational, or non-profit organizations, may use 

the school’s facilities with prior approval of the Superintendent/Designee. 

 

All school related functions have priority over all other usages. 

 

All billings for charges will be made by the Business Office and made payable to the school 

district. 

 

Proper and sufficient traffic control, custodial and security personnel will be required by the 

School Committee and the expense of this will also be the responsibility of the organization 

requesting said facilities. 

 

Requisitions for use of school facilities must be obtained from the Superintendent’s Office and 

approved at least five days in advance of said activity.  Any and all organizations must complete 

an application form. 

 

Fees for use of school facilities will be established by the School Committee and periodically 

reviewed by the Committee.   



COMMUNITY RELATIONS  1000 

 

COMMUNICATION WITH THE PUBLIC  1100 

 

USE OF SCHOOL SERVICES  1109 

 

Statement of Guidance Principles 

 

It shall be the policy of the Tri-County School Committee to make available to the general public 

services as provided through the school’s instructional programs.  Access to Tri-County services 

will be made available only if such access assists in the instructional process. 

 

Charges shall be made for all materials used and payment must be made according to the 

arrangements made at the time that work was accepted.  Accounting practices shall be as 

designated by the Business Manager. 

 

 

Prevention of Misuse 

 

Services shall be available to:  Municipal Agencies, Charitable and Service Organizations, Non-

Profit Organization, and district residents and employees for personal use and not for profit. 

 

Out-of-District Agencies, Organizations, and individuals may be provided school services on a 

time available basis. 

 

Any and all work performed by students will provide the greatest variety of teaching and 

learning situations pertinent to the subject matter being covered at the time. 

 

 

Service Charge 

 

Each shop and lab shall:  Develop rules, regulations, policies and an appropriate service charge 

as approved by the Superintendent. 

 

Establish a senior citizen discount where appropriate. 

 

With the instructor’s permission, students in good standing will be allowed to purchase products 

that they have made for the cost of materials only. 

 

Allow VICA and DECA and other sanctioned student organizations to purchase products for cost 

of materials for resale for the purpose of financial support to those student activities. 

 

 

Approved 

May 11, 1983 
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COMMUNICATION WITH THE PUBLIC  1100 

 

CONTINUING EDUCATION/POST  

SECONDARY PROGRAMS  1110 

 

 

The registration and admission to the Continuing Education and Post Secondary programs will 

provide district residents with preference for registration and admission over non-district 

residents. 
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COMMUNICATION WITH THE PUBLIC  1100 

 

VISITORS TO THE SCHOOLS  1111 

 

 

All visitors to school must report to the main school office upon arrival for authorization and to 

obtain a visible visitor pass. 

 

Any unauthorized person on school property will be reported to the Superintendent/designee.  

The person will be asked to leave.  If the person refuses, the police may be called. 

 



COMMUNITY RELATIONS  1000 

 

COMMUNICATION WITH THE PUBLIC  1100 

 

PUBLIC PARTICIPATION IN SCHOOL COMMITTEE MEETINGS 1112 

 

 

School Committee meetings, except for executive sessions are open to the public.  Citizens of the 

district are invited to attend the meetings of the School Committee. 

 

A District resident wishing to have an issue addressed by the School Committee may do so 

through his/her appointed representative or through petition to the Chairman. 

 

Cases of discipline, school management, instruction or administration of any sort shall come 

before the School Committee only when reported by the Superintendent.   

 

No person shall address a public meeting of a board without leave of the presiding officer at such 

meeting, and all persons shall, at the request of such presiding officer, be silent.  If, after warning 

from the presiding officer, a person persists in disorderly behavior, said officer may order 

him/her to withdraw from the meeting, and, if he/she does not withdraw, may order a constable 

or any other person to remove him/her and confine him/her in some convenient place until the 

meeting is adjourned. 
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PUBLIC COMPLAINTS  1200 

 

POLICY PROCESS  1201 

 

 

Complaints and grievances shall be handled and resolved, whenever possible, as close to their 

origin as possible. 

 

Complaints made to Committee members about staff members or about operational matters shall 

be referred back through the proper administrative channels.  Exceptions are complaints that 

concern Committee actions or Committee operations only. 

 

The Committee advises the public that the proper channeling of complaints involving instruction, 

discipline, or learning materials is as follows: 

 

 1. Teacher 

 2. Dean of Students or Vocational/Academic Director 

 3. Principal 

 4. Superintendent 

 



COMMUNITY RELATIONS  1000 

 

PUBLIC COMPLAINTS  1200 

 

INSTRUCTIONAL MATERIALS  1202 

 

 

Parents or citizens of the community who wish to register a complaint about the school using a 

particular book, visual aid, other instructional material, or instructional topics should submit their 

complaint in writing to the Superintendent.  The Superintendent will provide the complainant 

with the necessary procedures/protocols. 
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GIFTS AND SOLICITATIONS  1300 

 

GIFTS TO THE SCHOOL  1301 

 

 

As provided by law, the School Committee is authorized to accept on behalf of the system grants 

or gifts for educational purposes from charitable foundations and private corporations and 

disburse the same for such purposes.  Such funds shall be administered in keeping with the 

provisions of the law.  The donor will determine the value of any non-monetary gift. 

 

All gifts of educational or other purposes must be approved by the School Committee. 

 



COMMUNITY RELATIONS  1000 

 

GIFTS AND SOLICITATIONS  1300 

 

DONATIONS  1301.1 

 

 

Donations of goods for educational purposes will be approved by the Superintendent/Designee.  

The donor will determine the value of any such donation. 

 

 



COMMUNITY RELATIONS  1000 

 

GIFTS AND SOLICITATIONS  1300 

 

GIFTS TO STUDENTS  1302 

 
The acceptance of trophies, prizes or awards from persons or organizations not connected with 

the school is not approved unless they conform to the policy of the School Committee and the 

corresponding administrative regulations providing for awards for distinguished success in any 

school activity. 

 



COMMUNITY RELATIONS  1000 

 

GIFTS AND SOLICITATIONS  1300 

 

SOLICITATION OF STUDENTS  1303 

 

The District Committee shall strive to safeguard its students and their parents from money 

raising plans of outside organizations, commercial enterprises, and individuals. 

 

This policy applies particularly to ticket sales and sales of articles or services except those 

directly sponsored or handled by school authorities. 

 

Outside organizations shall not be permitted to advertise events through the school or use the 

children to sell tickets except those jointly school-sponsored or school-approved parent-teacher 

activities. 

 

All information, advertising, tickets and other materials must carry the name of the sponsor. 

 

 



COMMUNITY RELATIONS  1000 

 

GIFTS AND SOLICITATIONS  1300 

 

SOLICITATION BY AND OF STAFF MEMBERS  1304 

 

 

No organization may solicit funds of staff members within the school, nor may flyers or other 

materials related to fund drives be distributed through the school without the approval of the 

Superintendent.  Nor shall staff members be made responsible, or assume responsibility for, the 

collection of any money or distribution of any fund drive literature within the school without 

such activity having the approval of the Superintendent. 

 

The Superintendent shall seek direction from the Committee in instances where prior practice 

has set no policy regarding a particular appeal. 
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RELATIONS WITH LOCAL AREA AND 

GOVERNMENTAL AGENCIES  1400 

 

POLICE DEPARTMENT/POLICE INTERROGATIONS  

AND INVESTIGATIONS  1401 

 

Emergency Assistance 

 

In emergency situations requiring police assistance at the school, the Franklin police, who have 

local jurisdiction, shall be summoned. 

 

School-Police Cooperation 

 

A working relationship between the school district and the respective police departments of the 

member towns shall be developed and maintained through the Superintendent/designee who 

shall coordinate all joint activities. 

 

Drugs on school property: If it is suspected that narcotics are being sold on school property, 

immediate action shall be taken by school administrators to work with police officials in the 

apprehension of the sellers and the confiscation of the drugs.  The approved school policy on 

Drug Abuse will take effect. 

 

Interrogations of students on matters unrelated to school:  When local police wish to question 

students with respect to actions unrelated to school activities, school property, or school time, the 

administration shall request the inquiring officer to conduct the interrogation at another time and 

in another place.  Parents shall be notified of inquiries made by the police concerning their 

children. 

 

Interrogations of students regarding suspected criminal activities at school:   

 

Note: The School Committee’s policy statements on the civil rights of minors and on 

interrogations and searches of students are intended to pertain to police interrogations and 

investigations as well.  See those categories for related policy statements.  Policy on student drug 

use is contained in Section 5000. 

 



COMMUNITY RELATIONS  1000 

 

RELATIONS WITH LOCAL AREA AND 

GOVERNMENTAL AGENCIES  1400 

 

COMMUNITY ORGANIZATIONS AND  

GOVERNMENT AGENCIES  1402 

 

The School Committee recognizes that many governmental agencies and community 

organizations, while primarily not concerned with education, play a definite role in education. 

 

Therefore, it shall be the desire of the committee to establish positive working relationships with 

all other public and private organizations which contribute to the education process and to the 

general welfare of the citizens of our communities 
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RELATIONS WITH LOCAL AREA AND 

GOVERNMENTAL AGENCIES  1400 

 

OTHER SCHOOLS AND SCHOOL DISTRICTS  1403 

 
 

The School Committee acting for and on behalf of the Tri-County Regional Vocational 

Technical School District, may enter into an agreement with one or more other School 

Committees to conduct jointly or for such other committee(s) model educational programs which 

permit such committees to supplement or strengthen regular school programs in ways 

unavailable to them separately, provided, that such agreement has been approved by the 

Commissioner of Education and authorized by vote of each committee. 

 

1. Such agreement shall designate one city, town, or regional school district which is party 

thereto as the operating agent.  Funds received by such operating agent from other cities, 

towns, or districts party to such agreement as reimbursement may be reserved for 

appropriation or credited to general revenue.  All funds appropriate by such operating 

agents for the purposes of such agreement, in addition to gifts and grants, shall be 

deposited with and held as a separate account by its treasurer; and payments from such 

account shall be made by said treasurer according to duly approved warrants, as provided 

by general or specific law. 

 

2. All bills and payrolls submitted for services rendered, or for equipment or supplies 

delivered, in connection with any such agreement shall be plainly marked to indicate that 

such services were rendered, or such equipment or payment on account or such services, 

equipment, or supplies shall be made at such intervals as such agreement provides. 

 

3. Such agreement may be terminated at the end of any fiscal year by written notice of 

termination given by any committee which has entered into such agreement to each other 

and such committee at least sixty days before the end of such year.  Such agreement shall 

provide for the disposition, upon termination thereof, of all the unencumbered funds and 

all equipment and supplies held pursuant thereto. 

 



RELATIONS WITH LOCAL AREA AND 

GOVERNMENTAL AGENCIES  1400 

 

RELATIONS WITH LOCAL AREA AND 

GOVERNMENTAL AGENCIES  1400 

 

SCHOOL ACCREDITATION AGENCIES  1404 

 

 

The system shall seek to maintain membership in the New England Association of Schools and 

Colleges for the Tri-County Regional Vocational Technical High School, and will support the 

high school staff in efforts to achieve and maintain accreditation by the association. 



ADMINISTRATION        2000 

 

SUPERINTENDENT OF SCHOOLS      2100 

 

EMPLOYMENT OF SUPERINTENDENT     2101 

 

 

The School Committee in accordance with state law shall appoint and employ a Superintendent 

of Schools, also known as Superintendent, and fix his/her compensation.  The Superintendent 

shall manage the system in a fashion consistent with state law and the policy determinations of 

the School Committee.   

 

The Superintendent’s compensation and benefits shall be delineated in the Employment  

Contract between the Superintendent and the School Committee. 

 



ADMINISTRATION       2000 

 

SUPERINTENDENT OF SCHOOLS     2101 

 

EVALUATION OF SUPERINTENDENT 2102 

 

 

At least once a year, prior to February 15, the Committee shall evaluate and assess in writing the 

Superintendent’s performance. The Superintendent shall have the right to make a written 

response to the evaluation. 



ADMINISTRATION        2000 

 

SCHOOL IMPROVEMENT PLAN      2200 

 

 

The Principal in concert with the School Council and in accordance with the Education Reform 

Act of 1993, shall annually develop Tri-County’s “School Improvement Plan” and submit such 

to the School Committee for their review. 

 



ADMINISTRATION        2000 

 

VACATION POLICY FOR ADMINISTRATORS    2300 

 

 

Vacation time for administrators shall not be cumulative. 

 

Approved September 24, 1980. 
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BUDGET          3100 

 

 

The budget, which is the school program in fiscal terms, shall reflect the Superintendent’s best 

judgment as to the most effective way to use resources in achieving progress toward the 

educational objectives of the district. 

 

Budget planning shall be an integral part of program planning so that the annual operating 

budget may effectively express and implement the programs and activities of the district.  The 

development of the annual budget shall be a process involving broad participation by 

administrators, supervisors, teachers, and other personnel. 

 

The Superintendent shall have overall responsibility for budget preparation, but its actual 

preparation shall be carried out by the Business Manager and other administrators determined by 

the Superintendent. 

 

The School Committee shall give careful consideration to budget requests and review allocations 

for fairness and for their consistency with educational priorities of the district before adopting the 

budget proposal. 
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BUDGET          3100 

 

FISCAL MANAGEMENT GOALS      3101 

 

 

The School Committee recognizes that money and money management comprise the 

foundational support of the whole school program.  The quantity and quality of learning 

programs are directly dependent on the effective, efficient management of allocated funds.  It 

follows that achievement of the purposes of Tri-County can best be achieved through excellent 

fiscal management. 

 

As a trustee of local, state and federal funds allocated for use in Tri-County, the School 

Committee will fulfill its responsibility to see that these funds are used wisely for achievement of 

the purposes to which they are allocated. 

 

In the fiscal management of the public schools, the committee seeks to achieve the following 

goals: 

 

 Establish levels of funding that will provide high quality education for the students. 

 

 Engage in thorough advance planning through the best budget procedures in order to 

develop budgets and to guide expenditures so as to achieve the greatest educational 

returns and the greatest contributions to the educational program in relation to dollars 

expended. 

 

 Use the best available techniques for budget development and management. 

 

 Provide timely and appropriate information to all staff with fiscal management 

responsibilities. 

 

 Establish efficient procedures for accounting reporting, business, purchasing and 

delivery, payroll, payment of vendors and contractors, and all other areas of fiscal 

management. 

 

 

 

 

 



FISCAL MANAGEMENT & NON-INSTRUCTIONAL OPERATIONS    3000 

 

BUDGET           3100 

 

INVESTMENT POLICY         3102 

 

SECTION I - The Investment of General Funds, Special Revenue Funds, and Capital Projects 

Funds 

 

A. Scope 

 

This section of the policy applies only to short term operating funds such as general funds, 

special revenue funds, enterprise funds and capital project funds.  Section II will deal with trust 

funds, bond proceeds, and any other funds with special circumstances such as stabilization funds.  

The Massachusetts Teachers Retirement System and State Retirement System are responsible for 

the investment of the pension funds. 

 

B. Objectives 

 

Massachusetts General Laws, Chapter 44, section 55B requires the municipal or district treasurer 

to invest all public funds except those required to be kept un-invested for the purpose of 

immediate distribution.  Modern banking systems enable the public treasurer to maintain even 

these funds in interest bearing form until the date a disbursement order clears through the 

banking system.  The state law further requires that invested funds be placed at the highest 

possible rate of interest reasonably available, taking into account safety, liquidity and yield.  

Therefore, these guidelines are intended to further the objective of securing the highest return 

that is consistent with safety of principal while meeting the daily cash requirements for the 

operation of the district’s business. 

 

1. Safety of principal is the foremost objective of the investment program.  

Investments will be undertaken in a manner that seeks to ensure the preservation of 

capital through the mitigation of credit risk and interest rate risk.  These risks shall be 

lessened by diversification and prudent selection of investment instruments, and choice of 

bank or brokerage house.  Credit risk is the risk of loss due to the failure of the security 

issuer or backer.  Interest rate risk is the risk that the market value of the security will fall 

due to changes in general interest rates. 

 

2. Liquidity is the next most important objective.  The overall investment portfolio 

shall remain sufficiently liquid to meet all operating requirements that may be reasonably 

anticipated.  Since all possible cash demands cannot be anticipated, the treasurer shall 

carry out investment activities in a manner that provides for meeting unusual cash 

demands without the liquidation of investments that could result in forfeiture of accrued 

interest earnings, and loss of principal in some cases. 

 

3. Yield is the third, and last, objective.  Investments shall be made so as to achieve 

the best rate of return, taking into account safety and liquidity constraints as well as all 

legal requirements. 

 

C. Investment Instruments 

 



Public investments in Massachusetts are not protected through provisions in State law.  

Therefore, they are largely uncollateralized. Many banking institutions are willing to put up 

collateral, albeit at a cost to the entity of a lower interest rate.  The Treasurer negotiates for the 

highest rates possible, consistent with safety principles. 

 

The Treasurer may only invest in the following instruments: 

 

1.           Massachusetts State pooled fund:  Unlimited amounts (pool is liquid). The 

Massachusetts Municipal Depository Trust (MMDT), an investment pool for state, local, 

county and other independent governmental authorities, is under the auspices of the State 

Treasurer and currently managed by Federated Investors, Inc.  It invests in bankers’ 

acceptances, commercial paper of high quality, bank certificates of deposit, repurchase 

agreements (repos), and U.S. Treasury obligations.  It has Federal Deposit insurance 

Corporation (F.D.I.C.) pass-through insurance on the CDs and takes delivery on the repos 

and treasuries.  Under Government Accounting Standards Board Regulation (GASB III), 

it is not considered an uncollateralized product. 

 

2. U.S. Treasuries that will be held to maturity:  Unlimited amounts (up to one year 

maturity from date of purchase). 

 

3. U.S. agency obligations that will be held to maturity amounts (up to one year 

maturity from date of purchase). 

 

4. Bank accounts or certificates of deposit, hitherto termed CDs. Unlimited amount 

(up to one year) which are fully collateralized through a third party agreement.   

 

5. Bank accounts and CDs (up to one year) fully insured by F.D.I.C. and in some 

cases also Depository Insurance Fund of Massachusetts (D.I.F.): All bank accounts and 

CDs in one institution are considered in the aggregate to receive the $250,000 insurance 

coverage. 

 

6. Unsecured bank deposits of any kind such as other checking, savings, money 

market, or certificates of deposit accounts at banks that do not fit the above categories.  

These investments are subject to the following limitations:  These investments will be 

limited to no more than 5% of an institution's assets and no more than 10% of the 

district’s cash.  Their credit worthiness will be tracked by Veribanc, Sheshunoff, or other 

bank reporting systems.  They will be diversified as much as possible.  CDs will be pur-

chased for no more than three months and will be reviewed frequently.  These limits do 

not apply to fully insured deposits. 

 

 7.  Repurchase agreements (“repos”), not to exceed ninety days. 

 

8.  Certain mutual funds, under Chapter 44, Sec. 55 of MGL, as amended by Chapter 

314 of the Acts of 1996. 

 

D. Diversification 

 

Diversification should be interpreted in two ways: in terms of maturity, as well as instrument 

type and issuer.  The diversification concept should include prohibition against over 

concentration of maturities as well as concentration in a specific institution.  With the exception 



of U.S. Treasuries or agencies, and state pools (MMDT), no more than 10% of the district’s 

investments should be invested in a single financial institution. 

 

E. Authorization 

 

The treasurer has authority to invest the district’s funds, subject to the statutes of the 

Commonwealth cited above. 

 

F. Ethics 

 

The district treasurer (and assistant treasurer) shall refrain from any personal activity that may 

conflict with the proper execution of the investment program or which could impair ability to 

make impartial investment decisions.  Said individuals shall disclose to the superintendent of 

schools any material financial interest in financial institutions that do business with the district.  

They shall also disclose any large personal financial investment positions or loans that could be 

related to the performance of the district's investments. 

 

 G. Relationship with Financial Institutions 

 

1. Financial institutions should be selected first and foremost with regard to safety. 

The district should subscribe to and use one or more of the recognized bank rating 

services, such as Veribanc or Sheshunoff.  Brokers should be recognized, reputable 

dealers. 

 

2. The treasurer shall require any brokerage houses and broker/dealers, wishing to 

do business with the district, to supply the following information to the treasurer: 

a.   Audited financial statements 

b.   Proof of National Association of Security Dealers certification.  Proof of 

credit worthiness (minimum standards: at least five years in operation and a minimum 

capital of 10 million dollars) 

 

H. Reporting Requirements 

 

An annual report containing the following information will be prepared by the treasurer and 

given to the superintendent of schools.  The report will include the following information, as a 

minimum requirement: 

 

1.   A listing of the individual accounts and individual securities held at the end of 

the reporting period. 

 

2.   A listing of the short-term investment portfolio by security type and maturity to 

ensure compliance with the diversification and maturity guidelines established in the 

"diversification" section of this investment policy. 

 

3.  The treasurer shall include in the report a brief statement of general market and 

economic conditions and other factors that may affect the district’s cash position. 

 

4. The report should demonstrate the degree of compliance with the tenets set forth 

in the investment policy. 

 

SECTION II - The Investment of Trust Funds and Bonds Proceeds 



A. Scope 

 

This section of the policy applies only to funds that could be invested long term, i.e., bond 

proceeds, trust funds, and stabilization funds. 

 

B. Bond Proceeds 

 

Investment of bond proceeds is governed by the same restrictions as general funds, with the 

additional caveat of federal arbitrage regulations. 

 

C.            Trust Funds 

 

Trust funds may be co-mingled and invested in any instruments allowed by Legal 

List issued by the Banking Commissioner.  Each trust fund must be accounted for 

separately. 

 

D.          Stabilization Funds 

 

The stabilization fund shall not exceed five percent of the combined equalized valuations of the 

member municipalities, and any interest shall be added to an become a part of the fund.  The 

treasurer may invest the proceeds in the following: 

 

 National banks 

 Savings banks 

 Cooperative banks or trust companies organized under Massachusetts laws 

 Securities legal for savings banks, i.e., those on the legal list noted above 

 Federal Savings and Loan Associations  situated  in the Commonwealth 

 Massachusetts Municipal Depository Trust 

 Approved Money Market funds 

 
Reference: MGL, Ch.44 Section 558 and MGL, Ch.55, as amended by Ch.314 of the Acts of 1996. 

 

Approved by the School Committee on December 17, 2014 
 

POLICY  ENDORSEMENT 
 
 

 

                     District Treasurer, Frederick  P. Steeves 

 

Superintendent of Schools, Stephen F. Dockray 

 

                     Chairman of the School Committee, Robert J. Wilkinson 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

BUDGET          3100 

 

BUDGET TRANSFER AUTHORITY             3103 

 

Direct responsibility for the day-by-day implementation and control of the budget of the Tri-

County Regional Vocational Technical School District is placed with the Superintendent and the 

Business Manager. 

 

Decisions relating to the expenditure of funds on budgeted items and/or the transfer of funds 

between and among budgeted items will be made in accordance with the Education Reform Act 

of 1993 as currently amended. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

BUDGET          3100 

 

BUDGET APPORTIONMENT OF EXPENSES     3104 

 

 

1. The School Committee, by a two-thirds vote of all its members, shall annually 

determine the amounts necessary to be raised.  After deducting the amount of aid 

such district is to receive pursuant to M.G.L. Chapter 71, Section 16D, to maintain 

and operate the district school during the next fiscal year, and amounts required for 

payment of debt and interest incurred by the district which will be due in the said 

year, and shall apportion the amount so determined among the several municipalities 

in accordance with the terms of the regional school agreement.  The amounts so 

apportioned for each municipality shall be certified by the regional school district 

treasurer to the treasurers of the several municipalities within thirty days from the 

date on which the annual budget is adopted by a two-thirds vote of the regional 

district school committee, but not later than April 30th. 

 

2. In the event that the regional school district budget in a regional school district is not 

approved by a least two-thirds of the member municipalities as required by M.G.L. 

Chapter 71, Section 16B, the regional school district committee shall have thirty days 

to reconsider, amend, and resubmit a budget on the basis of the issues raised. 

 

3. The School Committee shall annually determine Tri-County’s gross budget and 

assessments to member towns in accordance with the District Agreement and 

applicable sections of M.G.L. Chapter 71. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

INCOME          3200 

 

INCOME RECOVERED FROM LOST BOOKS     3201 

 

 

Sums recovered from pupils in the public schools for loss of school books may be used for the 

replacement of such books or material without specific appropriation. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

INCOME          3200 

 

ACCEPTANCE OF GIFTS, GRANTS AND BEQUESTS   3202 

 

 

The School Committee may accept on behalf of and for the school district any bequest or gift or 

money or property for a purpose deemed by the School Committee to be suitable, and may 

utilize such money or property as designated. 

 

The School Committee may set up criteria to be met in the acceptance of gifts, and the procedure 

for examining and evaluating offers of gifts to the district. 

 

The Superintendent may accept on behalf of the school system and subject to the criteria set forth 

by the School Committee all non-monetary gifts. 

 

All non-monetary gifts with a Fair Market Value greater than $1,000 and all monetary gifts must 

be on the agenda for the next regularly scheduled School Committee meeting for vote on 

acceptance. 

 

Pursuant to Massachusetts General Law Chapter 44, Section 53A, all monetary gifts accepted by 

the School Committee will be deposited with the School District Treasurer.  Expenditures of 

such gifts for the purpose(s) approved by the School Committee can then be made without 

further appropriation. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

INCOME          3200 

 

GATE RECEIPTS AND ADMISSIONS      3203 

 

 

Admissions receipts of school events shall be adequately controlled.  The Business Manager is 

responsible for the administration and supervision of all public school events for which an 

admission is charged. 

 

Adequate records shall be maintained by the Business Manager to provide accounting data for 

subsequent review and analysis. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

INCOME          3200 

 

LEASE AND RENTAL OF SCHOOL FACILITIES    3204 

 

 

The lease or rental of school facilities full or part-time for periods of time in excess of six (6) 

months continuous duration will be processed by formal lease (contract) procedures. 

 

The Superintendent shall be responsible for all rentals and leases and for the administration of all 

rentals and leases subject to procedures approved by the School Committee and in compliance 

with State Law.  Such procedures and associated fees shall be periodically reviewed and 

approved by the school committee. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

INCOME          3200 

 

REVENUE FROM NON-TAX SOURCES     3205 

 

Control Over Internal Funds 

 

Some receipts and expenditures within the Tri-County Regional Vocational Technical School 

District are not included in the regular school budget.  However, all funds collected from 

whatever source are public moneys and their receipt and expenditure are under the control of the 

policies of the school committee.  Examples of internal funds are ticket sales to school events, 

money collected by student drives, membership fees in classes and clubs, money collected for 

school trips, and donations and grants for student activities.  The following provisions will be 

followed with reference to the receipts and expenditures of internal funds: 

 

 The Superintendent or Business Manager is responsible for the control of internal funds 

within the school. 

 

 Necessary accounts must be established which are designated as the official depository 

for this purpose. 

 

 Numbered receipts (or numbered tickets) will be given for all moneys received.  Cash 

will be deposited in the bank or Business Office safe daily, whenever possible.  No funds 

are to be taken to an individual’s home overnight.   

 

 Disbursement out of internal funds will be by numbered check, with every check blank 

being accounted for. 

 

 The Superintendent will have all internal funds audited once a year.  A report of this 

annual audit will be given to the school committee. 

 

 Money collected from the vending machines will go to a fund designated by the 

Superintendent. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

INCOME          3200 

 

INCOME FROM FEES AND PAYMENTS     3206 

 

 

When students in the school’s programs perform services, including repairs and other projects 

for private individuals and governmental entities as part of their technical training, fees shall be 

charged to cover the costs of materials, parts and incidentals, such as insurance. 

 

Instructors in programs which receive any funds in payment for services performed by the 

students in those areas will turn in daily any cash received.  The money shall be handed over to 

the Business Office. 

 

The Business Manager shall be responsible for the establishment of procedures for the handling 

of program income, which shall be separately tallied and shall be deposited weekly in the bank 

approved for such purpose.  Such income may be used for the purchase of additional supplies 

and incidental costs, but only through the normal school purchasing procedures and with the 

proper authorization.  When such funds are used for this purpose, a charge shall be made against 

the income tally of the program which will utilize the material. 

 

A separate record will be kept by the Business Manager to note all expenditures for parts and 

materials used by each program. 

 

All payments must be made before receiving the finished project. 

 



 

FISCAL MANAGEMENT & NON-INSTRUCTIONAL OPERATIONS  3000 

 

INCOME           3200 

 

STUDENT ACTIVITIES FUND MANAGEMENT     3207 

 

I. ADMINISTRATION 

 

Establishment of Policies and Procedures 

 

The School Committee adopts policies and procedures for the creation, operation, control and 

public reporting of student activity accounts.  These policies are reviewed periodically and 

amended when necessary.  The accounts by statute are the responsibility of the school principal 

and thus it is the direct responsibility of the principal to ensure that the statute, School Committee 

policies, and administrative procedures are fully adhered to in all aspects of operating student 

activity accounts.   

 

Approval of Student Activities 

 

The School Committee approves each student activity annually. This is be done before the start of 

the school year unless activities are new and created during the year. The approval includes specific 

funding sources and objective/mission for each activity.  

 

Student Activity Account 

 

A student activity account may be used for funds raised by student organizations which will be 

expended by those students for their benefit.  Funds raised or donated that are governed by laws 

other than the student activity laws cannot be deposited to a student activity account.  In addition, 

funds belonging to staff through sunshine funds or vending machines or other activities not related 

to the students may not be deposited in the student activity account. 

 

Accounting System 

 

An accounting system for the student activity funds must be implemented and in a sufficient 

manner to facilitate basic reconciliation and control procedures.  An accounting system may be an 

off-the-shelf accounting application, a properly designed electronic spreadsheet or for smaller 

student activity accounts, a manual system.  The determination of the appropriate accounting 

system is based on a variety of factors including volume and frequency of student activity 

transactions and the skills of those in charge with administering the day-to-day accounting for 

student activities. 

 

Qualifications of Individuals Involved with Student Activity Accounts 

 

Individuals involved with processing, recording and reporting student activity account transactions 

will possess adequate qualifications. An ongoing process of training will be established to ensure 

that these individuals maintain the required level of skills to possess such duties.  

 

 

 



II. STEWARDSHIP AND CUSTODIAL RESPONSIBILITY 

 

Agency Accounts 

 

As provided in Section 47 of Chapter 71 of MGL as amended by Chapter 66 of the Special Acts 

of 1996, the School Committee has accepted the provisions of this law, and has authorized an 

agency account to be set up by the district treasurer.   With the adoption of this law, the district 

treasurer will establish an interest bearing savings account as the required agency account. The 

School Committee authorizes the establishment of a checking account which acts as an imprest 

(replenishment) account to be administered by the school principal or district treasurer.  

 

Maximum Checking Account Fund Levels 

 

Maximum checking account fund levels will be established and annually voted on by the School 

Committee. 

 

Deposits 

 

All deposits for fund raising and other student activities must be deposited in the student activity 

savings (agency) account with the district treasurer. 

 

Disbursements 

 

Disbursements may be made from either the student activity savings (agency) account or the 

student activity checking (imprest) account. 

 

Replenishment of the Checking Account 

 

The checking account will be replenished to the maximum established balance by presentation of 

a funds request to the district treasurer, accompanied by invoices or other support for 

disbursements previously made from the checking account. 

 

Bond 

 

The district treasurer or designee who are designated to operate and control the student activity 

checking account will give bond for faithful performance to the district in such amount as the 

district determines is necessary to secure the faithful performance of their duties in connection 

with such account.  Annually, the School Committee will authorize any such designees and ensure 

bond coverage. 

 

Audit 

 

An annual audit of the student activity funds will be conducted in accordance with procedures as 

agreed upon between the School Committee and the auditor based upon guidelines issued by ESE.  

The audit will be performed by an outside independent audit firm once every three years.  In the 

intervening years, the audit may be conducted by a responsible individual independent of the 

student activities, with the approval of the School Committee.  Such an individual could be the 

school business manager if the school business manager is not involved in the administration or 

transactional processing of the student activities.   

 

 



III. GENERAL OPERATING PROCEDURES 

 

Bank Reconciliation 

 

Bank reconciliations are to be prepared monthly by the district treasurer.  A copy of the bank 

reconciliation will be sent to the school business administrator.  Sign-offs must be performed by 

preparers and reviewers. 

 

Standardized Forms 

 

Standardized forms should be used for deposits and disbursements whenever possible. 

 

Reporting 

 

The School Committee and school business administrator will establish periodic reporting 

timelines.  Financial reports will be created and submitted in accordance with those guidelines to 

the School Committee, School Business Office, treasurer and the individual student activity 

class/club advisors. 

 

Subsidiary Accounts 

 

The school business administrator maintains individual subsidiary accounts by program within the 

student activity control account.  This allows proper matching of program expenditures against 

revenues that are collected for that purpose as well as allows for the efficient determination of the 

program balance. 

 

Reconciliation of Subsidiary Accounts 

 

Aggregate subsidiary account balances are reconciled no less than quarterly to the total control 

account. 

 

Reconciliation of Control Account 

 

Total control account balances should be reconciled no less than quarterly to the aggregate total of 

the reconciled student activity checking account and the agency account maintained by the 

treasurer. 

 

 

IV. REVENUE, RECEIPTS AND DEPOSITS 

 

The receipts process is most susceptible to theft and abuse since cash collections for student 

activities are normally decentralized, and individuals collecting cash are often young students 

inexperienced with cash handling. 

 

Strict procedures for control of all receipts are to be maintained and shall include the following:  

 

1. Receipts generated from the sale of a high volume product such as the yearbook or 

admission to a highly attended event like the prom or other dance or ball, should be 

controlled through the use of pre-numbered receipts.   

 



2. A reconciliation process should be in place whereby pre-numbered receipts, tickets, 

attendance logs or other revenue source documents are reconciled to cash collected for 

particular activities prior to making a deposit in the bank.  In the situation where it is 

impractical to use source documents, two people should count the cash and sign off on 

the process. 

 

3. The cash collection and deposit function should be segregated from the accounting and 

recording function. 

 

4. All student organizations receiving monies from any source should turn over such money 

to the school principal or the principal’s designee within twenty-four hours from receipt 

of such funds.  (If received on the weekend, then on the first business day after receipt of 

the funds.) 

 

5. Any money not deposited on the same day must be kept overnight in a locked vault, safe, 

or other secured locked area - under no circumstance, should student activity monies 

be taken home overnight. 

 

6. All money turned over to the school by a student organization shall be accompanied by a 

school deposit slip stating the source of the monies, the amount being deposited, and signed 

by the person turning over the money to the office.  If turned in by a student, this should 

be co-signed by the group advisor or a teacher, who should also keep a duplicate of the 

deposit slip. 

 

7. The school principal or the principal’s designee should deposit into the agency account all 

monies received from student activity organizations at a minimum on a weekly basis. 

 

8. Written evidence of receipt should be obtained from the district treasurer. 

 

Interest earned by the student activity agency account shall be retained by the student activity fund.  

The use of the aggregate earnings shall be at the discretion of the School Committee for the benefit 

of the students. Allowable use of the aggregate earnings include purchase of check stock for the 

student activity checking account, payment of any bank fees on student activity accounts, 

individual student activity fund deficits or any other purpose designated by the School Committee. 

 

An ongoing philosophy of the importance of handling money with care, honesty, and accuracy 

should be conveyed to the students, advisors and teachers through roundtable meetings and 

educational trainings.  

 

Money collected for purposes other than student activities shall not be deposited into the student 

activity account and must be handled by the MGL that governs its administration. 

 

Any monies paid to the school or to a student activity as commissions or revenue sharing belong 

to the students and shall be deposited into the student activity agency account.  Such funds shall 

be expended for the benefit of the students in accordance with School Committee policies and may 

not be spent to benefit the staff or to supplement the school budget.   

 

Any other undesignated receipts received for the benefit of the student activities will be distributed 

equally to all student activity accounts and such receipts must be deposited into the student activity 



agency account.  No student activity revenues will be deposited into the student activity checking 

account. 

 

V. PURCHASING AND DISBURSEMENTS 

 

A.  ESE Policy Guideline or MGL Requirement: 

 

 MGL 71, Section 47 gives the responsibility for the establishment of student activity 

accounts to the School Committee and the enforcement of School Committee policies 

to the school principals; such is the case with purchasing and disbursements.  It is 

important that disbursement policies are sound, controlled, and designed to benefit 

only the students. 

 

 The following policies govern purchasing and disbursements: 

 

 Advances of funds are to be avoided whenever possible.  If it is anticipated that an 

advance is necessary, prior written approval must be obtained from the school 

principal. 

 

 Equipment and supplies purchased with student activity funds are the property of 

the student activity groups and not any individual student or other organization.  

Equipment and supplies purchased with student activity funds should be used 

exclusively for co-curricular student activities and not for the general use of school 

operations. 

 

 Student advisors, or others involved in purchasing, may not benefit personally from 

any purchasing – either directly or indirectly. 

 

 Student activity funds may not be used for any purpose unrelated to student 

activities or for the benefit of any staff person. 

 

 All disbursements shall be made by check. 

 

 Generally, purchases are to be made using the district’s purchase order system or 

district credit card.  Reimbursement for purchases using a personal credit card or 

funds shall be limited to no more than $100.  The district will not reimburse for any 

sales tax incurred.  The use of personal credit card or funds is discouraged.  

 

 Disbursements exceeding $600 in aggregate to any one individual or entity must be 

reviewed to determine if a Form 1099-MISC. is required for payments to 

unincorporated businesses.  Process should be coordinated with the school business 

administrator to ensure compliance. 

 

 Checks may not be written to cash. 

 

 Checks shall be signed only after they are completely prepared. 

 

 Checks are to be signed by the district treasurer or assistant treasurer.  

 



 Individuals responsible for writing checks should be segregated from the record 

keeping and reconciliation process; or assurances should be made that other 

mitigating controls are in place such as a monthly review of all activity by an 

independent responsible individual. 

 

 All disbursements are required to have adequate external supporting documentation 

such as a vendor invoice, bill contract or receipt. 

 

 A record of all checks will be maintained, including void checks.  Numerical order 

of checks should be retained. 

 

 Checkbook reconciliations should be performed monthly. 

 

 A standardized form should accompany all requests for check issuance.  

 

 The standardized form shall be accompanied by the supporting documentation and 

must state to whom the check shall be payable, the reason for the payment, the 

amount of the check, the student activity account to be charged, and the approval 

signature of the advisor or student officer.  

 

 All requests for replenishment to the student activity imprest checking account 

must be adequately supported and processed through the district treasurer.  

 

 

VI.   CLASS, INACTIVE ACCOUNTS AND DEFICITS 

 

A. ESE Policy Guideline or MGL Requirement: 

 

 It is ESE’s opinion that, because graduates are no longer students, monies for student 

class grades that have graduated cannot be legally maintained in student activity 

accounts. 

   

 The following policy governs the disposition of funds remaining in class accounts. 

 

1. Ninety (90) days after the class has graduated, the district will notify in writing 

the class president and treasurer that funds remain in the class account. 

 

2. The class president and treasurer within ninety (90) days of the date of the 

notification must send a letter to the Business Office indicating the amount of 

funds, all or a portion of funds, they would like to withdraw.  The Business 

Office will prepare a check for the amount requested.  The check will be made 

payable to the Tri-County Class of (XXXX) in care of the class president and 

treasurer. 

 

3. Both the class president and treasurer must come to the Business Office to pick 

up the check. 

 

4. Both the class president and treasurer are to be give a written receipt indicating 

they have received the funds.’ 



 

5. The class president and treasurer may designate in writing that the remaining 

class funds are to be used for one or more of the following options:  

 

 The purchase of a class gift to the school. 

 The Tri-County Scholarship Fund. 

 The Student Activities Fund. 

 

6. If the district does not receive instructions from the class president and treasurer 

within ninety (90) days of the district’s notification, the district may use the 

remaining class funds for one or more of the three options noted previously or 

may use the funds to cover a deficit in another student activity account. 

 

B. ESE Policy Guideline or MGL Requirement: 

 

 Any student activity inactive for a period of three (3) years or more, and for which there 

has been no receipts or disbursements recorded on their behalf, shall require the 

following actions in order to be closed: 

 

 Written notification by the advisor or student officer to the school principal or other 

authorized administrator that the activity will cease or has ceased to be a viable 

account.  If an advisor or student officer is not available, such discontinuance shall 

be by vote of the School Committee. 

 

 All assets of the recognized student activity shall be identified and stated in writing. 

 

 Any disposition of assets of an inactive recognized student activity shall be used 

first to cover any student activity fund deficits with any remaining funds distributed 

evenly to the other student activity accounts, but in no case shall the disposition 

benefit specific individuals.  

 

 Such policy will be communicated to the students who contribute to the accounts, 

when possible. 

 

C. ESE Policy Guideline or MGL Requirement: 

 

 Individual activity accounts should not be permitted to be in a deficit position because 

such a position becomes a liability to other individual activities or possibly to future 

classes.  ESE recommends that the School Committee develop a policy for remedial 

action whenever a deficit not resulting from timing exists. 

 

Possible remedial action could include funding from the following sources: 

 

 School Committee appropriation; 

 

 Accumulated investment earnings; 

 

 Surpluses of inactive accounts; 

 



 Gift from an activity with a surplus balance through approval of the advisor; or 

 

 Any other legal means.   

 

VII. STUDENT TRAVEL 
 

A. ESE Policy Guideline or MGL Requirement: 
 

 The School Committee approved policies and procedures for student travel relates to 

student activities and includes field trips and travel overnight and abroad.  The policy 

addresses how travel is to be authorized, the method or methods of paying travel 

expenditures, and final accountability for all travel costs associated with a trip.  

 

 The following are the travel policies governing student travel: 

 

 A request for travel authorization and funding must be prepared well in advance 

of the time the funds are needed.   

 

 The request is to be submitted by the advisor or other person responsible for the 

activity trip; furthermore, the request is to be approved by the school principal 

in accordance with policy established by the School Committee. 

 

 Travel authorization forms will contain at least the following: date of request, 

date funds needed, destination and purpose of trip, estimated departure and 

return times, number of persons traveling, estimate of cash required for tips and 

other various sundry items, estimate of expenses, signature of person requesting 

authorization, signature of person authorizing the request, check number and 

date of payment, and signature of the school principal. 

 

 The approved travel authorizations are to be submitted to the school principal or 

designee to ascertain that sufficient funds are available. 

 

 Approved travel authorization forms should remain in a pending file until final 

accountability for the trip has been completed. 

 

 Generally, travel expenses are to be made using the district’s purchase order 

system or district credit card.  Reimbursement for purchases using a personal 

credit card or funds are limited to no more than $100.  The district will not 

reimburse for any sales tax incurred.  The use of personal credit card or funds is 

discouraged.  

 

 A statement of final accountability must be submitted by the authorized trip 

sponsor promptly after the completion of the trip.  Final accountability 

statements should include at least the following: date; notation of advance funds 

received (if applicable - amount, date, and check number); complete listing of 

itemized expenditures paid - together with documentary evidence of payment; 

totals of cash or checks expended; notation and totals of credit card or open 

account expenses (if applicable); the amount returned to the student activities if 

advances received exceed documented expenditures; the amount of additional 



reimbursement requested if travel expenses incurred exceed travel advances 

received; signature of person completing final accountability statement and 

signature of school principal or designee to indicate that there has been an 

acceptable final accountability.  

 

 

School Committee Approved October 21, 2015 

 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

INCOME           3200 

 

SCHOOL PROPERTIES DISPOSAL PROCEDURE     3208 

 

 

When equipment, land or material used by the school has grown obsolete or is for whatever 

reason determined to be no longer usable for school purposes as determined by the School 

Committee, it will be disposed of according to procedures set by statutes of the Commonwealth 

of Massachusetts.  Notwithstanding statutes, member communities will have first option on all 

such surplus on a first come, first served basis. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

INCOME           3200 

 

TUITION           3209 

 

 

There may be occasions when tuition income results from enrollment of non-residential students 

pursuant to Chapter 74 of the Massachusetts General Laws.  The Guidance Department shall 

administer all applications consistent with state law and regulations.  The Business Manager will 

administer receipt of all funds. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS   3000 

 

INCOME           3200 

 

SCHOOL LUNCH CHARGE POLICY       3210 

 

MEAL CHARGE POLICY 

 

The School Committee is committed to providing students with healthy, nutritious meals each day 

so they can focus on school work, while also maintaining the financial integrity of meal programs 

and minimizing any impact on students with meal charges. However, unpaid meal charges place a 

large financial burden on the school district, as food services is a self-supporting entity within the 

district. The purpose of this policy is to ensure compliance with federal reporting requirements of 

the USDA Child Nutrition Program, as well as provide oversight and accountability for the 

collection of outstanding student meal balances.  

 

The provisions of this policy pertain to regular priced school meals only. The School Committee 

will provide a regular meal to students who forget or lose their lunch money.  

 

Meal Charges and Balances 

 

Students will pay for meals at the regular rate approved by the School Committee and for their 

meal status (regular, reduced-price, or free) each day. Payment options will be delineated in student 

handbooks and provided to parents of incoming students. After the balance reaches zero and enters 

the negative, students will not be allowed to purchase a la carte items including but not limited to 

a second entrée, snack, ice cream, or an additional beverage. The student will still be allowed to 

take a meal, and that meal will continue to be charged to the account at the standard lunch rate 

based on their meal status.  The parent/guardian is responsible for any meal charges incurred. If 

there is a financial hardship, a parent/guardian should contact food services directly to discuss 

payment options such as an individualized repayment plan. 

 

Payments 

 

Parents/Guardians are responsible for all meal payments to the food service program. Notices of 

low or deficit balances will be sent directly to parent/guardians via email or regular postal mail at 

regular intervals during the school year.  At no time will any staff member give payment notices 

to students unless that student is known to be an emancipated minor who is fully responsible for 

themselves or over the age of 18.  If parent/guardians have issues with student purchases they 

should contact food services for assistance. 

 

Parents/Guardians may pay for meals in advance. Further details are available on the school district 

webpage and in student handbooks. Funds should be maintained in accounts to minimize the 

possibility that a child may be without meal money on any given day. Any remaining funds for a 

particular student, whether positive or negative, will be carried over to the next school year.  

 

The school cafeteria possesses a computerized point of sale/cash register system that maintains 

records of all monies deposited and spent for each student and those records are available to parents 

by setting up an online account (see student handbooks for more details) or by speaking with the 

school’s food service  
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manager. The point of sale system is designed to prevent direct identification of a student’s meal 

status.  Parents will receive automated low-balance emails or mailed notices weekly, if applicable. 

If notices do not result in payment, parents will receive a phone call from food services. If the 

phone call does not result in payment the food service manager will turn the account over to the 

business office.  

 

Refunds  

 

Refunds for withdrawn and/or graduating students require a written request (email, postal, or in 

person) for a refund of any money remaining in their account to be submitted. Graduating students 

also have the option to transfer funds to a sibling’s account or to donate to a student in need with 

a written request. 

 

Delinquent Accounts/Collections 

 

Failure of a parent or guardian to maintain reasonably current accounts may result in a referral to 

the Superintendent for his/her review. The Superintendent will ensure that there are appropriate 

and effective collection procedures and internal controls within the school district’s business office 

that meet the requirements of law.  

 

If a student is without meal money on a consistent basis, the administration may investigate the 

situation more closely and take further action as needed. If financial hardship exists, parents and 

families are encouraged to apply for free or reduced price lunches for their child.  Each school 

handbook will contain detailed instructions for parental assistance.   

 

Policy Communications 

 

This policy will be communicated to all staff and families at the beginning of each school year and 

to families transferring to the district during the year.  

 

LEGAL REFS: MGL 71:72; USDA School Meal Program Guidelines May 2017 
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 FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS   3000 

 

ACCOUNTS           3300 

 

ACCOUNTING SYSTEM         3301 

 

 

The Business Manager shall be the agent of the School Committee designated to keep all 

financial records and accounts and to certify to the correctness of bills and payrolls.  He/she shall 

maintain an updated accounting system which conforms to state and local requirements. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

ACCOUNTS           3300 

 

AUDITS           3302 

 

 

The financial records of the Tri-County Regional Vocational Technical School District shall be 

subject to an annual audit by a private accounting firm. 

 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

ACCOUNTS           3300 

 

DEPOSITORY OF FUNDS         3303 

 

 

The Treasurer shall designate one or more banks as official depositories for any monies or funds 

for which it has direct responsibility. 

 

The bank(s) shall be required to provide a monthly report of deposits and withdrawals. 

 

The bank named as an official depository shall continue in that capacity until ten (10) days after 

a new depository is designated.  



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

ACCOUNTS           3300 

 

PROCEDURES FOR SAFE AND RESPONSIBLE HOLDING AND   3304 

HANDLING OF CASH RECEIPTS 

 

 

Whenever possible, receipts collected for school associated programs should be in check or 

credit card form.  All payments from school associated accounts shall be by check. 

 

When it is necessary to handle cash receipts, they must be counted and turned over to the 

Business Office on the same day as collected for subsequent deposit. 

 

Cash receipts or petty cash accumulation which needs to be temporarily held in a school building 

must be placed in a locked area accessible only to the Business Manager. 



FISCAL MANAGEMENT & NON-INSTRUCTIONAL OPERATIONS  3000 

 

ACCOUNTS           3300 

 

BONDED EMPLOYEES AND OFFICERS      3305 

 

 

The School District Treasurer shall be bonded. 

 

The Superintendent and the Committee Chairman are authorized to sign the statement of 

assurances. 

 

 

. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

ACCOUNTS           3300 

 

PETTY CASH ACCOUNTS        3306 

 

 

The Business Manager will administer Petty Cash funds established as follows: 

 

 Petty Cash may be used only to purchase items costing less than $50. 

 

 No purchase will be reimbursed through a Petty Cash Account unless accompanied by a 

receipt and noted on the Petty Cash Report. 

 

 The Petty Cash Report and accompanying receipts shall be turned in to the Business 

Office for reimbursement on a timely basis. 

 

 When the Petty Cash Account is reimbursed, the appropriate account will be charged. 

 

 All cash received shall be turned in to the Business Office.  The appropriate fund will be 

credited. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

ACCOUNTS           3300 

 

REVOLVING ACCOUNTS        3307 

 

 

The School Committee may approve the establishment of “revolving fund accounts” so called, in 

conformance with the provisions of Massachusetts General Laws Chapter 71, and as otherwise 

permitted by the General Laws of the Commonwealth of Massachusetts, as amended. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

ACCOUNTS           3300 

 

INVENTORIES          3308 

 

 

Inventories are taken for a number of reasons: to make sure that school property is being used for 

the purposes for which it was purchased; to protect school property from theft and damage; to 

assess the operational condition and efficiency of school equipment; to establish a maintenance 

and repair schedule; to determine the specific amounts of supplies which need to be purchased 

for the near future; and to create (for insurance purposes) a current record of the value of school 

property in the case of loss due to theft, fire or damage. 

 

 There shall be an annual inventory of all equipment, furniture, and supplies which are 

under the responsibility and jurisdiction of the District School Committee. 

 

 The annual inventory shall be taken under the general supervision of the Principal, and 

shall be under the direct supervision of the Business Manager with other professional and 

support staff cooperating as directed. 

 

 The Superintendent will provide the School Committee with the important details of the 

inventory program on an as needed basis. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

EXPENDITURES          3400 

 

PURCHASING AND PURCHASING AUTHORITY     3401 

 

 

The School Committee declares its intention to purchase competitively, without prejudice, and to 

seek maximum educational value for every dollar expended. 

 

The Business Manager shall be the chief procurement officer. 

 

The Business Manager will serve as purchasing agent and shall be responsible for the purchase 

order system.  The Purchasing procedures shall be the responsibility of the Business Manager.  

All acquisitions shall be centralized in the Business Manager’s Office. 

 

The Business Manager shall see that the staff members are aware of and follow established 

purchasing procedures. 

 

No person shall contract by bill on behalf of the School Committee unless it shall have been 

authorized and the order has been given on the prescribed purchase order form approved by the 

Superintendent or the Business Manager. 

 

  



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

EXPENDITURES          3400 

 

REQUISITIONS/PURCHASE ORDERS AND CONTRACTS    3402 

 

 

Purchase request forms shall be signed by the appropriate administrator and the Business 

Manager.  Failure by staff members to use proper request forms or to obtain the required 

signatures shall mean that the district will not honor the invoice submitted to it for the item 

involved. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS    3000 

 

EXPENDITURES          3400 

 

COOPERATIVE PURCHASING        3403 

 

 

The School Committee, at its option, will join in cooperative purchasing with other school 

districts to take advantage of lower prices for bulk purchasing and to reduce administrative costs 

involved in bidding. 

 

The Superintendent and Business Manager are directed to contact nearby Superintendents from 

time to time to fulfill this policy. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS   3000 

 

EXPENDITURES          3400 

 

EXPENSE REIMBURSEMENTS        3404 

 

 

District personnel and officials who incur expenses in carrying out their authorized duties may be 

reimbursed by the district upon submission of a properly filled out and approved voucher and 

such supporting receipts as required by the Business Manager.  Such expenses may be approved 

and incurred in line with budgetary allocations for the type of expense. 

 

When official travel by a personally owned vehicle has been authorized, payment shall be made 

at the rate currently approved by the School Committee. 

 

All travel outside of the state must have the prior written approval of the Superintendent. 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

EXPENDITURES         3400 

 

SOLICITATION AND PRODUCT DEMONSTRATIONS   3405 

 

 

Any agent or solicitor visiting the school is required to go to the Main Office first. 

 

Classes are never to be interrupted by such visits. 

 

Sales personnel must secure the approval of the Superintendent or Principal before he/she can 

call on teachers or other school staff members. 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

EXPENDITURES         3400 

 

BID ADVERTISING        3406 

 

 

All bidding shall be conducted under the requirements set forth in School Committee Policy and 

M.G.L. Ch. 30B.  All bids shall be submitted on the forms, and under the terms, set by the 

district. 

 

 

 

 



FISCAL MANAGEMENT & NON-INSTRUCTINAL OPERATIONS  3000 

 

EXPENDITURES         3400 

 

SUPPLEMENT, NOT SUPPLANT POLICY     3407 

 

 

Tri-County Regional Vocational Technical School District maintains compliance with the federal 

supplement, not supplant policy by not supplanting federal funds from non-federal sources that, 

in the absence of such federal funds, would be made available for the purpose of the program(s).  

The district will be in compliance with all maintenance of effort requirements as determined by 

the per pupil expenditure of the local and state aggregate expenditures in the provision of a free 

public education. 

 

 

 

 

 

 

 

 

 

 

 

 

School Committee approved February 15, 2006 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PERSONNEL  4000 

 

ALL EMPLOYEES  4100 

 

DRUG FREE WORKPLACE POLICY  4101 

 

 

Employees are expected and required to report to work on time and in an appropriate mental and 

physical condition for work.  It is the intent of the Tri-County Regional Vocational Technical 

School District to provide a drug free, healthful, safe and secure work environment. 

 

The unlawful manufacture, distribution, dispensation, possession, use of, or being under the 

influence of controlled substances or alcohol is prohibited while on duty or on school property.  

Any violations of this policy will be grounds for disciplinary action up to and including 

suspension and dismissal. 

 

It is a condition of employment that each employee abide by this policy and notify the 

Superintendent of any criminal drug conviction within five days of such a conviction.  It is 

requested that each employee notify the Superintendent of any criminal drug charges within five 

days of such a charge. The Tri-County Regional Vocational Technical School District has an 

obligation to notify the appropriate federal agency within ten days of receiving such a notice of 

conviction.  Further, no later than thirty days of notice of a conviction, the Superintendent will 

take disciplinary action up to and including dismissal of the employee. 

 

If there is reasonable cause to believe that an employee is under the influence of drugs or 

alcohol, the Superintendent shall deal with the situation as a disciplinary matter. 

 

 

 

 

 

Statutory Reference:  Drug Free Workplace Act of 1988. 



PERSONNEL 4000 

 

ALL EMPLOYEES 4100 

 

USE OF TOBACCO PRODUCTS 4102 

 

 

Smoking is not permitted on school property. This includes Tri-County school busses.  Students 

may not possess cigarettes, chewing tobacco, or any other tobacco products in the School.  

Tobacco products will be confiscated and destroyed. 

 

Smoking poses a significant health and safety risk; accordingly, smoking by students will not be 

tolerated. 

 

Enforcement:  The Principal and Assistant Principals at Tri-County will serve, at the discretion 

of the local enforcing authority, as enforcement officers at Tri-County Regional Vocational 

Technical High School and therefore be authorized to enforce this policy, along with other 

authorized legal enforcement personnel. 

 

Fines are payable as specified in Notice of Violation at the:  Franklin Town Clerk’s Office, 

Municipal Building, 150 Emmons Street, Franklin, Massachusetts 02038. 

 

Authority:  This policy is intended to be consistent with Massachusetts General Laws, Chapter 

71, Section 2A and Section 37H; Massachusetts Board of Fire Prevention Regulations 527 CMR; 

and MA General Law, Chapter 148, Section 10B. 

 

Penalties and Fines:  In compliance with the penalties prescribed within Massachusetts General 

Laws, Chapter 71, Section 37 H, violators will be subject to the actions and fines described 

herein. 

 

 

 

 



PERSONNEL         4000 

 

ALL EMPLOYEES         4100  

          

SEXUAL HARASSMENT, BULLYING & HAZING    4103 

 

POLICY 

 

It is the policy of the Tri-County Regional Vocational Technical School District to provide a 

learning and working atmosphere for students, employees and visitors free from sexual 

harassment, bullying, hazing, and intimidation.  These terms are referenced herein as 

“harassment.”  Such action may occur on the basis of race, color, sex, religion, national origin, 

sexual orientation, or disability or for any other reason.   

 

It is a violation of this policy for any administrator, teacher or other employee, or any student to 

engage in or condone harassment in school or to fail to report or otherwise take reasonable 

corrective measures when they become aware of an incident of harassment.  

 

This policy is not designed or intended to limit the school’s authority to take disciplinary action 

or to take remedial action when such harassment occurs out of school but has a connection to 

school, or is disruptive to an employee’s or student’s work or participation in school related 

activities.   

 

Reports of cyber bullying by electronic or other means, occurring in or out of school will be 

reviewed and, when a connection to work or school exists, will result in discipline.  Parents of 

students alleged to have engaged in cyber harassment will be invited to attend a meeting at which 

the activity, words or images subject to the complaint will be reviewed.  A student disciplined for 

cyber bullying will not be re-admitted to the regular school program until his or her parent(s) 

attend such meeting. 

 

It is the responsibility of every employee, student and parent to recognize acts of harassment and 

take every action necessary to ensure that the applicable policies and procedures of this school 

district are implemented.   

 

Any employee or student who believes that he or she has been subjected to harassment has the 

right to file a complaint and to receive prompt and appropriate handling of the complaint.  

Further, all reasonable efforts shall be made to maintain the confidentiality and protect the 

privacy of all parties, but proper enforcement of this policy may require disclosure of any or all 

information received.      

 

The principal/designee shall be responsible for assisting employees and students seeking 

guidance or support in addressing matters relating to any form of harassment.   

 

PROCEDURES 

 

I.  DEFINITIONS 

 

Sexual Harassment Prohibited 

“Sexual harassment” means unwelcome sexual advances, requests for sexual favors, and other 

inappropriate verbal, written, electronically transmitted, or physical conduct of a sexual nature, 

including but not limited to unwelcome comments, touching, written notes, pictures/cartoons or 



other inappropriate conduct, such as leering, whistling, brushing up against the body, 

commenting on sexual activity or body parts.  Harassment has the effect of creating an 

intimidating, hostile, or offensive work or learning environment that takes place under any of the 

following circumstances:  

 

1. When submission to such conduct is made explicitly or implicitly, a term or condition of 

employment, instruction, or participation in school activities or programs; 

 

2. When submission to or rejection of such conduct by an individual is used by the offender 

as the basis for making personal or academic decisions affecting the individual subjected 

to sexual advances; or 

 

3. When such conduct has the effect of unreasonably interfering with the individual’s work, 

attendance at school or participation in academic or curricular activities. 

 

Bullying Prohibited 

Bullying may take a variety of forms.  It is unacceptable in a school or work environment.  As a 

result no student or employee shall be subjected to harassment, intimidation, bullying, or cyber 

bullying in any public educational institute: 

 

1. “Bullying and cyber bullying,” mean unwelcome written, electronic, verbal or physical 

acts or gestures where a student or employee feels coerced, intimidated, harassed or 

threatened and under the circumstances (1) may cause a reasonable person to suffer 

physical or emotional harm, (2) may cause damage to another student’s or employee’s 

property, or (3) may cause a disruptive or hostile school environment.  The behavior must 

interfere with an employee’s ability to perform his or her duties or with a  student’s 

academic performance or ability to learn, or interfere with a student’s ability to 

participate in or benefit from services, activities, or privileges:  (a) That are being offered 

through the school district; or  (b) During any educational program or activity; or (c) 

While in school, on school equipment or property, in school vehicles, on school buses, at 

designated school bus stops, at school-sponsored activities, at school-sanctioned events; 

or (d) Through the use of data, telephone or computer software that is accessed through a 

computer, computer system, or computer network or any public educational institute. 

 

2. As used in this section, “electronic communication” means any communication through 

an electronic device including a telephone, cellular phone, computer or pager.    

 

 

Hazing Prohibited 

The term “hazing” means any conduct or method of initiation, even if consented to, 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. 

 

1. Such conduct includes, but is not limited to, whipping, beating, branding, forced 

calisthenics, exposure to the weather, 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 person, or 

which subjects such student or other person to extreme mental stress, including extended 

deprivation of sleep or rest or extended isolation. 

 



2. Whoever knows that another person is the victim of hazing and is at the scene of such 

activity, shall, to the extent that such person can do so without danger or peril to himself 

or others, report such activity to an appropriate law enforcement official as soon as 

reasonably practicable.  Whoever fails to report such behavior shall be subject to 

discipline.   

 

II.  COMPLAINTS OF HARASSMENT 

  

If any Tri-County employees or students believe that they are the victims of harassment, the 

employee or student has the right to file a complaint with the school district, either orally or in 

writing. For further information about these guidelines or help with any form of harassment, 

consult: 

  

Adele Sands, Director of Guidance  

Tri- County Regional Vocational Technical High School Guidance Office  

147 Pond Street  

Franklin, MA 02038  

or  

Michael Procaccini, Principal  

Tri-County Regional Vocational Technical High School  

147 Pond Street  

Franklin, MA 02038  

 

These individuals are also available to discuss any related concerns and to provide information 

about our policy on harassment and our complaint process.  

 

III.  GUIDELINES FOR INVESTIGATING HARASSMENT CLAIMS 

 

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.  Guidelines for dealing with any charge of harassment are as follows:   

 

1. By law, harassment is defined by the victim’s perception in combination with objective 

standards or expectations.  What one person may consider acceptable behavior may be 

viewed as harassment by another person.  Therefore, in order to protect the rights of both 

parties, it is important that the victim make it clear to the harasser that the behavior is 

objectionable.  

 

2. In all charges of harassment, the victim should describe in writing the specifics of the 

complaint to ensure that the subsequent investigation is focused on the relevant facts.  

Oral and anonymous complaints will be reviewed but are inherently difficult to 

investigate and may not be procedurally fair; as a result no disciplinary action shall be 

taken on anonymous complaints unless verified by clear and convincing evidence.  All 

other complaints will be reviewed based on a preponderance of evidence standard.   

 

3. Any school employee that has reliable information that would lead a reasonable person to 

suspect that a person is a target of harassment, bullying, or intimidation shall immediately 

report it to the principal/designee.  The principal/designee will document any prohibited 

incident that is reported and confirmed, and report all incidents of discrimination, 

harassment, intimidation, bullying or cyber bullying and the resulting consequences, 

including discipline and referrals, to the superintendent’s office as they occur. 



 

4. A good faith report from a staff member renders the staff member immune from 

discipline for making a report and is considered to have been made in the course of the 

staff member’s employment for purposes of M.G.L. c. 258.  As a result, the school 

district will indemnify staff members from any cause of action arising out of a good faith 

report of harassment of the district’s subsequent actions or inaction in connection thereto. 

 

5. Instances of harassment (student to student, staff member to student, student to staff 

member, and staff member to staff member) should be reported to the principal/designee. 

 

6. Once a charge of harassment has been made, including charges of mental, emotional or 

physical harassment as well as threats to a person’s safety or position in the school or 

work environment, the following course of action should be taken.  (a) The 

principal/designee should investigate the charge through discussions with the individuals 

involved.    In situations involving allegations against a staff member, he/she should be 

informed of his/her rights to have a third party present at the time of the discussion.  

Parents will be informed of the situation.  It is important that the situation be resolved as 

confidentially and as quickly as the circumstances permit.  (b)  If the harasser and the 

victim are willing to discuss the matter, the principal/designee will hold a resolution 

meeting.  During this discussion, the offending behavior should be described by the 

victim and administration, a request for a change in behavior should be made, and a 

promise should be made that the described behavior will stop.  If circumstances do not 

permit a face-to-face meeting, the administration will present the victim’s position.  

Follow-up verification procedures will be explained.  Failure to comply after a resolution 

meeting will result in appropriate discipline.    

 

7. If after a resolution meeting with the involved parties, the principal/designee determines 

that further disciplinary action must be taken, the following could occur:  (a) In instances 

involving student to student or student to staff member harassment, the student may be 

subject to discipline including but not limited to counseling, suspension, and in 

appropriate cases expulsion.  (b)  In instances involving staff member to student and staff 

member to staff member harassment, findings will be reported to the superintendent for 

further action.  Personnel action may also be initiated at this point, consistent with the 

applicable law and collective bargaining agreement.  (c)  In all cases a referral to law 

enforcement will be considered by the principal or superintendent based on 

circumstances.  School officials will coordinate with the Police Department to identify a 

police liaison for harassment cases. 

 

IV.  RETALIATION 

 

Retaliation in any form against any person who has made or filed a complaint relating to 

harassment is forbidden.  If it occurs, it could be considered grounds for dismissal of staff 

personnel and/or removal from the educational setting for a student.  A referral to law 

enforcement may be made.    

 

V.  CONFIDENTIALITY 

 

Reports of harassment should be kept completely confidential, consistent with necessary 

investigation procedures, with the goal of protecting the victim and stopping the behavior.   

 

 



COMPLIANCE WITH THE REQUIREMENTS OF  

TITLE IX AND CHAPTER 622  
Any student may report any action he/she deems harassment to any teacher, counselor, school 

nurse or any administrator. No employee or student will suffer retaliation or intimidation as a 

result of using the internal complaint procedure.  

 

Any student who believes that he/she is the victim of sexual harassment or any other form of 

harassment should make a complaint immediately to the Director of Guidance, who is the 

Coordinator of Title IX/Ch. 622.  

 

Tri-County Regional Vocational Technical High School District has adopted an internal 

grievance procedure providing for the prompt and equitable resolution of student complaints 

alleging any civil rights violations and any action that Title IX of the Educational Amendments 

of 1972; Massachusetts General Laws Chapter 76, Section 5; and Section 504 of the 

Rehabilitation Act of 1973 prohibits.  

 

VI.  STATE AND FEDERAL REMEDIES 

 

In addition, any person who believes he/she is the victim of sexual or other form of harassment 

may file a formal complaint with either or both of government agencies set forth below. Using 

the school complaint process does not prohibit a student or employee from filing a complaint 

with these agencies. Each of the agencies has a brief window of time for filing a claim (EEOC-

180 days; MCAD-6 months).  

 

The United States Equal Employment Opportunity Commission (EEOC)  

1 Congress Street 10th floor Boston, MA 02114  

617-565-3200  

 

The Massachusetts Commission Against Discrimination (MCAD)  

Boston Office:  

One Ashburton Place, Room 601  

Boston, MA 02108  

617-727-3990  

Springfield Office:  
424 Dwight Street, Room 220  

Springfield, MA  

413-739-2145 

 

 

 

School Committee approved - February 17, 2010  
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FAMILY AND MEDICAL LEAVE ACT POLICY     4104 

 

STATEMENT OF POLICY 

 

 In accordance with the Family and Medical Leave Act, effective August 5, 1993, Tri-

County Regional Vocational Technical School District will grant job protected unpaid family 

and medical leave to eligible employees for up to twelve (12) weeks per twelve (12) month 

period for any one or more of the following reasons: 

 

A. The birth of a child and in order to care for such child or the placement of a child with 

the employee for adoption or foster care (leave taken for this reason must be taken 

within the 12-month period following the child’s birth or placement with the 

employee); or 

 

B. In order to care for an immediate family member (spouse, child, or parent) of the 

employee is such immediate family member has a serious health condition; or 

 

C. The employee’s own serious health condition that makes the employee unable to 

perform the functions of his/her position. 

 

 

DEFINITIONS 

 

A. 12-Month Period – means a rolling 12-month period measured backward from the date 

the leave is taken and continuous with each additional leave day taken. 

 

B. Spouse – does not include unmarried domestic partners.  If both parties work for Tri-

County Regional Vocational Technical School District their total leave in any 12-month 

period may be limited to an aggregate of 12 weeks if the leave is taken for either birth or 

placement for adoption or foster care of a child or to care for a sick parent. 

 

C. Child – means a child either under 18 years of age, or 18 years of age or older who is 

incapable of self-care because of a mental or physical disability.  An employee’s child is 

one for whom the employee has actual day-to-day responsibility for care and includes 

biological, adopted, foster, or stepchild. 

 

D. Serious Health Condition – means an illness, injury, impairment, or a physical or mental 

condition that involves: 

 

1. Inpatient care; or 

 

2. Any period of incapacity requiring absence from work for more than (3) three 

calendar days and that involves continuing treatment by a health care 

provider; or 



3. Continuing treatment by a health care provider for a chronic or long-term 

health condition that is incurable or which, if left untreated, would likely 

result in a period or incapacity of more than three (3) calendar days; or 

4. Prenatal care by a health care provider. 

 

E. Continuing Treatment means: 

 

1. Two (2) or more visits to a health care provider; or 

2. Two (2) or more treatments by a health care practitioner on referral from, or 

under the direction of, a health care provider; or 

3. A single visit to a health care provider that results in a regimen of continuing 

treatment; or 

4. In the case of serious, long-term or chronic condition or disability that cannot 

be cured, being under the continuing supervision or, but not necessarily being 

actively treated by a health care provider. 

 

COVERAGE AND ELIGIBILITY 

 

 To be eligible for family/medical leave an employee must: 

 

1. Have worked for Tri-County Regional Vocational Technical School District for at 

least twelve (12) months; and 

2. Have worked at least 1250 hours over the previous twelve (12) month period. 

 

INTERMITTENT OR REDUCED LEAVE 

 

A. An employee may take leave intermittently (a few days or a few hours at a   time) or on a 

reduced leave schedule to care for an immediate family member with a serious health 

condition or because of a serious health condition or the employee when “medically 

necessary”. 

 

1. “medically necessary” means there must be a medical need for the leave and that 

the leave can best be accomplished through an intermittent or reduced leave 

schedule. 

 

2. The employee may be required to transfer temporarily to a position with 

equivalent pay and benefits that better accommodates recurring periods of leave 

when the leave is planned based on scheduled medical treatment. 

 

B. An employee may take leave intermittently or on a reduced leave schedule for birth or 

placement for adoption or foster care of a child only with the Employer’s consent. 

 

C. For part-time employees the family and medical leave entitlement is calculated on a pro 

rata basis.  A weekly average of the hours worked over the twelve (12) weeks prior to the 

beginning of the leave will be used for calculating the employee’s normal work schedule. 

 

NOTICE REQUIREMENT 

 

A. An employee is required to give thirty (30) days notice in the event of a foreseeable 

leave.  A “Request for Family/Medical Leave” form (obtained from Business Office) 

must be completed by the employee and returned to the Business Office.  In unexpected 



or unforeseeable situations, an employee must provide as much notice as is practicable, 

usually verbal notice within one of two business days of when the need for leave 

becomes known, followed by a completed “Request for Family/Medical Leave” form. 

 

B. If an employee fails to give thirty (30) days notice for a foreseeable leave with no 

reasonable excuse for the delay, the leave will be denied until thirty (30) days after the 

employee provides notice. 

 

MEDICAL CERTIFICATION 

 

A. For leaves taken because of the employee’s or a covered family member’s serious 

health condition, the employee must submit a completed Physician or Practitioner 

Certification” form (obtained from Business Office) and return the certification to 

Business Office.  Medical certification must be provided by the employee within 

fifteen (15) days after requested, or as soon as is reasonably possible. 

 

B. Tri-County Regional Vocational Technical School District may require a second or 

third opinion (at its own expense) periodic reports on the employee’s status and intent 

to return to work, and a fitness-for-duty report to return to work. 

 

All documentation related to the employee’s or family member’s medical condition 

will be held in strict confidence. 

 

EFFECT ON BENEFITS 

 

A. An employee granted leave under this policy will continue to be covered under Tri-

County Regional Vocational Technical School District group health insurance, life 

insurance or long-term disability plan under the same conditions as coverage would 

have been provided if they had been continuously employed during the leave period. 

 

B. Employee contributions will be required either through payroll deduction or by direct 

payment to Business Office.  The employee will be advised in writing at the 

beginning of the leave period as to the amount and method of payment.  Employee 

contribution amounts are subject to change in rates that occur while the employee is 

on leave. 

 

C. If an employee’s contribution is more than thirty (30) days late Tri-County Regional 

Vocational Technical School District may terminate the employee’s insurance 

coverage. 

 

D. If Tri-County Regional Vocational Technical School District pays the employee 

contributions missed by the employee while on leave, the employee will be required 

to reimburse the employer for delinquent payment (on a payroll deduction schedule) 

upon return from leave.  The employee will be required to sign a written statement at 

the beginning of the leave period authorizing the payroll deduction for delinquent 

payments. 

 

E. If the employee fails to return from unpaid family/medical leave for reasons other 

than (1) the continuation of a serious health condition of the employee or a covered 

family member or (2) circumstances beyond the employee’s control (certification 

required within thirty (30) days of failure to return for either reason), Tri-County 



Regional Vocational Technical School District may seek reimbursement from the 

employee for the portion of the premiums paid by name of the employer on behalf of 

that employee (also known as the employer contribution) during the period of leave. 

 

F. An employee is not entitled to seniority or benefit accrual during periods of unpaid 

leave but will not lose anything accrued prior to the leave. 

 

JOB PROTECTION 

 

A. If the employee returns to work within twelve (12) weeks following a family/medical 

leave, she/he will be reinstated to his/her former position or an equivalent position 

with equivalent pay, benefits, status and authority. 

 

B. The employee’s restoration rights are the same as they would have been had the 

employee not been on leave.  Thus, if the employee’s position would have been 

eliminated or the employee would have been terminated but for the leave, the 

employee would not have the right to be reinstated upon return from leave. 
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EQUAL OPPORTUNITY EMPLOYER       4105 

 

 

The Tri-County Vocational School District is an equal opportunity employer and coeducational 

public school, and does not discriminate because of race, religion, ethnic origin, color, age or sex, 

any person in its employment or in the enrollment of students.  The Regional School does not 

exclude on the basis of race, religion, ethnic origin, color, age or sex, any person from its 

educational program, and/or activities. 

 

Any inquiries or grievances regarding Title IX or Chapter 622 may be directed to the Coordinator 

of Title IX and Chapter 622, Ms. Adele Sands, Director of Student Services in the Guidance Office, 

ext. 121. 
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NONDISCRIMINATION         4106 

 

 

The Tri-County Regional Vocational Technical School District is an equal opportunity employer 

and coeducational high school that does not discriminate on the basis of race, color, sex, gender 

identity, religion, national origin, sexual orientation, or disability in its employment policies, in 

the enrollment of students, or in eligibility for programs and activities in compliance with Title 

VI of the Civil Rights Act of 1964, Title IX of the 1972 Educational Amendments, and Section 

504 of the Rehabilitation Act of 1973.  Any inquiries regarding the Title VI, Title IX or 504 

processes should be directed to the Director of Student Services at Tri-County RVTHS. 

 

 

 

Revised March 20, 2013 

School Committee Approved 
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MILITARY LEAVE          4107 

 

 

 

1. Every person who is a member of a reserve component of the Armed Forces of the 

United States of America shall be granted a leave of absence for active duty. 

 

2. The difference between military and employee’s salary shall be paid by the Tri-County 

School District if the tour of duty is during the school year. 

 

3. Whenever possible, the tour of duty shall be arranged during the summer months or at 

such times that the school is not in session. 
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CORI POLICY          4108 

                       

Where Criminal Offender Record Information (CORI) checks are part of a general background 

check for employment, volunteer work or licensing purposes, the following practices and 

procedures will generally be followed.  

 

I.  CORI checks will only be conducted as authorized by Department of Criminal Justice 

Information Services (DCJIS). All applicants will be notified that a CORI check will be 

conducted. If requested, the applicant will be provided with a copy of the CORI policy.  

 

II. An informed review of a criminal record requires adequate training. Accordingly, all 

personnel authorized to review CORI in the decision-making process will be thoroughly 

familiar with the educational materials made available by DCJIS.  

 

III.  Unless otherwise provided by law, a criminal record will not automatically disqualify an 

applicant. Rather, determinations of suitability based on CORI checks will be made 

consistent with this policy and any applicable law or regulations.  

 

IV.  If a criminal record is received from DCJIS, the authorized individual will closely 

compare the record provided by DCJIS with the information on the CORI request form 

and any other identifying information provided by the applicant, to ensure the record 

relates to the applicant.  

 

V.  If the Tri-County Regional Vocational Technical High School District is inclined to make 

an adverse decision based on the results of the CORI check, the applicant will be notified 

immediately. The applicant will be provided with a copy of the criminal record and the 

organization's CORI policy, advised of the part(s) of the record that make the individual 

unsuitable for the position or license, and given an opportunity to dispute the accuracy 

and relevance of the CORI record.  

 

VI.  Applicants challenging the accuracy of the policy will be provided a copy of DCJIS’s 

Information Concerning the Process in Correcting a Criminal Record. If the CORI record 

provided does not exactly match the identification information provided by the applicant, 

Tri-County Regional Vocational Technical High School District will make determination 

based on a comparison of the CORI record and documents provided by the applicant. The 

Tri-County Regional Vocational Technical High School District may contact DCJIS and 

request a detailed search consistent with DCJIS policy.  

 

VII.  If the Tri-County Regional Vocational Technical High School District reasonably 

believes the record belongs to the applicant and is accurate, based on the information  

 as provided in section IV on this policy, then the determination of suitability for the  

 position or license will be made. Unless otherwise provided by law, factors considered  

 in determining suitability may include, but not be limited to the following:  

 

 (a) Relevance of the crime to the position sought  

 (b) The nature of the work to be performed  

 (c) Time since the conviction  



 (d) Age of the candidate at the time of the offense  

 (e) Seriousness and specific circumstances of the offense  

 (f) The number of offenses  

 (g) Whether the applicant has pending charges  

 (h) Any relevant evidence of rehabilitation or lack thereof  

 (i) Any other relevant information, including information submitted by the  

     candidate or requested by the hiring authority  

 

VIII.  Tri-County Regional Vocational Technical High School District will notify the applicant  

 of the decision and the basis of the decision in a timely manner.  

 

 

 

 

 

 

 

 

 
School Committee approved update – September 17, 2014 
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EMAIL ACCEPTABLE USE POLICY       4109 

 

This written Email Acceptable Use Policy, which governs employees’ use of the Tri-County 

RVTSD email system, applies to email use while on Tri-County RVTSD property, as well as at 

remote locations, including but not limited to employees’ homes, airports, and hotels.  The Tri-

County RVTSD email rules and policies apply to full-time employees, part-time employees, 

independent contractors, interns, consultants, suppliers, and other third parties.  Any employee 

who violates the Tri-County RVTSD email rules and policies is subject to disciplinary action, up 

to and including termination. 

 

Email Exists for Tri-County RVTSD School Business Purposes 

 

The Tri-County RVTSD allows email access primarily for school business purposes.  Employees 

may use the Tri-County RVTSD email system for personal use only in accordance with this 

policy.  Employees are prohibited from using personal email software (Hotmail, etc.) for 

business or personal communications at the office. 

 

Authorized Personal Use of Email 
 

Employees are prohibited from using email to operate a business, conduct an external job search, 

solicit money for personal gain, campaign for political causes or candidates, or promote or solicit 

funds for a religious or other personal cause.  However, employees may use email to 

communicate with spouses, children, domestic partners, and other family members. 

 

Privacy 
 

The email system is the property of the Tri-County Regional Vocation School District.  Tri-

County RVTSD has the legal right to monitor usage of the email system. Employees have no 

reasonable expectation of privacy when using the Tri-County RVTSD email system. 

 

Offensive Content and Harassing or Discriminatory Activities Are Banned 
 

Employees are prohibited from using email to engage in activities or transmit content that is 

harassing, discriminatory, menacing, threatening, obscene, defamatory, or in any way objection-

able or offensive. Employees are prohibited from using email to:  

 

 Send, willingly receive, solicit, print, copy, or reply to text or images that disparage 

others based on their race, religion, color, sex, sexual orientation, national origin, 

veteran status, disability, ancestry, or age. 

 

 Send, willingly receive, solicit, print, copy, or reply to jokes (text or images) based on 

race, religion, color, sex, sexual orientation, national origin, veteran status, disability, 

ancestry, or age 

 

 Send, willingly receive, solicit, print, copy, or reply to messages that are disparaging 

or defamatory. 



 

 Spread gossip, rumors, and innuendos about employees, clients, suppliers, or other 

outside parties. 

 

 Send, willingly receive, solicit, print, copy, or reply to sexually oriented messages or 

images. 

 

 Send, willingly receive, solicit, print, copy, or reply to messages or images that contain 

foul, obscene, off-color, or adult-oriented language. 

 

 Send, willingly receive, solicit, print, copy, or reply to messages or images that are 

intended to alarm others, embarrass the Tri-County RVTSD, negatively impact 

employee productivity, or harm employee morale. 

 

Confidential, Proprietary, and Personal Information Must Be Protected 
 

Unless authorized to do so, employees are prohibited from using email to transmit confidential 

information to outside parties. Employees may not access, send, receive, solicit, print, copy, or 

reply to confidential or proprietary information about the Tri-County RVTSD, employees, 

students, suppliers, and other Tri-County RVTSD associates. 

 

School Business Record Retention 
 

Email messages create written Tri-County RVTSD business records, and are subject to the Tri-

County RVTSD written rules and policies for retaining and deleting Tri-County RVTSD 

business records. See the Tri-County RVTSD electronic school business record retention policy 

for more information. 

 

Violations 
 

These guidelines are intended to provide school employees with general examples of acceptable 

and unacceptable use of the Tri-County RVTSD email system and may not include all possible 

violations. A violation of this policy may result in disciplinary action up to and including 

termination. 

 

Acknowledgement 
 

If you have questions about the above policies and procedures, address them to the 

Superintendent’s Office before signing the following agreement.   

 

I have read the Tri-County RVTSD Email Acceptable Usage Policy and agree to abide by it. I 

understand that a violation of any of the above policies and procedures may result in disciplinary 

action, up to and including my termination. 

 

______________________________ 

User Name 

______________________________ 

User Signature 

______________________________ 

Date      School Committee approved November 13, 2007 
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NETWORK AND INTERNET ACCEPTABLE USE POLICY    4110 

 

The Tri-County Regional Vocational Technical School District (Tri-County RVTSD) is pleased 

to offer staff members access to the organization’s computer Network and the Internet. This 

Policy applies to employees granted Network and Internet access by the Tri-County RVTSD. For 

Tri-County RVTSD to continue making Network and Internet access available, employees must 

behave appropriately and lawfully. Upon acceptance of your account information and agreement 

to follow this Policy, you will be granted Network and Internet access.  If you violate this Policy, 

you may be subject to disciplinary action, up to and including termination.  If you have any 

questions about the provisions of this Policy, you should contact the Superintendent. 

 

1. Personal Responsibility 

 

By accepting your account password and related information, and accessing the Tri-County 

RVTSD Network or Internet system, you agree to adhere to this Policy.  

 

2. Term of Permitted Use 

 

Network and Internet access extends throughout the term of your employment provided you 

do not violate the organization’s Computer Network and Internet Acceptable Use Policy. 

Note: The Tri-County RVTSD may suspend access at any time for technical reasons, Policy 

violations, or other concerns. 

 

3. Purpose and Use 

 

The Tri-County RVTSD offers access to its Network and Internet system for school business 

and educational purposes only. If you are unsure whether an activity constitutes appropriate 

business use, consult the Superintendent. 

 

4. Netiquette Rules 

 

Employees must adhere to the rules of Network etiquette, or Netiquette. In other words, you 

must be polite and use the Network and Internet appropriately and legally. The Tri-County 

RVTSD will determine what materials, files, information, software, communications, and 

other content and activity are permitted or prohibited, as outlined below. 

 

5. Banned Activity 

 

The following activities violate the Tri-County RVTSD Computer Network and Internet 

Acceptable Usage Policy: 

 

(A) Using, transmitting, willingly receiving, or seeking inappropriate, offensive, vulgar, 

suggestive, obscene, abusive, harassing, belligerent, threatening, defamatory or misleading 

language or materials. 

 

(B) Revealing personal information, such as the home address, telephone number, or financial 

data of another person or yourself without proper authorization from administration. 



 

(C) Making ethnic, sexual-preference, or gender-related slurs or jokes. 

 

(D) Engaging in illegal activities, violating the Faculty Handbook, or encouraging others to do 

so. Examples: 

 

1.  Selling or providing substances prohibited by the Tri-County RVTSD employment 

policy or the Faculty Handbook. 

 

2.  Accessing, transmitting, willingly receiving, or seeking unauthorized, confidential 

information about students or colleagues. 

 

3.  Conducting unauthorized business. 

 

4.  Viewing, transmitting, downloading, or searching for obscene, pornographic, or illegal 

materials. 

 

5.   Unauthorized access of other employees’ folders, files, work, or computers. 

Intercepting communications intended for others. 

 

(E) Causing harm or damaging others’ property. Examples: 

 

1.   Downloading or transmitting copyrighted materials without permission from the 

copyright holder. Even when materials on the Network or the Internet are not marked with 

the copyright symbol, ©, employees should assume all materials are protected under 

copyright laws––unless explicit permission to use the materials is granted. 

 

2.  Using another employee’s password to trick recipients into believing someone other 

than you is communicating or accessing the Network or Internet. 

 

3.   Uploading a virus, harmful component, or corrupted data or intentionally causing 

damage, physically or otherwise, to the Tri-County RVTSD Network or related equipment. 

 

4.   Using software that is not licensed or approved by the Tri-County RVTSD. 

 

(F) Jeopardizing the security of access, the Network, or other Internet Networks by the 

unauthorized disclosure or sharing passwords and/or impersonating others. 

 

(G) Accessing or attempting to access controversial or offensive materials. Network and 

Internet access may expose employees to illegal, defamatory, inaccurate, or offensive materi-

als. 

 

(H) Engaging in unauthorized commercial activity. Employees may not sell or buy anything 

over the Internet without proper authorization. Employees may not solicit or advertise the sale 

of any goods or services without proper authorization. Employees may not divulge private  

information––including credit card numbers and Social Security numbers—about themselves               

or others unless authorized to do so by administration, in the normal execution of their duties. 

 

(I) Wasting the Tri-County RVTSD computer resources.  Do not send electronic chain letters. 

Do not send email copies to nonessential readers. Do not send email to group lists unless it is 

appropriate for everyone on a list to receive the email. Do not send organization-wide emails 



without your supervisor’s permission. 

 

(J) Encouraging associates to view, download, or search for materials, files, information, soft-

ware, or other offensive, defamatory, misleading, infringing, or illegal content. 

 

6. Confidential Information 

 

Employees may have access to confidential information about the Tri-County RVTSD, our 

employees, and students. With the approval of administration, employees may use email to 

communicate confidential information internally to those with a need to know.  When a 

matter is personal, it may be more appropriate to send a hard copy, place a phone call, or meet 

in person.  

 

7. Privacy 

 

Network and Internet access is provided as a tool for our organization’s educational mission. 

The computer system is the property of the Tri-County RVTSD.  The Tri-County RVTSD has 

the legal right to monitor usage of the Network and the Internet. Employees have no 

reasonable expectation of privacy when using the Tri-County RVTSD computer system, 

Network, or Internet. 

 

 

Employee Acknowledgment 

 

Note: If you have questions or concerns about this Policy, contact the Superintendent before 

signing this agreement. 

 

I have read the Tri-County RVTSD Computer Network and Internet Acceptable Usage Policy 

and agree to abide by it. I understand violation of any of the above terms may result in 

disciplinary action, up to and including my termination. 

 

 

         

Employee Name (Printed)   

 

        

Employee Signature   

 

        

Date 

 

 

 

 

School Committee approved  3/19/2008 
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SOCIAL NETWORKING POLICY        4111 

 

1. Internet AUP still in force  

 

This policy is adopted in addition to, and not as a substitute for, the school district’s Internet 

Acceptable Use Policy, which governs use of the school district’s technological resources. 

Note:  In both policies, the terms teacher and educator refer to all Tri-County employees or 

volunteers.  

 

2. General Concerns 

 

Tri-County RVTHS recognizes the proliferation and, in some instances, usefulness, of online 

conversation between teachers and students and/or their parents or guardians.  However, due to 

the nature of social networking sites, there exists a risk, without care and planning, that the lines 

between one’s professional life and personal life will be blurred.   Our staff should always be 

mindful of how they present themselves to the world, online and otherwise.  Should an educator 

“friend” a student on Facebook, subscribe to a student’s “twitter” account, regularly engage in 

email “chat” with a student, exchange text messages with students or engage in other electronic 

communication, the school district is concerned, and the educator should be concerned, that such 

activities may undermine the educator’s authority to maintain discipline, encourage inappropriate 

behaviors and compromise the educator’s ability to remain truly objective with his or her 

students.  

 

In addition, any online communication between teachers and students and/or their parents or 

guardians using one’s own personal resources, as opposed to school district resources, 

compromises the teacher’s, as well as the school district’s, ability to retain public records in 

accordance with the requirements of the Commonwealth’s public records laws.  The law requires 

public employees who send, receive or maintain records in their capacity as public employees, to 

retain, disclose and dispose of such records in compliance with strict provisions of the public 

records law.  This law applies whether or not the record is in the form of a paper document or an 

electronic communication.  When staff members communicate through school-based resources, 

such as staff email or school sponsored web pages, such records are retained and archived 

through the school’s information technology department.  If, however, a teacher communicates 

outside of these resources, such information is not retained.  The burden falls on the teacher to 

comply with public records laws when using personal email or social network accounts to 

communicate with students and/or parents and guardians. 

 

3. Expectations of Staff 

 

With these concerns in mind, Tri-County RVTHS has instituted this “Social Networking Policy,” 

and announces its expectations for staff members’ use of social networks such as Facebook, 

Linked-in, Twitter, personal email accounts, text message features of cell phones, use of blogs, 

and other electronic or technologically based communication systems. 

 

1. Before endeavoring to establish any social networking account, teachers should 

familiarize themselves with the features of any account they choose to use.  For example, 

Facebook requires account holders to take specific steps to “privatize” the information 



they place online.  Teachers must educate themselves to these features of Facebook or 

any other social networking site selected.  Teachers will be responsible should any 

information which was intended to be “private” becomes “public” due to the teacher’s 

own ignorance of the features of the social network used or failure to properly use such 

features. 

 

2. The teacher must also know that any information shared privately with a recipient could 

be re-distributed by such recipient, without the teacher’s knowledge or consent.  The 

same principles applied to in-person communication should be applied to online 

conversation: use discretion, and do not place trust in individuals who have not proven 

themselves trustworthy.  In essence, nothing posted online is ever truly “private.” 

 

3. The school district expects the teacher to keep the line between his/her professional life 

and personal life clearly drawn at all times.   There is no reason why this cannot be done, 

even in light of the proliferation of social networking sites. All that is required is some 

forethought before using social networking for both professional and personal life, to be 

sure that these lines never become blurred. For example, if the district does not maintain 

a web portal for staff to communicate outside of school hours as necessary with students 

and families, and an educator wishes to establish a Facebook or personal email account 

through which he or she will communicate with students, he or she should establish a 

Facebook identity and email identity that is separate from his/her “personal” Facebook 

identity or personal email account.  He/she should only use his/her educational Facebook 

account or educational email account to communicate with students and/or parents and 

guardians on matters directly related to education.  The “friends” associated with such 

educational Facebook account should only be members of the educational community, 

such as administrators, teachers, students, and parents of such students. It is strongly 

recommended that teachers will reject friend requests from individuals who do not fit into 

any of these categories. 

 

4. At all times, and in the use of any form of communications, staff members will adhere to 

student privacy rights and the rights of employees to have their personnel and medical 

information kept confidential.  Staff members will not communicate online information 

that is protected by law from disclosure to third parties, in a way that unreasonably 

exposes such information to retrieval by those third parties.  For example, through an 

educational Facebook account, a teacher may not post confidential student information on 

the “wall,” the “information” section, or through any part of that Facebook account that 

would be accessible to other of the teacher’s Facebook “friends” associated with that 

account.  If a teacher wishes to communicate privately with a student through the 

educational Facebook account, such communication shall be conveyed only through the 

private email/message feature of Facebook, so that only the student may view the 

message and respond to it. 

 

5. Teachers are encouraged to communicate with students and parents on educational 

matters only, and only through school-based resources, such as school-provided email or 

web portal accounts.  Use of one’s personal email account or social networking account 

to discuss school business with students and parents is discouraged.  It should be noted 

that, just because a teacher uses his/her personal email as opposed to a school email 

account, this does not shield such email from the provisions of the public records law or 

from discovery in litigation.  It only prevents the archiving of such messages through the 

school district’s automatic email archiving system. We again remind teachers that 

information sent or received by them, even through personal email or social network 



accounts that are related to their capacity as a school employee are still subject to public 

records retention, exemption and disclosure requirements. 

6. If a teacher conveys school related messages to students and parents on his/her private 

account, he/she should save such email or any communication conveyed through a social 

networking site, or print and save a paper copy of such email or other online 

communication, and file it, and regard its privacy, as he/she would any other document 

concerning that student. The teacher should forward copies of any such emails or online 

communications to his or her school based email account so that it can be properly 

retained and archived in compliance with the requirements of the public records law.   

Any document created or received by a public employee in his or her capacity as such is 

subject to retention, and perhaps disclosure under the public records law.   

 

7. No matter what medium of communication a teacher selects, he/she should adhere to 

appropriate teacher/student boundaries.  A teacher is a role model, not a student’s friend, 

and should always conduct him or herself in accordance with this understanding. 

 

8. This policy is not intended to infringe upon a teacher’s right to speak publicly on matters 

of public concern, or to communicate with fellow members of their union on workplace 

issues, so long as such communication adheres to appropriate time, place and manner 

restrictions and does not interfere with the performance of your job duties.  However, 

when you speak via social networking sites or tools on matters concerning your work, 

you are speaking as an employee and not as a citizen, restrictions may be placed upon 

your freedom to express yourself.   Those restrictions are intended to preserve student 

confidentiality, maintain your status as an educator who should command and receive the 

respect of students, be able to maintain order and discipline in your classroom, and 

remain objective with respect to your students. 

 

9. Teachers are discouraged from using home telephones, personal cell phones, personal 

email accounts and personal Facebook accounts to communicate with students.  

Communications with students, even if school resources for such communications are not 

used, are within the jurisdiction of the school district to monitor as they arise out of the 

teacher’s position as an educator.   Any conduct, whether online or not, that reflects 

poorly upon the school district or consists of inappropriate behavior on the part of a staff 

member, may expose an employee to discipline up to and including discharge.  Even if a 

teacher is not using a school telephone, computer, classroom or the like to engage in 

contact with a student that such contact is not outside of the school district’s authority to 

take appropriate disciplinary action.  If the teacher’s behavior is inappropriate, 

undermines his/her authority to instruct or maintain control and discipline with students, 

compromises his/her objectivity, or harms students, the school district reserves the right 

to impose discipline for such behavior. A teacher may also face individual liability for 

inappropriate online communications with students and/or parents and guardians, as well 

as exposing the district to vicarious liability in certain instances.  

 

At the same time, the district recognizes that, in limited cases, use of cell phone text 

messages or cell phone calls or emails outside regular school hours may be reasonably 

necessary. For example, in connection with school sponsored events for which teachers 

serve as duly appointed advisors, they may need to convey messages in a timely manner 

to students and may not have access to school based email accounts, school provided 

telephones or school based web pages.  In such limited circumstances, the district 



anticipates that teachers will make reasonable use of their cell phones or smart phones to 

convey time sensitive information on scheduling issues and the like.   

 

10. Teachers may not access their personal email accounts or private Facebook accounts 

using school district computer resources. 

 

11. If teachers are communicating as an employee of the district in online communications, 

he/she must be aware that readers will assume he/she “speaks for the school district.”  

Therefore, all online communications, when actually conducted on behalf of the district, 

or creating the appearance that you are doing so, must be professional at all times and 

reflect positively on the school district. 

 

12. In the use of his/her Facebook account or other social networking site, the teacher may 

not, without express permission from the superintendent of schools, use the school’s 

logo, likeness or any school photographs or other property that belongs to the school.   

 

13. References to “Facebook” are not included to limit application of their policy to use of 

that program.  All online, electronic or computerized means of communication are 

subject to this policy.  Given the rapid pace of technological change it is not possible to 

identify all proprietary or commonly named or identified means of such communications. 
 

 
 
 
 
School Committee approved - March 21, 2012 

  



PERSONNEL          4000 

 

ALL EMPLOYEES          4100 

 

BACKGROUND CHECKS         4112 

 

Fingerprint-based state and national criminal history record checks for non-criminal justice 

purposes may be conducted as authorized by applicable federal authority and/or state statue for 

licensing, employment purposes, and/or other instances as directed by the Superintendent. 

 

I. Requesting CHRI (Criminal History Record Information) Checks 

 

Fingerprint-based CHRI checks will only be conducted as authorized by M.G.L. c. 71, §38R and 

42 U.S.C. § 16962, in accordance with all applicable state and federal rules and regulations, and 

in compliance with M.G.L. c. 6, §§ 167-178 and 803 CMR §§ 2.00, et seq.  If an applicant or 

employee is required to submit to a fingerprint-based state and national criminal history record 

check, he/she will be informed of this requirement and instructed on how to comply with the law.  

Such instruction will include information on the procedure for submitting fingerprints. In 

addition, the applicant or employee will be provided with all information needed to successfully 

register for a fingerprinting appointment (e.g., Authorized fingerprint vendor, vendor’s website 

address, and district provider identification number). 

 

II. Access to CHRI 
 

CHRI will not be shared with any unauthorized entity for any purpose, including subsequent 

hiring determinations. All receiving entities are subject to audit by the Massachusetts 

Department of Criminal Justice Information Services (DCJIS) and the FBI, and failure to comply 

with such rules and regulations could lead to sanctions. Title 28, U.S.C, § 534, Pub. L. 92-544 

and Title 28 C.F.R. 20.33(b) provide that the exchange of records and information is subject to 

cancellation if dissemination is made outside of the receiving entity or related entities. 

Furthermore, an entity can be charged criminally for the unauthorized disclosure of CHRI. 

 

III. Storage of CHRI 

 

CHRI will only be stored for extended periods of time when needed for the integrity and/or 

utility of an individual’s personnel file. Administrative, technical, and physical safeguards, 

which are in compliance with the most recent CJIS Security Policy, have been implemented to 

ensure the security and confidentiality of CHRI.  Each individual involved in the handling of 

CHRI will familiarize himself/herself with these safeguards. 

 

In addition to the above, each individual involved in the handling of CHRI will strictly adhere to 

the policy on the storage, retention and destruction of CHRI. 

 

IV. Retention and Destruction of CHRI 

 

Federal law prohibits the repurposing or dissemination of CHRI beyond its initial requested 

purpose. Once an individual’s CHRI is received, it will be securely retained for the following 

purposes only: 

 Historical reference and/or comparison with future CHRI requests 

 Dispute of the accuracy of the record 



 Evidence for any subsequent proceedings based on information contained in the CHRI. 

 

CHRI will be kept for the above purposes in a secure location in the office of the Superintendent. 

 

When no longer needed, CHRI and any summary of CHRI data must be destroyed by shredding 

paper copies and/or by deleting all electronic copies from the electronic storage location, 

including any backup copies or files. The shredding of paper copies of CHRI by an outside 

vendor must be supervised by an employee of Tri-County RVT School District. 

 

V. CHRI Training 

 

All Tri-County RVT School District personnel authorized to receive and/or review CHRI will 

review and become familiar with the educational and relevant training materials regarding 

SAFIS (Statewide Applicant Fingerprint Identification Services) and CHRI laws and regulations 

made available by the appropriate agencies, including the DCJIS (Department of Criminal 

Justice Information Services). 

 

VI. Determining Suitability 

 

In determining an individual’s suitability, Tri-County RVT School District will consider, but not 

be limited by the following factors: 

 Age of the applicant at the time of the offense and conviction 

 Degree of satisfaction of any parole or probation conditions 

 Conviction and/or completion of the sentence 

 Seriousness and specific circumstances of the offense 

 The nature and gravity of the crime and the underlying conduct 

 Relationship of the criminal act to the nature of work to be performed 

 The number of offenses 

 The nature of the work to be performed or position to be held or sought 

 The date of the offenses and dispositions thereof 

 The time that has passed since the offense 

 Any relevant evidence of rehabilitation or lack thereof 

 Whether the applicant has pending charges 

 

A record of the suitability determination will be retained. The following information will be 

included in the determination: 

 The name and date of birth of the employee or applicant 

 The date on which the school employer received the national criminal history check 

results 

 The suitability determination (either "suitable" or "unsuitable"). 

 

A copy of an individual’s suitability determination documentation must be provided to another 

school employer, or to the individual, upon request of the individual for whom the school 

employer conducted a suitability determination. 

 

VII. Relying on Previous Suitability Determination. 

 

When an individual for whom a school employer or the Department of Elementary and 

Secondary Education has made a suitability determination applies to work for a school employer, 



the school employer may obtain and may rely on a favorable suitability determination, if the 

following criteria are met: 

a.    The suitability determination was made within the last seven years 
 

b.    The individual has not resided outside Massachusetts for any period longer than three 

years since the suitability determination was made 
 

In addition, one of the following: 

 

       c.    The individual has been employed continuously for one or more school employers or 

has gaps totaling no more than two years in his or her employment for school employers 
 

or 
 

       d.    If the individual works as a substitute employee, the individual is still deemed suitable 

for employment by the school employer who made a favorable suitability determination. Upon 

request of another school employer, the initial school employer will provide documentation that 

the individual is still deemed suitable for employment by the initial school employer. 

 

Documentation of Reliance on a Previous Favorable Suitability Determination.  In any instance 

where Tri-County relies on a suitability determination made by another school employer or by 

the Department of Elementary and Secondary Education, Tri-County will retain the following 

documentation: 

 A copy of the documentation received from the school employer or agency that made the 

relied-upon suitability determination 

 

 Documentation establishing that the individual met the criteria of 603 CMR 51.06(3)(a), 

(b), and either (c) or (d) 

 

 Tri-County may choose to perform a new national criminal history check on an 

individual rather than rely on a previous favorable suitability determination. Tri-County 

will bear the cost of such a new check. 

 

Documentation of Reliance of Previous Unsuitability: If a previous school employer’s 

documentation demonstrates the employee was deemed “unsuitable” for employment, Tri-

County will require a new national criminal history check at the individual’s expense. 

 

VIII. Adverse Decisions Based on CHRI 

 

If inclined to make an adverse decision based on an individual’s CHRI, Tri-County will take the 

following steps prior to making a final adverse determination: 

 Provide the individual with a copy of his/her CHRI used in making the adverse decision 

 Provide the individual with a copy of this CHRI policy 

 Provide the individual the opportunity to  complete or challenge the  accuracy of his/her 

CHRI 

 Provide the individual with information on the process for updating, changing, or 

correcting CHRI 

 

A final adverse decision based on an individual’s CHRI will not be made until the individual has 

been afforded a reasonable time depending on the particular circumstances to correct or complete 

the CHRI. 

 



IX. Secondary Dissemination of CHRI 

 

If an individual’s CHRI is released to another authorized entity, a record of that dissemination 

must be made in the secondary dissemination log. The secondary dissemination log is subject to 

audit by the DCJIS and the FBI. 

The following information will be recorded in the log: 

(1) Subject name 

(2) Subject date of birth 

(3) Date and time of the dissemination 

(4) Name of the individual to whom the information was provided 

(5) Name of the agency for which the requestor works 

(6) Contact information for the requestor 

(7) The specific reason for the request 

 

X. Reporting to Commissioner of Elementary and Secondary Education 

 

Pursuant to M.G.L. c. 71, § 71R and 603 CMR 51.07, if Tri-County dismisses, declines to renew 

the employment of, obtains the resignation of, or declines to hire a licensed educator or an 

applicant for a Massachusetts educator license because of information discovered through a state 

or national criminal record check, Tri-County will report such decision or action to the 

Commissioner of Elementary and Secondary Education in writing within 30 days of the 

employer action or educator resignation. The report will be in a form requested by the 

Department of Elementary and Secondary Education and will include the reason for the action or 

resignation as well as a copy of the criminal record checks results. Tri-County will notify the 

employee or applicant that it has made a report pursuant to 603 CMR 51.07(1) to the 

Commissioner. 

 

Pursuant to M.G.L. ch 71, § 71R and 603 CMR 51.07, if Tri-County discovers information from 

a state or national criminal record check about a licensed educator or an applicant for a 

Massachusetts educator license that implicates grounds for license action pursuant to 603 CMR 

7.15(8)(a), Tri-County will report to the Commissioner in writing within 30 days of the 

discovery, regardless of whether Tri-County  retains or hires the educator as an employee. The 

report must include a copy of the criminal record check results. The school employer will notify 

the employee or applicant that it has made a report pursuant to 603 CMR 51.07(2) to the 

Commissioner and will also send a copy of the criminal record check results to the employee or 

applicant. 

 

 

School Committee Approved - September 17, 2014 

  



STUDENTS AND INSTRUCTION       5000 

 

ATTENDANCE       5100 

 

APPLICATION PROCEDURE      5101 

     

 

Tri-County will develop an admissions procedure in accordance with MGL Chapter 74, S603 

CMR 4.0. 

 

Tri-County shall develop procedure for disseminating information to residents of member 

communities which makes clear to district residents the educational opportunities available at 

Tri-County. 



STUDENTS AND INSTRUCTION       5000 

 

ADMISSIONS POLICY AND PROCEDURES              5102 

 
TRI-COUNTY REGIONAL VOCATIONAL TECHNICAL HIGH SCHOOL 

ADMISSIONS POLICY AND PROCEDURES 

 

I. INTRODUCTION 

An admissions process is necessary in vocational-technical schools where space is a 
limiting factor.  Vocational-technical programs and laboratories are designed and 
equipped to serve a specific maximum number of students safely.  Consequently, a 
complex of such shops and laboratories lacks both the space and flexibility to 
accommodate the possible needs and/or interests of all applicants.  Therefore, a 
selection process is necessary to determine which applicants may most benefit from 
such educational opportunities.  All applicants to grades nine through twelve at Tri-
County Regional Vocational Technical High School will be evaluated using the criteria 
contained in this Admissions Policy.  The Tri-County Regional Vocational Technical 
School District Committee approved this policy on June 23, 2019. 

 
II. EQUAL EDUCATION OPPORTUNITY 

Tri-County Regional Vocational Technical High School admits students and makes 
available to them its advantages, privileges and courses of study without regard to race, 
color, sex, gender identity, religion, national origin, sexual orientation, disability, 
homelessness, and veteran or military status. 
 
If there is a student with limited English proficiency, a qualified representative from Tri-
County will assist the applicant in completing the necessary forms and assist in 
interpreting during the entire application and admissions process upon request of the 
applicant.  
 
Students with disabilities may voluntarily self-identify for the purpose of requesting 
reasonable accommodations during the entire application and admissions process. 

 
Information on limited English proficiency and disability submitted voluntarily by the 
applicant, for the purpose of receiving assistance and accommodations during the entire 
application and admissions process, will not affect the admission to the school. 

 
III.  ELIGIBILITY STATEMENT 

Any eighth, ninth, tenth, or eleventh grade student who is a resident of the Tri-County 
Regional Vocational Technical School District (Franklin, Plainville, Medfield, Seekonk, 
Medway, Sherborn, Millis, Walpole, Norfolk, Wrentham, North Attleboro) who expects to 
successfully complete the current grade is eligible to apply for fall admission or 
admission during the school year subject to the availability of openings at Tri-County 
Regional Vocational Technical High School.  Successful completion of the current grade 
is defined as promotion to the next grade for current Grade 9, 10, and 11 students by the 
student’s local school district and having passed English Language Arts or its equivalent 
and mathematics for each year of high school enrollment.  

 

Successful completion for Grade 8 students is defined as having passed English 
Language Arts or its equivalent and mathematics and having been promoted to grade 9 
by the local school district.   



 

Students who begin their enrollment as District residents and move outside the District 
during their enrollment, who request to remain at Tri-County as nonresidents under M.G.L. 
c.74, Sections 7 and 7C will be allowed to do so provided that they obtain approval from the 
superintendent of the student’s district of residence in accordance with the Massachusetts 
Department of Elementary and Secondary Education Guidelines for the Vocational 
Technical Education Program Nonresident Student Tuition Process located at: 
http:www.doe.mass.edu/cte/admissions/non_guidelines.  

In all cases, nonresident applicants must file a Chapter 74 Vocational Technical Nonresident 
Student Tuition Application located at: http://www.doe.mass.edu/cte/admissions with the 
superintendent of the student’s district of residence in accordance with the Massachusetts 
Department of Education Guidelines for the Vocational Technical Education Program 
Nonresident Student Tuition Process pursuant to M.G.L. c.74. 
http://www.doe.mass.edu/cte/admissions/nonres_guidelines. 

Students residing in towns not included in the Tri-County Regional Vocational  Technical 
School District may apply if they meet all the requirements listed above.  These applicants 
will be considered for any openings remaining after those eligible from the district towns 
have been admitted.   
 
Transfer students from other chapter 74 programs are eligible to apply for fall admission or 
admission during the school year to Grades 9-12 at Tri-County provided they expect to 
successfully complete their current grade.  Transfer students will be evaluated using the 
criteria contained in this Admission Policy.  
 
Home schooled students must provide documentation from their local superintendent 
showing approval of curriculum and evidence of work reflecting state benchmarks. Refer to 
page 4, section VI for additional information. 

 
IV. ORGANIZATIONAL STRUCTURE 

It is the responsibility of the Tri-County Regional School District Superintendent to supervise the 
administration of the policies and procedures required to admit and enroll applicants in 
conformity with this Admissions Policy.   

 
Tri-County has an Admissions Committee appointed by the Superintendent.  The committee 
consists of the Principal, Guidance Department Head, the Director of Special Education, Dean 
of Students, the Vocational Director and other administrators deemed necessary.  The 
Guidance Department Head serves as the Chair of the Admissions Committee.  Responsibilities 
of the Admissions Committee include: 

 Determination of standards for admission 

 Development and implementation of admissions procedures 

 Processing of applications 

 Ranking of students 

 Admission of students according to the procedure and criteria in the admissions policy 

 Establishment and maintenance of a waiting list of acceptable candidates 
It is the responsibility of the Admissions Committee to ensure that to whatever extent possible 
all qualified applicants are served with no limitations on the number accepted from each of the 
11 towns according to available space.  In the event that applications exceed the number of 
openings available in any grade level, 9 – 12, each member town’s percentage of seats will be 
the ratio of that town’s eligible high school student population, as determined by the most 
recently available January 1st School-Attending Children Report, for children in grades 8 – 11 as 
compared to the total number of children in grades 8 – 11 reported within Tri-County’s School 
District.  Available spaces from communities that have not filled their available seats with 



acceptable candidates by May 1st of each year will be distributed to those communities that 
have an excess of acceptable candidates. 

 
Openings for grades 9 – 12 will be determined by the Tri-County Administration.  Tri-County is 
in compliance with State and Federal legislation guaranteeing equal access to public 
educational institutions. 
 
Students who have withdrawn from Tri-County must reapply and meet the established 
admissions criteria. 
 
Nonresident students must meet the same admissions criteria as resident students.  They will 
be admitted on a space-available basis after June 30th following the completion of the 
admissions process for in-district students.   Nonresident students must have approval of their 
nonresident tuition arrangements. 
  
Transfer students from other vocational schools will adhere to the admissions policy and will be 
accepted on an individual basis on a space-available basis. 
 
Tri-County Regional Vocational Technical High School does not participate in the School Choice 
Program. 
 
V. RECRUITMENT PROCESS  

Prior to applying to Tri-County, district students have several opportunities to gain 
information about the School and its programs including: 

 
1. Program of Study booklets/pamphlets describing Tri-County’s academic and 

vocational programs and an application are available in the sending schools and Tri-
County Guidance Office.  Program of Study booklets/pamphlets are mailed to all 
district grade 8 students. 

 
2. All the region’s grade 8 students have the opportunity to attend Career Days at Tri-

County which are generally held in late October and/or early November.  Students 
tour the school, learn about available programs, and listen to presentations 
describing career pathways.  Transportation for the day is provided by Tri-County.  
Participation in Career Days is not a prerequisite for admission. 

 
3. Tours are available to the public on Tuesdays at 9:00 A.M.  The Tri-County 

Vocational Technical School Office is open year round to provide information to 
prospective applicants.   Information about the school is also available at the Tri-
County website at www.tri-county.us.   

 
4. An Open House for Grade 8 Parents and Students is held in early November. 

 
VI. APPLICATION PROCESS 

The application for admissions is found on the Tri-County website (www.tri-county.us) 
and is translated into different languages. Brochures and postcards with application 
information and directions are mailed to all eighth grade students who reside within the 
Tri-County Regional School District. 

 
1. The application, requesting personal information and program choices, is filled out by 

the child and parent.  The parent must sign (or e-sign) the application to indicate 
approval of their son/daughter’s application and authorize the release of all 
information by the sending school. 

 

http://www.tri-county.us/


2. The application is submitted online, each year the Tri-County regional middle schools 
will be contacted and provided login information to view and to submit applicants 
school records that are required for admissions. This information includes the 
student’s report card for the previous year and the first half of the current year; 
attendance reports for the same time period; the school recommendation, discipline 
record and any other pertinent information.  Paper applications should be requested 
from the Tri-County Guidance Department.  

 
3. Students are scheduled for an interview with a member of the admissions team or 

their designee. In the case of student absence on the interview day, or in the case of 
a late applicant, the interview schedule will be mutually agreed upon between the 
Director of Guidance and the student’s counselor and/or parent(s)/guardian.  The 
purpose of the interview is to clarify the student’s reason for attending Tri-County, 
choice of program areas, career goals, interests and motivation.    

 
4. Notification will be made by the Guidance Department Head to all applicants by May 

1st.  Each applicant will receive a letter notifying them of an admissions decision 
including; accept, reject, or waitlist. Regional middle school counselors will be 
notified. The wait list is valid for the current school year. If openings occur, the seats 
are filled by accepting resident applicants from the waiting list. These resident 
applicants, like those accepted earlier, are accepted in order of their place on the 
waiting list, which is determined by the total points given according to the selection 
criteria. 

 

5. Fall priority admissions application deadline is December 31. Applications will be 
accepted until capacity is reached. Capacity is determined by the Superintendent.   

 

6.  Home Schooled Students (including approved online educated) who are formally 
being home schooled may apply for admission to Tri-County Regional Vocational 
Technical High School, including admission during the school year, provided all 
admission criteria are followed.  

 

 The home schooled student’s parent(s)/guardian(s) must submit a copy of 
the home school approval letter from the local school superintendent, 
provide documentation showing the approval of the curriculum, and 
provide evidence of work reflecting state benchmarks.  

 Home schooled students will be accepted to Tri-County Regional 
Vocational Technical High School according to the selection criteria 
contained in this Admission Policy.  

 The Admission Policy for home schooled students includes: Students who 
are home schooled may apply for admission to Tri-County, including 
admission during the school year, provided all admissions policy criteria is 
followed: a) The homeschooled student must submit a copy of the “Home 
School Approval Letter” from the local superintendent. b) If grades are not 
available, a representative sample portfolio of the student’s body of work 
in English, Math, Science and Social Studies must be submitted. c) Home 
Schooled students will be ranked on their portfolio/grades (34%), three 
letters of recommendation (33%), and an interview with Tri-County staff 
(33%). d) If the student has also attended school at any time within the 
two years of applying, the current year’s and one year prior records will 
be included as appropriate. e) Three letters of recommendation should be 
written by community member who is not a direct relation to applicant. 



VII. SELECTION CRITERIA 
1. Scholastic Achievement 

A maximum of 20 points is derived from the previous full year grades and all grades prior to 
February 1 for the current school year in English, math, social studies, and science from the 
local report card. Each class is given the appropriate letter grade (when numerical grades 
are not available, students are given the average of A-95, B-85, C-75, D-69, F-65 or below); 
the four course grades are averaged to give the overall score.  

 

Grade Averages  7 th Grade Points  8 th Grade Points 

90-100 10 10 

80-89 8 8 

70-79 5 5 

65-69 3 3 

0-64 0 0 

 
Possible score:  20 

 

Students who receive pass/fail grades: A passing grade will be awarded a score representing 
the lowest passing score.  

 

2. Attendance 
Attendance, based on the total number of absences and tardies (3 tardies = 1 absence), 
constitute the attendance category.  Points are awarded and totaled for grade 7 and the first 
half of grade 8.  For students applying for Grade 10, 11, or 12, points are awarded for the 
previous two years using the full year point value chart.  

  

7th Grade  8th Grade 

Full Year      Point Value  Half-Year     Point Value 

0 – 5  (absences) 10 0 – 3 10 

6 – 10 8 4 – 6 8 

11 – 15    6 7 – 8 6 

16 – up 0 9 – up 0 

 
  Possible score:  20 
 

3.     Conduct/Behavior 
        This criterion is a measure of the student’s rating in conduct and citizenship as determined 
         by teachers and counselors and recorded on the application and as determined by the 
         student discipline record.  Points are awarded as follows: 
     

Rating   Point Value 

Excellent (0 detentions, referrals, or logged incidents)  25 

Good (1 detention, referrals, or logged incidents) 15 

Average (2 – 4 detentions, referrals, or logged incidents) 10 

Fair (1 suspension or 4+ detentions) 5 

Poor (5+ detentions, referrals, or logged incidents 1+ days 

suspension) 
0 

 
 Possible Score: 25 

 
 
 



4.   Sending School Recommendation  
A maximum of 10 points is derived from the recommendation of the sending school 
counselor and/or other sending school personnel who know the applicant best. A 
student’s performance at his/her current grade level is being evaluated. The 
recommendation is based on a student’s effort and motivation regarding his/her 
education. Points are awarded as follows: 
 
   

Rating Point Value 

Excellent 10 

Good 8 

Average 6 

Fair 4 

Poor 0 
 

  Possible Score:  10 
 
             5.  Interview 

Each applicant will be interviewed by the Guidance Department Head or designee.  
Each applicant is asked the same questions and rated with a uniform standard.  The 
interview will provide information regarding the student’s reason for attending Tri-
County and ability to benefit there from, the student’s choice of program area, career 
goals, and his/her interests and motivation.   

  

Rating Point Value 

Excellent 25 

Good 15 

Average   10 

Fair 5 

Poor 0 

 
  Possible Score:  25 
 
 Possible score for all criteria:  100 points 

 
Applications are rank ordered from the highest admissions score to the lowest.  Students 
who have low scores and do not meet the admissions criteria will be placed on a waiting 
list or may be rejected.  Students on the waiting list will have their applications reviewed 
as space becomes available.  

 
 
VIII. SELECTION PROCESS 

The Guidance Department Head and/or designee screens each application to determine 
if it is complete.  Each criterion is translated into numerical equivalents and added, 
resulting in the admissions score.  The score is a composite point value of the five 
admissions criteria computed as follows: 

20 Points Achievement (English Language Arts, mathematics, social studies and 

science grades) 

20 Points Attendance 
25 Points Conduct/behavior 

10 Points Recommendation/effort 
25 Points Interview                        
= Admissions score 



Students from the District are rank ordered by their admission score in descending 
order.  Students applying from non-district towns are rank ordered by their admissions 
scores in descending order and their names are placed on a list entitled “Nonresident 
Applicants”. 

 
The Admissions Committee reviews the applications from each town to determine the 
final selection of entering students.  The Committee also reviews the Nonresident 
applicants and makes recommendations for acceptance when appropriate.   

 
All applicants who complete the admission process are notified of their status by a letter 
to the student and/or parent(s)/guardian(s). School Guidance Counselors will be notified 
as well. Students must be promoted to the next grade level in order to maintain their 
acceptance status. Students must pass English Language Arts and Mathematics by 
June of the school year in which the application was processed. 

 
IX.  ENROLLMENT AND CONDITIONAL ADMISSION 

In order to enroll at Tri-County Regional Vocation Technical High School as a Grade 9 
student, students must have successfully completed Grade 8.  Successful completion is 
defined as having passed English Language Arts or its equivalent and mathematics and 
having been promoted to Grade 9 by the local school district.  For students entering as 
Grade 10, 11, or 12, applicants must have been promoted to the grade they wish to 
enter by their local school district and have passed English Language Arts or its 
equivalent and mathematics in each y ear at the local school.  Nonresident students 
must have approval of their nonresident tuition arrangements.  
 
Any application found to be fraudulent, or if a student is accepted under false pretense, 
will be deemed ineligible to enroll. If that student is already enrolled, the administration 
will determine the appropriate action.  

 
   X.  PROGRAM ADMISSION 

All grade nine students who enroll in Tri-County participate in a half school year 
exploratory program which consists of two phases.  During phase one, all grade nine 
students explore all vocational programs for a 1/2 day each. During phase two, all grade 
nine students explore six exploratory programs of their choice. Each exploratory is 
graded and is figured in the student’s exploratory average. In January of the freshman 
year, students select their top three choices for a vocational major. Program choices are 
awarded based on space available determined by the Superintendent. If more students 
select a program major than there are spaces available, then the students are rank 
ordered by their exploratory grade.  If there is a tie in exploratory scores, the tie-breaker 
is the student’s exploratory score in that specific program. Remaining students are 
placed on a waiting list, rank ordered by exploratory score in that program. Those 
students are then placed in one of their alternate program selections. If the student’s 
second and third choices are not available due to space availability, the guidance 
counselor will meet with the student and review spaces available. The guidance 
counselor will meet with the student on the wait list if any opening should occur during 
the remainder of Grade 9.  
 

40 points – Average grade in all 6 explored program 
20 points – Grade in 1st choice program 
20 points – Conduct/Behavior 
20 points – Attendance 
=100 total possible points 
 
 

 



Attendance (Semester 1 – Grade 9) 

Half-Year     Point Value 

0 – 3 10 

4 – 6 8 

7 – 8 6 

9 – up 0 

 
 

Discipline Rating   Point Value 

Excellent (0 detentions, referrals, or logged incidents) 25 

Good (1 detention, referrals, or logged incidents) 15 

Average (2 – 4 detentions, referrals, or logged incidents) 10 

Fair (1 suspension or 4+ detentions) 5 

Poor (5+ detentions, referrals, or logged incidents 1+ days 

suspension) 
0 

 
 

Students who enroll in Tri-County after the completion of the Grade 9 exploratory program may 
explore vocational technical programs that have openings, before making a program selection.   
Students are evaluated and graded by each shop instructor during the period of the exploration.  
If the number of enrollees seeking a particular shop exceeds the number of openings, the 
evaluative grades received by the students rank ordered would determine the enrollee or 
enrollees who are placed in a particular shop. 
 
Students who wish to transfer from one shop to another during the school year may apply for 
transfer.  Transfer requests will be considered subject to the availability of openings in the 
requested shops.  Each transfer applicant will be interviewed and counseled individually to 
determine the appropriateness of the transfer of the particular student. 
 
 
XI.     REVIEW AND APPEALS PROCESS 

The applicant’s parents(s)/guardian(s), upon receipt of a letter from Tri-County indicating 
that the applicant was not admitted or placed on a waiting list for the school or for a 
particular program, may request a review of the decision by sending a letter requesting a 
review to the Guidance Department Head within 15 days of the receipt of the letter.  The 
Guidance Department Head will respond in writing to the letter with the findings of the 
review within 15 days of receipt of the letter.  If after the review by the Guidance 
Department Head, the parent/guardian wishes to appeal the findings, they may do so by 
sending a letter requesting a review to the Principal within 15 days of receipt of the letter 
from the Guidance Department Head.  The Principal will respond in writing to the letter 
with the findings of the review within 15 days of the receipt of the appeal letter.  The 
decision of the Principal is final. 
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Specific policies relating to student conduct and expectations will be reviewed and annually 

approved by the School Committee.  Such policies will be contained in the Student 

Handbook. 
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POLICY 

LEADERSHIP 

The Tri-County Regional Vocational Technical School District School Committee, under the 

leadership of our Superintendent-Director, approved its Bullying Policy in February 2010 

prior to the passage of M.G.L. c. 71, §370.  This policy was revised in March, 2013.  The 

Superintendent-Director and the School Committee took a pro-active stance to ensure that our 

Bullying Policy would be in the student and faculty handbooks ready for distribution for the 

2010-2011 school year.  The Bullying Prevention and Intervention Plan details the steps that 

Tri-County RVTHS has taken or will take to ensure compliance with M.G.L. c. 71, 

§370.  The Bullying Policy is part of the overall Bullying Prevention and Intervention Plan 

(the Plan).  Although the work of all faculty, staff, and administrators is critical to the plan’s 

success, the key administrators responsible for carrying out the provisions of the plan are the 

principal, the director of student services, and the dean of students.  The School Council, 

made up of parents, teachers, students, and community members, functions as the school’s 

Bullying Prevention Committee.  

 

Public Involvement in Developing the Plan 

 

As required by M.G.L. c. 71, §370, this Plan was developed by teachers, school staff, 

professional support personnel, school volunteers, administrators, community 

representatives, local law enforcement agencies, students, parents, and guardians. The 

September issue of TC Details, Tri-County RVTHS’s monthly newsletter, reviewed our 

bullying protocol.  The dean of students reviewed the bullying protocol with students on 

the first day of school. The school’s website has a Notification of Bullying or 

Retaliation link for students and parents to access at any time. Tri-County RVTHS’s 

policy is also outlined in both the faculty and student handbooks. Teachers and 

guidance personnel have been trained using materials from the Massachusetts 

Aggression Reduction Center (MARC). This was reviewed by our School Council and 

was presented at a parent meeting in December, 2010.  

 

Assessment of Needs and Resources 

 

The Plan is the district’s blueprint for enhancing capacity to prevent and respond to 

issues of bullying within the context of other healthy school climate initiatives.  As part 

of the planning process, the following was researched: 

 

 Review of new Massachusetts anti-bullying legislation:  

 review current policies and procedures  

 assess the adequacy of current programs  

 assess available resources including curricula, training 

programs, and behavioral health services.  

 Items to include in existing policy.  

 Grants or other sources of funding for anti-bullying efforts. 

 How the school district policy can be implemented in a manner that is 

ongoing throughout the school year and integrated with:  

 the school's curriculum  

 the school's discipline policies, and  



 

 other violence prevention efforts. 

 Determine which acts of discrimination, harassment, bullying or 

cyberbullying may constitute criminal activity.  

To allow for initial and periodic needs assessments, Tri-County RVTHS will: 1) develop 

and administer a survey to students, staff, parents, and guardians on school climate and 

school safety issues; 2) collect and analyze building-specific data on the prevalence and 

characteristics of bullying (e.g., focusing on identifying vulnerable populations and "hot 

spots" in school buildings, on school grounds, or on school buses). This information will 

help to identify patterns of behavior and areas of concern, and will inform decision-

making for prevention strategies including, but not limited to, adult supervision, 

professional development, age-appropriate curricula, and in-school support services.  

Planning and Oversight  

The following school or district leaders responsible for the following tasks under the Plan:  

 

1) receiving reports on bullying  Principal/Designee   

2) collecting and analyzing building-  School Council/   

and/or school-wide data on bullying to    Bullying Prevention   

assess the present problem and to    Committee (BPC)  

measure improved outcomes    Administrators  

3) creating a process for recording and  Administrators, School Counselors,  

 tracking incident reports, and for  School Council/BPC  

accessing information related to targets      

and aggressors    

4) planning for the ongoing professional  School Council/BPC    

development that is required by the law    Administrators        

5) planning supports that respond to the  Administrators  

needs of targets and aggressors    

6) choosing and implementing the  Administrators 

curricula that the school will use    HSTW Site Committee  

7) developing new or revising current  Administrators and School Committee  

policies and protocols under the Plan,    

including an Internet safety policy, and  .   

designating key staff to be in charge of    

implementation of them    

8) amending student and staff handbooks  Administrators   

and codes of conduct    

9) leading the parent or family  Administrators and School Counselors  

engagement efforts and drafting parent      

information materials    

10) reviewing and updating the Plan each  School Council/    

year, or more frequently    BPC  



 

Priority Statements 
 

Tri-County RVTHS expects that all members of the school community will treat each other in a 

civil manner and with respect for differences.  

 Tri-County RVTHS is committed to providing all students with a safe learning 

environment that is free from bullying and cyberbullying. This commitment is an 

integral part of our comprehensive efforts to promote learning, and to prevent and 

eliminate all forms of bullying and other harmful and disruptive behavior that can 

impede the learning process.  

 Tri-County RVTHS will not tolerate any unlawful or disruptive behavior, including any 

form of bullying, cyberbullying, or retaliation, in our school building, on school 

grounds, or in school-related activities. We will investigate promptly all reports and 

complaints of bullying, cyberbullying, and retaliation, and take prompt action to end 

that behavior and restore the target's sense of safety. We will support this commitment 

in all aspects of our school community, including curricula, instructional programs, 

staff development, extracurricular activities, and parent or guardian involvement.  

 

 The Plan is a comprehensive approach to addressing bullying and cyberbullying, and 

the school or district is committed to working with students, staff, families, law 

enforcement agencies, and the community to prevent issues of violence. In consultation 

with these constituencies, we have established this Plan for preventing, intervening, and 

responding to incidents of bullying, cyberbullying, and retaliation. The principal is 

responsible for the implementation and oversight of the Plan. This Plan affords all 

students the same protection regardless of their status under the law.  

 

DEFINITIONS 

 

Bullying as defined in M.G.L. c. 71, § 370 is the repeated use by one or more students of an 

unwelcome written, electronic, verbal or physical acts or gestures where a student or employee 

feels coerced, intimidated, harassed or threatened and under the circumstances (1) may cause a 

reasonable person to suffer physical or emotional harm, (2) may cause damage to another 

student’s or employee’s property, or (3) may cause a disruptive or hostile school environment. 

The behavior must interfere with an employee’s ability to perform his or her duties or with a 

student’s academic performance or ability to learn, or interfere with a student’s ability to 

participate in or benefit from services, activities, or privileges: a) That are being offered through 

the school district; or b) During any educational program or activity; or c) While in school, or 

school equipment or property, in school vehicles, on school buses, at designated school bus 

stops, at school-sponsored activities, at school-sanctioned events.  

 

Cyberbullying occurs through the use of electronic communication. This means any 

communication through an electronic device including a telephone, cellular phone, computer, 

pager, or internet. It includes, but is not limited to, email, instant messages, text messages, social 

networks, and internet postings. Cyberbullying at school can include the use of data, telephone or 

computer software that is accessed through a computer, computer system or computer network in 

any public educational institute.  See M.G.L. c. 71, §370 for the legal definition of cyberbullying. 

 

Aggressor is a student who engages in bullying, cyberbullying, or retaliation. 

 



 

Hostile environment, as defined in M.G.L. c.71, §370, 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, 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, cyberbullying, or retaliation has been perpetrated.  

 

Sexual harassment means unwelcome sexual advances, requests for sexual favors, and other 

inappropriate verbal, written, electronically transmitted, or physical conduct of a sexual nature, 

including but not limited to unwelcome comments, touching, written notes, pictures/cartoons or 

other inappropriate conduct, such as leering, whistling, brushing up against the body, 

commenting on sexual activity or body parts or any other activity that constitutes sexual 

harassment.  Sexual harassment has the effect of creating an intimidating, hostile, or offensive 

work or learning environment that takes place under any of the following circumstances:  (1) 

when submission to such conduct is made explicitly or implicitly; a term or condition of 

employment, instruction; or participation in school activities or programs; or (2) when 

submission to or rejection of such conduct by an individual is used by the offender as the basis 

for making personal or academic decisions affecting the individual subjected to sexual advances; 

or (3) when such conduct has the effect of unreasonably interfering with the individual’s work, 

attendance at school or participation in academic or curricular activities; or (4) when such 

conduct has the effect of creating an intimidating, hostile, or offensive work or learning 

environment. 

 

Hazing means any conduct or method of initiation, even if consented to, 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.  (1) Such conduct shall include, but is 

not limited to, whipping, beating, branding, forced calisthenics, exposure to the weather, 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 of safety of any 

such student or person, or which subjects such student or other person to extreme mental stress, 

including extended deprivation of sleep or rest or extended isolation.  (2) Whoever knows that 

another person is the victim of hazing and is at the scene of such activity, shall, to the extent that 

such person can do so without danger or peril to himself or others, report such activity to an 

appropriate law enforcement official as soon as reasonably practicable.  Whoever fails to report 

such behavior shall be subject to discipline. 

 

Confidentiality as defined in 603 CMR 49.07, states:  (1) a principal may not disclose 

information from a student record of a target or aggressor to a parent unless the information is 

about the parent’s own child.  (2) A principal may disclose a determination of bullying or 

retaliation to a local law enforcement agency under 603 CMR 49.06 without the consent of a 

student or his or her parent.  The principal shall communicate with law enforcement officials in a 

manner that protects the privacy of targets, student witnesses, and aggressors to the extent 

practicable under the circumstances. (3) a principal may disclose student record information 

about a target or aggressor to appropriate parties in addition to law enforcement 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 as provided in 603CMR 23.07(4)(e) and 34 

CFR 99.31(a)(10) and 99.36.  603 CMR 49.07(3) is limited to instances in which the principal 

has determined there is an immediate and significant threat to the health or safety of the student 

or other individuals.  It is limited to the period of emergency and does not allow for blanket 

disclosure of student record information.  The principal must document the disclosures and the 

reasons that the principal determined that a health or safety emergency exists. 

 

PROHIBITION AGAINST HARASSMENT INCLUDING BULLYING AND 

RETALIATION 

 

Tri-County Regional Vocational Technical High School Policy 

 

It is the policy of the Tri-County Regional Vocational Technical School District to provide a 

learning and working atmosphere for students, employees and visitors free from bullying, 

hazing, sexual harassment, and intimidation.  These terms are referenced herein as “harassment.”  

Such action may occur on the basis of race, color, sex, gender identity, religion, national origin, 

sexual orientation, or disability or for any other reason.  

 

It is a violation of this policy for any administrator, teacher or other employee, or any student to 

engage in or condone harassment in school or to fail to report or otherwise take reasonable 

corrective measures when they become aware of an incident of harassment.  

 

This policy is not designed or intended to limit the school’s authority to take disciplinary action 

or to take remedial action when such harassment occurs out of school but has a connection to 

school, or is disruptive to an employee’s or student’s work or participation in school related 

activities.   

 

Reports of cyberbullying by electronic or other means, occurring in or out of school will be 

reviewed and, when a connection to work or school exists, will result in discipline.  Parents of 

students alleged to have engaged in cyberbullying will be invited to attend a meeting at which 

the activity, words or images subject to the complaint will be reviewed.  A student disciplined for 

cyberbullying will not be re-admitted to the regular school program until his or her parent(s) 

attend such meeting. 

 

It is the responsibility of every employee, student, and parent to recognize acts of harassment and 

take every action necessary to ensure that the applicable policies and procedures of this school 

district are implemented.   

 

Any employee or student who believes that he or she has been subjected to harassment has the 

right to file a complaint and to receive prompt and appropriate handling of the complaint.  

Further, all reasonable efforts shall be made to maintain the confidentiality and protect the 

privacy of all parties, but proper enforcement of this policy may require disclosure of any or all 

information received.      

 

The principal/designee shall be responsible for assisting employees and students seeking 

guidance or support in addressing matters relating to any form of harassment. 

  



 

PROCEDURES FOR REPORTING AND RESPONDING TO 

BULLYING AND RETALIATION 

 

Reporting 

 

If any Tri-County employees or students believe that they are the victims of harassment, the 

employee or student has the right to file a complaint with the school district, either orally or in 

writing to:  

Michael Procaccini, Principal  

Tri-County Regional Vocational Technical High School  

147 Pond Street  

Franklin, MA 02038  

or 

 

Adele Sands, Director of Student Services 

Tri-County Regional Vocational Technical High School Guidance Office 

147 Pond Street  

Franklin, MA 02038 

 

Continuing Education students or teachers should direct their concerns to: 

 

Marc Koczwara, Director of Continuing Education 

Tri-County Regional Vocational Technical High School 

147 Pond Street 

Franklin, MA 02038 

 

These individuals are also available to discuss any related concerns and to provide information 

about our policy on harassment and our complaint process.  

 

Referrals of bullying may be reported from victims, friends of victims, parents, teachers, bus 

drivers, cafeteria workers, custodians, the principal, student services department, or the dean of 

students.  Reporting may be done in person or over the phone.  The person reporting the incident 

will need to fill out the Tri-County Incident Reporting Form.  If the bullying/harassment is 

electronic, alleged victims are asked to save and bring in all electronic material to be reviewed.  

All reports will be reviewed to determine what further action needs to be taken. 

 

Charges of Harassment 

 

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.  Guidelines for dealing with any charge of harassment are as follows:   

 

1. By law, harassment is defined by the victim’s perception in combination with objective 

standards or expectations.  What one person may consider acceptable behavior may be 

viewed as harassment by another person.  Therefore, in order to protect the rights of both 

parties, it is important that the victim make it clear to the harasser that the behavior is 

objectionable.  

 

2. In all charges of harassment, the victim should describe in writing the specifics of the 

complaint to ensure that the subsequent investigation is focused on the relevant facts.  

Oral and anonymous complaints will be reviewed but are inherently difficult to 

investigate and may not be procedurally fair; as a result no disciplinary action shall be 



 

taken on anonymous complaints unless verified by clear and convincing evidence.  All 

other complaints will be reviewed based on a preponderance of evidence standard.   

 

3. Any school employee that has reliable information that would lead a reasonable person to 

suspect that a person is a target of harassment, bullying, or intimidation shall immediately 

report it to the principal/designee.  The principal/designee shall document any prohibited 

incident that is reported and confirmed, and report all incidents of discrimination, 

harassment, intimidation, bullying or cyber bullying and the resulting consequences, 

including discipline and referrals, to the superintendent’s office as they occur. 

 

4. A good faith report from a staff member renders the staff member immune from 

discipline for making a report and is considered to have been made in the course of the 

staff member’s employment for purposes of M.G.L. c. 258.  As a result, the school 

district shall indemnify staff members from any cause of action arising out of a good faith 

report of harassment of the district’s subsequent actions or inaction in connection thereto. 

 

5. Tri-County RVTHS expects students, parents or guardians and others who witness or 

become aware of an instance of bullying or retaliation involving a student, to report it to 

the principal or 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.  If 

a student knowingly makes a false accusation of bullying or retaliation, he/she shall be 

subject to disciplinary action including but not limited to suspension.  Students, parents 

or guardians, and others may request assistance from a staff member to complete a 

written report.  Students will be provided practical, safe, and private ways to report and 

discuss an incident of bullying with a staff member, or with the principal or designee. 

 

6. In situations involving allegations against a staff member, he/she should be informed of 

his/her rights to have a third party present at the time of the discussion. 

 

7. Resolution:  (a) The principal/designee should investigate the charge through discussions 

with the individuals involved.  It is important that the situation be resolved as 

confidentially and as quickly as the circumstances permit.  (b) If the harasser and the 

victim are willing to discuss the matter, the principal/designee will hold a resolution 

meeting.  During this discussion, the offending behavior should be described by the 

victim and administration, a request for a change in behavior should be made, and a 

promise should be made that the described behavior will stop.  If circumstances do not 

permit a face-to-face meeting, the administration will present the victim’s position.  

Follow-up verification procedures will be explained.  Failure to comply after a resolution 

meeting will result in appropriate discipline. 

 

8. Retaliation:  Retaliation in any form against any person who has made or filed a 

complaint relating to harassment is forbidden.  If it occurs, it could be considered grounds 

for dismissal of staff personnel and/or removal from the educational setting for a student.  

A referral to law enforcement may be made. 

 

9. The principal/designee determines when further disciplinary action must be taken and the 

following could occur:  (a) In instances involving student to student or student to staff 

member harassment, the student may be subject to discipline including but not limited to 

counseling, suspension, and in appropriate cases expulsion.  (b)  In instances involving 

staff member to student and staff member to staff member harassment, findings will be 

reported to the superintendent for further action.  Personnel action may also be initiated at 

this point, consistent with the applicable law and collective bargaining agreement.  (c)  In 



 

all cases a referral to law enforcement will be considered by the principal or 

superintendent based on circumstances.  School officials will coordinate with the Police 

Department to identify a police liaison for harassment cases. 

 
Notice of Bullying or Retaliation to Parents and Guardians 

 

If bullying has been reported, Tri-County RVTHS will utilize the following procedures to notify 

parents and guardians: 

 

1. The principal/designee shall promptly notify the parent of the alleged victim and the alleged 

perpetrator of a report of bullying or retaliation and of the school’s procedures for 

investigating the report. If the alleged victim and alleged perpetrator attend different schools 

or school districts, the principal receiving the report shall inform the principal of the other 

student’s school, who shall notify the student’s parent of the report and procedures.  

 

2. The principal/designee shall inform the parent of a victim of bullying or retaliation of actions 

that school officials will take to prevent further acts of bullying or retaliation.  

  

3. A principal/designee’s notification to a parent about a report of bullying or retaliation must 

comply with confidentiality requirements of Massachusetts Student Records Regulations,   

603 CMR 23.00, and the Federal Family Educational Rights and Privacy Act 

Regulations, 34 CFR Part 99. 

 

Confidentiality is of the utmost importance when working with bullying victims.  Regulation 603 

CMR 49.07, states:  

1. A principal may not disclose information from a student record of a target or aggressor 
to a parent unless the information is about the parent’s own child. 

2. A principal may disclose a determination of bullying or retaliation to a local law        

enforcement agency under 603 CMR 49.06 without the consent of a student or his or her 
parent. The principal shall communicate with law enforcement officials in a manner that 

protects the privacy of targets, student witnesses, and aggressors to the extent practicable 

under the circumstances.  

3. A principal may disclose student record information about a target or aggressor to 
appropriate parties in addition to law enforcement 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 as provided in 603 CMR 23.07(4)(e) and 34 CFR 

99.31(a)(10) and 99.36.603 CMR 49.07(3).  This is limited to instances in which the 
principal has determined there is an immediate and significant threat to the health or 

safety of the student or other individuals. It is limited to the period of emergency and 

does not allow for blanket disclosure of student record information. The principal must 

document the disclosures and the reasons that the principal determined that a health or 
safety emergency exists.  

Each case will present different circumstances requiring an exercise of judgment as to the 
disclosure of information to or about a perpetrator or a target. The issue is not susceptible to a 
one size fits all approach. 
 
Notice to Law Enforcement Agency 

 



 
1.   Upon receipt and review of a report of bullying or retaliation, the principal/designee shall 

      make a preliminary determination whether to notify the local law enforcement agency of the 

      reported incident. The principal/designee shall notify the law enforcement agency if he/she 

      has a reasonable basis to believe that the incident may result in criminal charges against the 

      alleged perpetrator. The principal/designee shall, consistent with school policy and  

      procedure, consult with the school resource officer, if any, and such other individuals the 

      principal/designee deems appropriate in making such determination. 

  

(a) If the principal/designee decides to notify the local law enforcement agency, the 

principal/designee shall document the reasons for the decision and immediately contact the 

local law enforcement agency to discuss the incident and the law enforcement agency’s 

involvement. Nothing in this section shall prevent the principal/designee from taking 

appropriate disciplinary or other action pursuant to school policy and state law. 

  

(b) If the principal/designee decides not to notify the local law enforcement agency, or the 

local law enforcement agency determines that its involvement is not necessary under the 

circumstances, the principal/designee shall respond to the incident of bullying or retaliation 

as provided in the bullying prevention and intervention plan. If the principal/designee 

subsequently determines facts that cause him or her to believe that the perpetrator’s conduct 

may be criminal, the principal/designee shall notify the local law enforcement agency.  

 

2.   The principal/designee shall notify the local law enforcement agency of a report of bullying 

      or retaliation consistent with 603 CMR 49.06(1) if bullying or retaliation occurs on school 

      grounds and involves a former student under the age of 21. 

  

PROCEDURES FOR CREATING SAFETY 

 

1. Safety plans will be developed for the target and/or aggressor if the need arises.                                   

Responses to promote safety may include, but not be limited to, pre-determining seating 

arrangements for the target and/or 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 designee will take additional 

steps to promote safety during the course of and after the investigation, as necessary. 

 

2. The principal or 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. 

Responses to promote safety may include, but not be limited to, pre-determining seating 

arrangements for this student in the classroom, at lunch, or on the bus; identifying a staff 

member who will act as a “safe person” for the student; and altering the aggressor’s schedule 

and access to this person. The principal or designee will take additional steps to promote 

safety during the course of and after the investigation, as necessary. 

 

3. If both the dean of students and the principal make a determination to bring in the Franklin 

Police Department, they will follow the Notice to Law Enforcement Agency Policy outlined 

in this plan.  

 

BULLYING, HARRASSMENT, AND TEASING AS RELATED TO STUDENTS WITH 

SOCIAL SKILLS DEFICITS, INCLUDING THOSE ON THE AUTISM SPECTRUM 
 

There are two primary areas to target: 

 



 

1. Response to bullying and harassment 

2. Avoidance of bullying and harassment 

 

Response to bullying and harassment has been outlined in the previous section. 

 

Avoidance of bullying and harassment involves the building of social skills which allow students 

to fit in more comfortably with their peers and therefore become less likely to be targets of 

bullying.  Response to harassment involves knowing what steps to take when being harassed.   

 

The school adjustment counselor/social worker will identify students with social skills deficits 

through information from the former school, parent input, and teacher input.  For those students 

with IEP and/or 504 plans that indicate social skills deficits the team will expand the goal to 

address proficiencies needed to avoid and respond to bullying, harassment, or teasing.   

 

Various resources will be used to address building social skills, avoidance of harassment, and 

how to respond to bullying.  

TRAINING AND PROFESSIONAL DEVELOPMENT 

M.G.L. c. 71, §370 requires the district to provide ongoing professional development for 
all staff, including but not limited to, educators, administrators, counselors, school nurses, 
cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular 
activities, and paraprofessionals. 

In the fall of 2011, the director of student services began presenting an annual content 
overview of the new Anti-Bullying Laws and Regulations. 

In December, 2011, a school plan was presented to faculty and staff.  Dr. Englander from 
Massachusetts Aggression Reduction Center (MARC) discussed bullying and 
cyberbullying prevention and intervention. Dr. Englander has offered additional insights 
on reporting, classroom procedures, and signs of retaliation training for all personnel at 
Tri-County. 

Also during the 2011-2012 school year the Anti-Defamation League (ADL) presented 
school assemblies for grades 9, 10, 11 and 12.  Presentations were 45 minutes long and 
focused on bullying, prevention and intervention.  All faculty had the opportunity to attend 
the student assemblies.  Faculty participated in additional training. 

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, § 370, the content of 
schoolwide professional development will be informed by research and will include information 
on:  

 (i)  developmentally appropriate strategies to prevent bullying;  

 (ii)  developmentally appropriate strategies for immediate, effective interventions to 

stop bullying incidents;  

 (iii)  information regarding the complex interaction and power differential that can 

take place between and among an aggressor, target, and witnesses to the bullying;  

(iv)  research findings on bullying, including information about specific categories 

of students who have been shown to be particularly at risk for bullying in the 



 

school environment;  

 (v)  information on the incidence and nature of cyberbullying; and  

 (vi)  internet safety issues as they relate to cyberbullying.  

Professional development will also address ways to prevent and respond to bullying or 

retaliation for students with disabilities that must be considered when developing students' 

Individualized Education Plans (IEPs). This will include a particular focus on the needs of 

students with autism or students whose disability affects social skills development. Tri-County 

RVTHS’s Special Education Team Chair has participated in specialized training to better 

understand the requirements of M.G.L. c. 71 §370. 

Additional areas identified by the school or district for professional development include:  

 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; 

 maintaining a safe and caring classroom for all students. 

Tri-County RVTHS will provide all staff with an annual written notice of the Plan by 

publishing information about it, including sections related to staff duties, in both the faculty and 

student handbooks and on the Tri-County RVTHS website.   

In addition to annual written notice, annual training for all school staff on the Plan will include 

staff duties under the Plan, an overview of the steps that the principal or 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. 

 

ACCESS TO RESOURCES AND SERVICES 

 

Identifying Resources 
 

Tri-County has approximately one thousand students.  A variety of personnel including the 

superintendent, principal, dean of students, director of student services, academic coordinator 

and vocational director, two special education team chairs, school social worker, school      

adjustment counselor, guidance counselors, nurses, teachers, special educators, related service 

providers, and support staff work together to support the creation of a positive school 

environment within the Tri-County School District. 

 

On a weekly basis, the district’s administrative team meets to discuss and make decisions and 

share resources around relevant school-based concerns and initiatives, instructional practices, 

curriculum implementation, and services and interventions for students. 

  



 

Tri-County RVTHS has a fully developed emergency plan which is updated annually, and works 

closely with school resource officers to review school safety procedures with school staff and 

students.  The school resource officer is available to participate in school-wide presentations or 

initiatives which focus on school safety, making healthy choices, and other relevant topics.  

 

Counseling and Other Services 
 

Tri-County RVTHS’s school adjustment counselor/social worker offers services to all students. 

They may work with students individually or in small groups to address issues which primarily 

impact them in the school setting. They collaborate as needed with outside service providers, law 

enforcement, parents, and social services to address student and family needs and to provide 

referrals for families for outside services as appropriate. They identify students who require 

support around social skills and pragmatics in individual and      small group settings and help to 

develop safety plans for students who have been the targets of bullying and to offer bullying 

prevention, education programs and intervention programs for targets and aggressors. 

  

Guidance counselors assist students with their academic, vocational, and social concerns. When 

needed, guidance counselors assist in crisis interventions, safety planning, communication with 

parents and outside service agencies, and referral to community-based agencies for needed 

services for students and families. Guidance counselors also assist students with post-secondary 

school options, transitional services, academic course and shop selections. It is vitally important 

that a student have at least one specific person in school to whom he/she can turn for assistance. 

The student’s guidance counselor serves in this capacity. 

  

Whenever necessary, counselors work with teachers, administrators, parents and students to 

develop individual behavioral intervention plans and other supports to assist with student 

success. 

 

For parents/families whose primary language of the home is not English, the school district 

provides translations of written documents and communications on the district’s website. The 

district makes arrangements for a translator to be present at a school meeting to assist with 

translation for parents/guardians if needed.  

 

Students with Disabilities 

 

As required by M.G.L. c. 71B, §3, as amended by Chapter 92 of the Acts of 2010, 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.  

 

Referral to Outside Services 

 

At Tri-County RVTHS, referrals for students to outside services are determined on a case-by-

case basis.  

 

ACADEMIC AND NON-ACADEMIC ACTIVITIES 

 

The law requires each school or district to provide age-appropriate instruction in bullying 

prevention in each grade that is incorporated into the school’s curricula. Curricula must be 

evidence-based.  Effective instruction will include classroom approaches, whole school 

initiatives, and focused strategies for bullying prevention and social skills development. Tri-



 

County’s High Schools That Work (HSTW) Curriculum Committee will develop a plan to 

implement age-appropriate curriculum by grade level.  The Curriculum Committee will look at 

inclusion in English (grade 9), Health (grade 10), and History (grades 11 and 12).  Bullying 

prevention curricula will be 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 cyberbullying, including the 

underlying power imbalance; 

 Emphasizing cybersafety, including safe and appropriate use of electronic 

communication technologies; 

 Enhancing students’ skills for engaging in healthy relationships and respectful 

communications; and 

 Engaging students in a safe, supportive school environment that is respectful of diversity 

and difference.  

 

Initiatives will also teach students about the student-related sections of the Plan. At the start of 

each school year, the Plan will be reviewed with students during grade level assemblies.  

 

Through our Positive Attitudes Toward Work Success (PAWS) Program, advisors and students 

have been reviewing case studies designed to elicit discussion and allow for instruction on ways 

to recognize and handle bullying situations.  

 

In addition to curriculum interventions and explicit classroom instruction, the Tri-County 

Regional Vocational Technical School District offers extracurricular clubs which raise awareness 

and educate students on the impact of bullying. 

 

Extracurricular clubs include: 

 

 Non-Traditional Vocational Support Program 

 Diversity Club 

 

At the beginning of the school year, Tri-County RVTHS had all activity, sport, and club advisors 

read the Anti-Hazing law and sign a statement of acknowledgement with their members. 

Advisors used this opportunity to also discuss and review Tri-County RVTHS’s policies on 

bullying prevention.  

 

COLLABORATION WITH FAMILIES 
 

Tri-County RVTHS will engage and collaborate with student’s families in order to increase the 

capacity of the school or district to prevent and respond to bullying. Parents, guardians and 

students have access to the Tri-County RVTHS Bullying Policy written in the student handbook. 

Parents and guardians will also be notified in writing each year about the student-related sections 

of the Plan, in the language(s) most prevalent among the parents or guardians. The Plan will be 

posted and updated each year on the school’s website.  

1. Parent education and resources. Tri-County RVTHS offers education programs for 
parents and guardians that focus on the parental components of the anti-bullying 
curricula. In December of 2011, parents were invited to Tri-County RVTHS to review the 
plan and had time for questions and comments.  Parents were invited back in April of 



 
2012 when Dr. Englander, from MARC, discussed bullying, online safety and 
cyberbullying, prevention strategies, bullying dynamics, reinforcing the plan at home, 
and what parents need to know.  Local law enforcement personnel may also provide 
parent workshops on bullying prevention and intervention. The school will offer annual 
parent workshops on bullying prevention. 

2. Notification requirements. Each year the school or district will inform parents or     
guardians of enrolled students about the antibullying curricula that are being used. This      
notice will include information about the dynamics of bullying, including cyberbullying      
and online safety. The school or district will send parents written notice each year about      
the student-related sections of the plan and the school's Internet safety policy. All notices 
and information made available to parents or guardians will be in hard copy and 
electronic formats, and will be available in the language(s) most prevalent among    
parents or guardians. The school will post the plan and related information on its website.  

NETWORK AND INTERNET ACCEPTABLE USE POLICY FOR STUDENTS 

The Tri-County Regional Vocational Technical School District provides technology resources 
to its students for educational purposes. The goal in providing these resources is to promote 
educational excellence in Tri-County by facilitating resource sharing, innovation and 
communication with the support and supervision of the faculty and administration. The use of 
technology is a privilege, not a right.  

With access to computers and people all over the world comes the potential availability of 
material that may not be of value in the context of the school setting. Tri-County firmly believes 
that the value of information, interaction, and the available research capabilities outweighs the 
possibility that students may obtain materials not consistent with the educational goals of the 
district.  

The Tri-County Regional Vocational Technical School District expects that all students use the 
computers and computer networks in a responsible, ethical and respectful manner. This policy 
intends to clarify these expectations. Violations of this policy may result in disciplinary action, a 
loss of computer privileges, and if appropriate, legal action.  

The Tri-County Regional Vocational Technical High School District will cooperate with local, 
state or federal officials conducting an investigation related to any allegedly illegal activities 
conducted through the Tri-County computer network. Further, any work on school computers 
generates an electronic record that may be subject to public disclosure.  

Students may not use personal laptop computers in school. Students who use school assistive 
technology devices must turn in the device at the end of each school year or upon request by a 
school administrator. Failure to do so, or damage or loss of such device will result in the 
student being required to pay replacement costs.  

Users are expected to abide by the following guidelines for acceptable use of technology 
resources including the Internet. Users are personally responsible for their actions in accessing 
and using the school's computer resources.  

 Computers, peripherals, and other technologies, such as personal assistants, are to be 
used for legitimate educational activities.  

 Use the Internet only to access educationally relevant materials. Use of "remote     
proxies" in an attempt to visit blocked web sites is a violation of this policy.  

 Illegal activities, including violation of copyright or other contracts, and unauthorized 
access including "hacking," are strictly forbidden.  

 Respect the rights of copyright owners and do not plagiarize work that you find on the 
Internet.  



 
 Cite your sources. The MLA style for electronic sources is recommended. 

(http://www.mla.org)  

 Use appropriate language and do not swear, use vulgarities, or any other inappropriate 
language.  

 Do not participate in "chat rooms" or "instant messaging."  

 Do not knowingly post or forward any information that is not true.  

 Do not post private information about another person or post personal communications 
without the author's consent. 

 Do not send any material that is likely to be offensive or objectionable to recipients.  

 Do not reveal your personal address or phone number or the personal address or phone 
number of other students, faculty, or administration.  

 Do not trespass into anyone else's files, folders, or work.  

 Do not share your personal account with anyone or leave the account open or 
unattended.  

 Do not use an account assigned to another user.  

 Do not attempt to download or install any software.  

 Do not do anything to damage any computer, software, system, or service that you are 
using and never send anyone else a file or command that may damage theirs.  

 Network storage areas may be reviewed by network administrators to maintain system 
integrity and to ensure that the students are using the system responsibly.  

 Computer storage space is not private and contents may be viewed at any time.  

 Students are not allowed to use teacher computers at any time.  

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, sex, gender identity, religion, national origin, or sexual orientation. Nothing in the 

Plan prevents the school or district 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 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 §37H1/2, 

other applicable laws, or local school or district policies in response to violent, harmful, or 

disruptive behavior, regardless of whether the plan covers the behavior. 

 

 

 

 

School Committee approved - March 20, 2013 
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INSTRUCTIONAL MATERIALS SELECTION CRITERIA   5301 

 

The Superintendent shall develop a process for selection as well as reconsideration of 

instructional material, subject to School Committee approval. 

 

I.  Selection of Instructional Materials 

 

Within the financial resources available, the School Committee will be supportive of the 

effort to provide a wide range of instructional materials on all levels of difficulty, with 

diversity of appeal, and the presentation of different points of view and to allow the 

review of allegedly inappropriate instructional materials through established procedures. 

 

II.  Responsibility for Selection of Materials 

 

The Superintendent shall recommend to the School Committee all books and materials 

needed to conduct instruction in all vocational and academic areas, subject to the 

prerogative of the School Committee to reject any selection which in its discretion it 

deems inappropriate. 

 

Responsibility for coordinating the selection and purchase of instructional material rests 

with the Coordinators and Librarian-Media Director. 

 

III.  Criteria for Selection of Instructional Materials 

 

In selecting materials for instructional use, the Superintendent or his designee will: 

evaluate the existing collections; assess curricular needs; examine materials and consult 

reputable, professionally prepared selection aids. 

 

It should be understood that selection is an ongoing process which should include the 

removal of materials no longer appropriate and the replacement of lost and worn 

materials still of educational value. 

 

IV.  Procedure for Selection of Instructional Materials 

 

1. Standard reputable evaluation aids will be used in the selection of materials (e.g. Library 

Journal, School Library Journal, Booklist of New York Times Book Review, Wilson 

Library Bulletin, Previews, Media & Methods, Senior High School Library Collection, 

Magazine for Library). 

 

2.  Suggestions for teachers, administrators, and students are recommended and encouraged. 

 

3.  Materials chosen should accomplish one or more of the following objectives: 

 

a) Enrich and support the curricula. 

  



 

INSTRUCTIONAL MATERIALS SELECTION CRITERIA   5301 

 

b) Stimulate growth in factual knowledge, literary appreciation, aesthetic values, and ethical 

standards; taking into consideration the varied interest, abilities, and maturity levels of 

the pupils serviced. 

c) Provide a background of information which will enable students to make intelligent 

judgments in daily life. 

d) Present opposing sides of controversial issues so that young citizen may develop under 

guidance the practice of critical thinking and reading. 

e) Be representative of a variety of religious, ethnic, and cultural groups. 

 

4.  Consideration will be given to: 

 

a) Factual accuracy, authoritativeness, balance and integrity.  Aesthetic values must also be 

considered in the selection of materials. 

b) The potential appeal to and use by the student community. 

 

V.  Procedure for Reconsideration of Materials 

 

Occasionally, parents or other citizens of the District may want to register a complaint about 

the school using a particular book, visual aid, or other instructional materials.  The person 

desiring to register a complaint should use the following procedures: 

 

1. Criticisms of books and instructional materials will be submitted in writing to the 

Superintendent.  (Request for Reconsideration of Instructional Materials) 

 

2. The request thus submitted will be considered by a committee which will be 

appointed by the Superintendent and to include on administrator, one teacher, and two 

District residents.  The review committee will report their decision to the 

Superintendent within a two-week period. 

 

3. The challenged book or material will be judged by this committee as to its conformity 

to the aforementioned criteria. 

 

4. The committee will present, in writing, its conclusion and recommendation regarding 

the disposition of the request to the Superintendent. 

 

5. The Superintendent will notify the complainant of the action taken. 

 

6. Appeals from this decision may be made through the Superintendent to the School 

Committee for final decision. 

 

7. The material being questioned may be removed from use pending the final decision. 

 

 

Approved as a Procedure, not policy, on May 26, 1982 
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FIELD TRIPS      5302 

 

 

School Committee approval is necessary for any overnight trips of any team or group. 

 

 

Approved, May 18, 1995 



 

STUDENTS AND INSTRUCTION      5000 

 

INSTRUCTIONAL PROGRAM      5300 

 

PARENTAL NOTIFICATION RELATIVE TO SEX EDUCATION   5303 

 

 

PARENTAL NOTIFICATION RELATIVE TO SEX EDUCATION 

 

 

 In accordance with General Laws Chapter 71, Section 32A, The Tri-County School 

Committee has adopted this policy on the rights of parents and guardians of our students in 

relation to curriculum that primarily involves human sexual education or human sexuality issues. 

 

 Prior to its introduction, all parents/guardians of students enrolled in courses containing 

human sexuality issues, genetics, or evolution will be notified in writing of the courses and 

curriculum we offer that primarily involve such issues.  The Superintendent will determine the 

administrator(s) responsible for sending the notice(s).  Parents/guardians of students who enroll 

in school after the start of the school year will be given the written notice at the time of 

enrollment.  If the planned curriculum changes during the school year, to the extent practicable, 

parents/guardians will be notified of this fact in a timely manner before implementation. 

 

 Each such notice to parents/guardians will include a brief description of the curriculum 

covered by this policy, and will inform parents/guardians that they may: 

 

(1) exempt their child from any portion of the curriculum that primarily involves human 

sexual education or human sexuality issues, without penalty to the students, by sending a 

letter to the school principal requesting an exemption.  Any student who is exempted by 

request of the parent/guardian under this policy may be given an alternative assignment. 

 

(2) inspect and review program instruction materials for these curricula, which will be made 

reasonably accessible to parents/guardians and others to the extent practicable.  

Parents/guardians may arrange with the principal to review the materials at the school, 

and may also review them at other locations that may be determined by the principal. 

 

 A parent/guardian who is dissatisfied with a decision of the principal concerning notice, 

access to instructional materials, or exemption for the student under this policy may send a 

written request to the Superintendent for review of the issue.  The Superintendent or designee 

will review the issue and give the parent/guardian a timely written decision, preferably within 

two weeks of the request.  A parent/guardian who is dissatisfied with the Superintendent’s 

decision may send a written request of the School committee for review of the issue.  The School 

Committee will review the issue and give the parent/guardian a timely written decision, 

preferably within four weeks of the request.  A parent/guardian who is still dissatisfied after this 

process may send a written request to the Commissioner of Education for review of the issue in 

dispute. 

 

Policy adopted:  September 17, 1997 



 

PARENTAL NOTIFICATION RELATIVE TO SEX EDUCATION   5303 

 

 

 

NOTIFICATION OF EXEMPTION REQUEST 

(Discussion of Human Sexuality) 

 

 

 

 

Consistent with Chapter 291, Acts of 1996, of the General Laws of Massachusetts, I am 

requesting that my child be exempt, without penalty, from participation in any discussion of 

human sexuality during the Health, Microbiology, and Anatomy & Physiology Programs.  I 

understand that my child will be given an alternate assignment to complete in lieu of 

participation. 

 

 

 

STUDENT NAME:  _________________________________________________________ 

 

 

PARENT SIGNATURE:  _____________________________________________________ 

 

 

DATE:  ____________________________________________________________________ 
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EDUCATION OF ENGLISH LANGUAGE LEARNERS (ELL) POLICY  5304 

 

 

Students who do not speak English and whose native language is not English AND who 

currently cannot perform ordinary classroom work in English need to receive instruction that is 

specifically designed to assist them both in learning English and in learning subject matter 

content.  These students are referred to as limited English proficient (LEP) students or English 

language learners (ELL). 

 

Identification and Assessment 

 

Tri-County Regional Vocational Technical High School will administer a Home Language 

Survey to every incoming student as part of its initial registration procedures.  Home Language 

Surveys will be reviewed by the ELL team.  Based on the review of the Home Language 

Surveys, the ELL team will forward a list of students who need a language assessment to the 

principal.  The language skills of these students will be assessed for English proficiency using 

the English proficiency criteria set by the district.  The ELL team will compile a list of families 

who may require translation services and forward it to the principal.  Initial Entrance Criteria: 

 IPT-O, IPT-R/W or LAS O or LASR/W (I or II or LAS-O, LAS R/W, III-FLEP) 

 The Home Language Survey and assessment results will be kept in the student’s cumulative 

folder. 

 

Annual Assessment 

 

The district will annually assess the English proficiency of all limited English proficient (LEP) 

students in reading, writing, speaking and listening.  The following tests selected by the 

Massachusetts Board of Education will be administered annually by qualified staff to students 

who are English language learners: 

 The Massachusetts Comprehensive Assessment System (MCAS) in Grade 10 

 The Massachusetts English Proficiency Assessment (MEPA) in Grades 9-12 

 The Massachusetts English Language Assessment-Oral (MELA-O) in Grades 9-12 

 

Exit Criteria 

 

The district will not designate a student from limited English proficient (LEP) to formerly 

limited English proficient (FLEP) until s/he is deemed English proficient, and can  participate 

meaningfully in all aspects of the district’s general education program without the use of adapted 

or simplified English materials. 

 Score a “5” on the MELA-O Listening and Speaking Assessment 

 Perform at “proficient” level on MCAS ELA 

 Perform at Level 4 or Level 5 (between 486 and 550) on the MEPA R/W. 

 

Reclassification decisions will be based on multiple indicators such as MCAS scores, grades, 

local assessments and observations. 

 



 

The time in which LEP students receive sheltered English immersion instruction is not normally 

intended to exceed one school year.  The district will not limit or cap the amount of time in 

which an LEP student is placed in a language support program and will only exit the student 

from such a program after determining that the student is proficient in English. 

 

Program Placement and Structure 

 

The district will: 

 

 Place LEP students in sheltered English immersion classrooms, in which nearly all books and 

instructional materials are in English, but with the curriculum and presentation designed for 

students who are learning the language.  All reading, writing and subject matter are taught in 

English.  Teachers may use an English learner’s native language, when necessary, for 

clarification purposes.  The district will modify general education classrooms, so that the 

activities and instruction in those classrooms provide sheltered English instruction to LEP 

students as necessary. 

 Provide MCAS support for LEP students. 

 

Parent Involvement 

 

The district will develop and provide a mechanism focused on including parents or guardians of 

LEP students in matters pertaining to their children’s education.  The district will provide 

multiple opportunities and a variety of methods for parent-teacher communication. 

 

From the point of identification, parents/guardians will be involved in the process of their child’s 

education.  Forms and documents will be translated into the home language.  Through school 

newsletters, hand-books, and other documents, parents will be informed of school activities.  

Parents will meet with the guidance counselor to discuss the education of their child. 

 

Declining Entry 

 

The district will provide English language support to students whose parents have declined entry 

to a sheltered English immersion, ELL program. 

 When parents of English language learners notify the district of their wish to have their child 

“opt-out” of an ELL program, the district will then place the student in an English language 

general education classroom and document the parent’s notice in the student’s file.  The 

district will encourage parents to allow their children to participate in ELL programs for a 

limited time before they make a final determination to “opt-out” of the program. 

 The parents’ request will be kept in the student folder. 

 The district will also continue to keep parents of LEP students apprised of their child’s 

progress. 

 When a parent declines participation in a formal language instruction program, the district 

will continue to monitor the educational progress of the student to ensure that the student has 

an equal opportunity to have his or her English language and academic needs met by 

providing training to classroom teachers on second language acquisition and English 

language development. 

 If the district determines through monitoring that a student who has “opted-out” is not 

progressing, the district will ensure that the student’s academic language needs are being 



 

addressed.  The principal will convene a meeting including parents and staff to discuss and 

resolve this issue. 

Instructional Grouping 

 

 The district will only group students of different ages together in instructional settings if their 

levels of English proficiency are similar. 

 The district’s grouping of students will ensure that LEP students receive effective content 

instruction at appropriate academic levels that is based on the Massachusetts curriculum 

frameworks. 

 If the student is falling behind, the guidance counselor will convene a meeting and meeting 

documentation will be placed in the student folder. 

 English support services will be offered and monitored by school staff. 

 

Parent Notification 

 

Upon placement in the ELL program a notice will be mailed to the parents or guardians written 

in the primary home language, as well as in English, that informs parents of: 

 The reasons for identification of the student as limited English proficient (LEP) 

 The child’s level of English proficiency 

 Program placement and/or the method of instruction used in the program 

 The parents’ right to apply for a waiver and/or decline to enroll their child in the program 

 

The district will provide to parents and guardians of LEP students, report cards and progress 

reports in the same manner and with the same frequency as general education reporting.  The 

report shall, to the maximum extent possible, be written in a language understandable to the 

parent/guardian. 

 

Parental Waiver Procedures (from G.L. c. 71A requirements) 

 

Waivers will be granted based on parent request, providing the parent annually visits the school 

and provides written informed consent.  Parents will be provided with program descriptions in a 

language they can understand.  All waiver requests and school district responses (approved or 

disapproved waivers) must be placed in the student’s permanent school record.  Students who are 

over the age of 10 may be granted waivers when it is the informed belief of the school principal 

and educational staff that an alternative program would be better for the student’s overall 

educational process.  Students receiving waivers may be transferred to other English language 

educational programs. 

 

The district will adhere to the following regulations: 

 If 20 or more students receive a waiver at a given grade level, they must be offered a 

bilingual or other type of language support program. 

 Students in special education programs and students on Section 504 plans are exempt from 

the waiver requirement if their educational plan provides for program access in their native 

language.  LEP students are not eligible for special education services if the determinant 

factor for the eligibility is limited English proficiency. 

 

 



 

Academic Support 

 

The district will not segregate LEP students from their English-speaking peers, except when 

necessary, to implement an English learner education program.  The district will ensure that LEP 

students participate fully with their English-speaking peers and are provided support in non-core 

regular public school courses, such as elective courses, etc.  The district will ensure that LEP 

students will have the opportunity to receive academic support services, such as guidance and 

counseling, in the student’s primary language. 

 

The district will ensure that LEP students are taught to the same academic standards and 

curriculum frameworks as all students, and provided the same opportunities to master such 

standards and frameworks as other students, including the opportunity to enter academically 

advanced classes, receive credit for work done, and have access to the full range of programs. 

 

The district will provide access to the full range of academic opportunities and supports afforded 

non-LEP students, such as those outlined in the District Curriculum Accommodation Plan 

(DCAP), access to special education services, and the implementation of Section 504 Student 

Accommodation Plans, and Title I services. 

 

LEP students who are not placed in general education classrooms for instruction in core 

academic subjects such as English Language Arts, mathematics, or science will be placed 

together with native English-speaking students in classes that are not focused on language 

acquisition or application, including vocational courses, physical education, and other electives. 

 

Extracurricular Programs 

 

The district will provide appropriate support, where necessary, to limited English proficient 

students to ensure that they have equal access to the nonacademic programs and extracurricular 

activities available to their English-speaking peers. 

 

Follow-Up Support 

 

The district will monitor former LEP students exited from ELL programs to assess their progress 

in their first and second years of attendance in general education classes (2 years). 

 

To the extent possible, the district will provide access to adult basic education in English 

language and literacy skill instruction for LEP students who were previously enrolled in a public 

secondary school in the Commonwealth directly from a country other than the United States and 

who were unable to achieve English language proficiency as determined by assessments. 

 

Licensure 

 

The district will assure that all teachers in English language classrooms are literate and fluent in 

English including the following requirements.  The teacher: 

 Possesses a teaching license issued pursuant to G.L. c 71, section 38G; or 

 Possesses a vocational teacher approval or a vocational technical educator license; or 

 Earns a passing score on the Communication and Literacy Skills portion of the 

Massachusetts Tests for Educator Licensure (MTEL); or 

 Possesses a Bachelor’s degree from a college or university where the language of instruction 

was English 



 

 

English fluency may be determined through one or more of the following methods: 

 Classroom observation and assessment by the teacher’s supervisor, principal, and/or 

superintendent; or 

 An interview and assessment by the teacher’s supervisor, principal, and/or superintendent; or 

 The teacher’s demonstration of fluency in English, through a test accepted by the 

Commissioner of Education; or 

 Another method determined by the superintendent and accepted by the Commissioner of 

Education 

 

Professional Development 

 

The district will implement a professional development plan that provides high quality training 

in: 

 Second language learning and teaching 

 Sheltering content instructions 

 Assessment of speaking and listening 

 Teaching reading and writing to limited English proficient students 

 The district will provide training opportunities to teachers of LEP students that ensure the 

progress of LEP students in developing oral comprehension, speaking, reading, and writing 

of English, and also in meeting academic standards and curriculum frameworks.   

 

Program Evaluation and Records 

 

The district will report annually to the Department of Education, the following student 

information: 

 The number of LEP students enrolled 

 The grade levels of the students 

 The primary languages of each LEP student 

 The types of English learner programs in which the district has enrolled LEP students, 

including sheltered English immersion, two-way bilingual, transitional bilingual education 

(from student with waivers only), or students whose parents have declined services. 

 

The district will conduct periodic evaluations of effectiveness of its English language learner 

(ELL) program including the review of: 

 The students are showing English language development and the ability to participate 

meaningfully in the educational program 

 Where the district documents that the program is not effective, it will take steps to make 

appropriate program adjustments or changes that are responsive to the outcomes of the 

program evaluation 

 

The district’s evaluation activities will include: 

 The use of the English language proficiency test data of its ELL students individually and in 

the aggregate to determine the effectiveness of its various ELL program models 



 

 Review and evaluation of the increase in the number of trained teachers and support staff 

 Review of school’s progress in the completion of the competency categories 

 

Cumulative records of English language learners will be maintained in a confidential fashion, as 

required by the Massachusetts Student Record Regulations, and are available to parents upon 

request. 

 

LEP student records will include: 

 Home Language Survey 

 Results of tests and evaluations, including MELA-O, MEPA (if applicable), MCAS, or other 

tests chosen by the Board of Education 

 Information about student’s previous school experiences 

 Copies of parent notification letters, progress reports and report cards (in native language, if 

necessary) 

 Evidence of monitoring (if applicable) 

 Documentation of a parent’s notice to “opt-out” of English learner education 

 Educational Proficiency Plans for students who have failed MCAS 

 

Elements of Effective Sheltered English Immersion Program 

 

A. Lesson plans that include: 

 Content objectives based on standards from the Massachusetts curriculum frameworks in 

English language arts, history and social science, mathematics, and science and 

technology/engineering. 

 Language objectives based on the Massachusetts English language arts standards and the 

Massachusetts English proficiency standards and benchmarks. 

B. Frequent opportunities for interaction and discussion between teacher/student and among 

students, which encourage elaborated responses by students about lesson concepts. 

C. Availability of supplementary materials that support the content objectives and contextualize 

learning.  Examples include: 

 Hands-on manipulation 

 Pictures, visuals 

 Multimedia 

 Demonstrations 

 Adapted text 

 Graphic organizers 

D. Instruction that links academic concepts to students’ backgrounds.  English learners bring 

personal and educational backgrounds and experiences to their classrooms that are different 

from those students born and educated in the United States.  New content learning is most 

effective when it is associated with prior knowledge. 

E. Instruction that emphasizes English vocabulary by combining the teaching of vocabulary and 

the teaching of content. 



 

F. Instruction that is designed to increase comprehension of spoken English by the use of 

speech appropriate for students’ proficiency level, a clear explanation of academic tasks, and 

by the use of supplementary materials. 

G. Adaptation of content including texts, assignments and assessments.  Presentation of content 

in all modalities, including written text, must be within students’ English proficiency level.  

Testing and informal classroom assessments should be appropriate for the students’ English 

proficiency levels. 

H. Regular classroom activities that provide opportunities for students to practice and apply new 

content and language knowledge in English. 

I. Students actively engaged in learning 90-100% of the time. 

J. Frequent opportunities for students to demonstrate their mastery of content in English. 
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STUDENTS AND INSTRUCTION       5000 

INSTRUCTIONAL PROGRAM        5300 

LIBRARY/MEDIA MISSION STATEMENT      5305 

The Tri-County RVTHS Library Media Center: 

 encourages academic, vocational/technical, and professional excellence by providing 

services and instruction to students and faculty. 

 

 enables students to become educated, self-confident, lifelong learners and  responsible 

citizens. 

 

 creates a welcoming environment for study, reading and the pursuit of knowledge. 

 provides resources that support the Massachusetts Curriculum Frameworks, as well as the 

individual interests of students and staff. 

 

 partners with teachers to enhance the curriculum. 

 provides state of the art facilities and equipment. 

    . 
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STUDENTS AND INSTRUCTION       5000 

INSTRUCTIONAL PROGRAM        5300 

LIBRARY MATERIALS SELECTION POLICY     5306 

Tri-County Regional Vocational Technical High School 

Material Selection Policy 

 

The Tri-County Regional Vocational Technical School District guarantees students access to a 

wide range of library materials on all levels of difficulty, with diversity of appeal and the 

presentation of different points of view, while providing for the review of allegedly inappropriate 

materials through established procedures. 

 

Objectives of Selection 

Since the library/media center is an integral part of the educational program, the library/media 

specialist, with the approval of the Academic Coordinator, will select, provide, and disseminate 

materials in accordance with the following objectives: 

 

 place principle above personal opinion, and reason above prejudice, in the selection of 

material of the highest quality in order to assure a comprehensive library collection, 

appropriate for the users of the Library Media Center. 

 

 provide materials that enrich and support the Massachusetts Curriculum Frameworks, the 

Tri-County RVTHS Curriculum, and the personal needs of its users, taking into 

consideration their varied interests, abilities, and learning styles. 

 

 provide materials that stimulate growth in factual knowledge, literary appreciation, 

aesthetic values,  ethical standards, intellectual curiosity, and intelligent decision-making. 

 

 provide materials on opposing sides of controversial issues so that students may become 

critical users of information. 

 

 provide materials that realistically represent our diverse society and reflect the 

contributions made by various groups and individuals who reflect the full scope of 

American culture. 

 

 serve as professional development resources for teachers, administrators, and other staff 

members. 

 

Criteria for Purchasing Library Materials  

 Purpose: direct relationship to instructional objectives and/or  curriculum 

 Reliability: accuracy, authenticity 

 Quality: meritorious writing 

 Treatment: clarity, comprehensibility, skillfulness, persuasiveness, organization, freedom 

from bias, developmental appropriateness 

 Technical production: audio/visual clarity, craftsmanship 

 Construction: durability, ease of management, attractiveness 

 Special features: useful illustrations, photographs, maps, charts, graphs, etc. 
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 Possible uses: scope of applications for Individual, small group, large group instruction, 

in-depth study, professional development 

 Adherence to Copyright Law 

 

Maintenance of the Library Media Collection 

  

Selection is an ongoing process which includes the removal of materials no longer appropriate 

and the replacement of lost and worn materials.  

 

All materials circulated from the Library Media Center are the property of Tri-County Regional 

Vocational Technical High School.  It is the responsibility of the borrower to return items in 

good condition, or to reimburse the school for the replacement of any material lost or badly 

damaged.  Non-payment of lost/damaged material charges may result in the suspension of 

borrowing privileges or withholding of participation in the graduation ceremony. 

 

Official Challenge of Library Materials 

 

The Tri-County Regional Vocational Technical School Committee supports the principles of 

intellectual freedom inherent in the First Amendment of the Constitution of the United States and 

expressed in the Library Bill of Rights of the American Association of School Librarians. 

 

Despite the quality of the selection process, a citizen of the District may want to register a 

complaint about the school library material. In such cases, the Library/Media Specialist, together 

with the building Principal, will initiate the following procedures: 

 request the complainant to submit a completed Complaint Registration Form to the 

Principal 

 inform the Superintendent 

 keep the challenged material on the shelves during the complaint process 

 

Upon receipt of the completed form, the Principal will request a review of the challenged 

material by the Media Advisory Committee which will take the following steps after receiving 

the materials in question: 

 read, view, or listen to the challenged material in its entirety. 

 read reviews and consult recommended lists to determine general acceptance of the 

challenged materials. 

 determine the extent to which the material in question supports and/or extends the Tri-

County curriculum. 

 complete the School Media Advisory Committee Checklist. 

 present the Media Advisory Committee recommendation to the Principal for review/ 

revision and consideration by the Superintendent and the School Committee. 

 retain or withdraw the challenged material as the School Committee’s authorizes. 

 

Composition of the Media Advisory Committee 

 The Library/Media Specialist will serve as Chair of the Committee. 

 The Academic Coordinator will serve in an ex-officio capacity, as the supervisory 

administrator of the library. 

 The Principal will appoint three other staff members to serve ad hoc as individual 

complaints arise. 
School Committee approved – 2/19/2008 
 



 

Tri-County Regional Vocational Technical High School 

Library/Media Material Complaint Registration Form 

 

 

Complainant __________________________________________________________ 

 

Phone_____________________Address____________________________________ 

 

Group affiliation (if any)__________________________________________________ 

 

Material in question ____________________________________________________ 

 

Author_______________________________________________________________ 

 

Title____________________________________________Copyright date_________ 

 

Format:  Book Periodical CD-ROM Other (please specify) 

 

Publisher ____________________________________ 

 

Please respond to the following questions.  If you need more space, please attach additional 

pages. 

 

1.  Did you read/hear/view the entire work?   Yes  No 

 

2. If not, which part did you read or view?________________________________________ 

 

3. Specifically what part of the information did you find objectionable? (Please cite pages) 

              

________________________________________________________________________

______________________________________________________________________ 

 ________________________________________________________________________

________________________________________________________________________

_____________________________________________________________________ 

 

Please explain why you find this material objectionable  

 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_______________________________________________________________ 

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_________________________________________________________________ 

 

 

Signature_________________________________________Date__________________ 
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Media Advisory Committee Checklist 
 

 

Title___________________________________ Format: Book, Periodical, CD-ROM, DVD, 

Other:_______ 

 

Author: ________________________________ 

 

Publisher:_______________________________  Publication Date: ___________ 

 

Reviews: 

 

      1. Source of review _____________________________________________ 

 

         Favorably reviewed________  Unfavorably reviewed _______ 

   

       2. Does this title appear in one or more reputable selection aids? _____ Yes   ____No          

            

           If the answer is yes, please list titles of selection aids. ________________________ 

 

          ____________________________________________________________________  

 

        4.  Are information sources well documented? ______Yes  ______No 

 

         Additional Comments: 

________________________________________________________ 

         

__________________________________________________________________________ 

         

__________________________________________________________________________ 

 

Recommendation of the Media Advisory Committee: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

                                                                                                                Date__________________ 

 

Signatures of Media Advisory Committee: 

 

Library/Media Specialist:          ______________________________________      

Academic Coordinator:             ______________________________________      

Ad Hoc Members:                     ______________________________________ 

                                                  ______________________________________                                                                            

                                                  ______________________________________ 
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STUDENTS AND INSTRUCTION             5000 

 

INFORMATION TECHNOLOGY SOFTWARE & HARDWARE POLICIES 5400 

 

Purpose: 

 

Tri-County has an interest in defining, promoting, and enforcing computer standards for software 

and hardware systems.  Having standards facilitates purchasing, support, and installation, and 

training for these systems.  It also facilitates sharing of computer files and information.  It 

ultimately promotes efficiency and economy in the operation of the school computing systems. 

 

Background: 

 

As computers have become an increasingly important educational tool at the school some 

standards have been adopted.  However, these have only been applied to a few types of 

computing systems.  Application of standards has also been inconsistent across various computer 

systems of the school.   One area where there has been some attention to software standards is in 

the area of word processing systems, perhaps the most frequently used computer application. 

 

Proposal: 

 

The following is a proposal for computer hardware and software standards to be adopted by Tri-

County Regional Vocational Technical School District. 

 

Software: 

1. The Principal and Technology Coordinator will evaluate software and establish standards for 

school-wide utilization.  Efficacy, compatibility among computer platforms, support, and 

costs will be the criteria for selection. 

2. The Principal and Technology Coordinator will develop and disseminate guidelines for the 

procurement of software. 

3. The Technology Coordinator will be responsible for evaluating requests for exception to 

these standards on an individual basis and will make a recommendation for each request to 

the Principal.  Recommendations for exceptions to these standards should only be made 

where there is clear justification based on economic and functional analysis of the request.  

The cost of granting the exception for the school must be weighed against gains for adding 

nonstandard application. 

4. The Academic and Vocational Coordinators will recommend specific software applicable to 

their instructional areas.   

5. All software requests must be consistent with the Technology Plan and the educational goals 

of the instructional area. 

6. Software not obtained in accordance with this policy shall not be utilized on Tri-County 

hardware. 

 

Hardware: 

1. The Technology Coordinator will recommend to the Principal a list of appropriate hardware 

characteristics. 

2. The Technology Coordinator will be responsible for recommending appropriate school-wide 

hardware to the Principal and the Principal will evaluate requests for exceptions to these 

recommendations on an individual basis.  Exceptions to these recommendations should only 

be made when there is clear justification based on economic and functional analysis of the  

 

 



 

INFORMATION TECHNOLOGY SOFTWARE & HARDWARE POLICIES 5400 

 

3. request.  The cost of granting the exception for the unit must be weighed against gains from 

addition nonstandard systems. 

4. All hardware requests must be consistent with the Technology Plan and the educational goals 

of the individual area. 

5. Hardware not obtained in accordance with this policy shall not be interfaced with the Tri-

County network or other equipment. 

 

Approval of Recommendations and exceptions: 

 

1. The Principal or his/her designee will approve recommendations and exceptions for software 

and hardware systems. 

2. The Technology Coordinator will maintain and publish purchasing and installation 

procedures for hardware and software covered under this policy. 

 

Approved, May 19, 1999 



 

STUDENTS AND INSTRUCTION 5000 

 

STUDENT HEALTH SERVICES 5500 

 

AIDS: ACQUIRED IMMUNE DEFICIENCY SYNDROME 5501 

 

 

The School Committee utilize the procedures as outlined in the policy as set forth by the 

Department of Public Health and Education concerning HEPA and AIDS/Acquired Immune 

Deficiency Syndrome in school attending children and pre-school children. 

 

Approved, May 27, 1987 

 

 

Update presented to the School Committee on January 15, 1992 

Copy of update Policy attached. 
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STUDENT HEALTH SERVICES        5500 

   

WELLNESS POLICY         5502 

 
     

TRI-COUNTY REGIONAL VOCATIONAL TECHNICAL HIGH SCHOOL 

 

 

 

WELLNESS POLICY 

2018 - 2019 

 

  

Committee Members: 
 

Dana Walsh     Director of Student Support Services, Chair 

Jean Lucas     School Nurse 

Scott Allen     Physical Education/ Health Instructor 

Angela Gregoire    Food Services Director 

Richard Vitali        Administrative Assistant to the Dean of Students 

AnnMarie Guanci                             Teacher, Parent 
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ROLE OF THE HEALTH AND WELLNESS ADVISORY COMMITTEE 

Tri-County Regional Vocational Technical High School (RVTHS) will continue to convene a 

Health and Wellness Advisory Committee whose objectives include the following: 

 Maintain an updated Wellness Policy. 

 Submit an annual progress report to the Superintendent and the School Committee. 

 Recommend updates and modifications to the Wellness Policy based on the annual review 

and/or as the district’s and community’s needs change, new health, science, information 

and technology emerges or as new federal or state guidelines are issued. 

 Meet quarterly to monitor progress made. 

 

GOALS AND ACTION PLAN 
Tri-County RVTHS is committed to maintaining an environment that promotes the health and 

well-being of its students via a comprehensive nutrition program, health and physical education 

courses, and health and wellness services.  The district will facilitate learning by increasing access 

to nutritious foods and opportunities for physical activity, encouraging positive lifestyle choices 

and self-care and demonstrating the school’s recognition that students perform at their best when 

their needs are attended to in their entirety.  To that end, this policy articulates goals to improve 

student health and wellbeing. 

  

1.  Nutrition 
Tri-County RVTHS will support and promote healthy dietary habits. All foods available on school 

grounds and at school-sponsored activities during the instructional day will meet or exceed the 

district nutrition standards. Emphasis will be placed on foods that are nutrient dense per calorie. 

To ensure high quality meals, foods will be served with consideration toward variety, appeal, taste, 

safety, and packaging.  The availability of healthy choices will complement classroom education 

and positively influence a student’s understanding, beliefs, and habits as they relate to good 

nutrition. 

 

1.1 Nutrition Standards  Tri-County RVTHS will promote the sale or distribution of nutrient 

dense foods for all school functions and activities.  To support the consumption of these foods in 

the school setting, the district has adopted the following nutrition standards governing the sale of 

food, beverage, and candy on school grounds. Minimal guidelines are as follows: 

 

 Food provided for sale by the food services program and throughout the instructional day 

will meet these standards. 

 Items for sale prior to the start of the school day and throughout the instructional day will 

have no more than 10% of their total calories derived from saturated fat. 

 Nuts and seeds will be exempt from these standards because they are nutrient dense and 

contain high levels of monounsaturated fat; foods high in monounsaturated fat help lower 

“bad” LDL cholesterol and maintain “good” HDL cholesterol. 

 Consumption of nutrient dense foods such as whole grains, fresh fruits, and vegetables will 

be encouraged. 

 Vending sales of soda or other artificially sweetened drinks and candy will not be available 

to students until the conclusion of the instructional day. 

 Milk, water, and 100% fruit juices may be sold throughout the instructional day. 

 

1.2 Food Access  Tri-County RVTHS is committed to ensuring access for all students to nutritious 

foods and a comfortable cafeteria environment.   



 

 The student meal program will follow the U.S. government’s nutrition standards.  The food 

services director will make every effort to follow the district’s nutrition standards when 

determining the items in a la carte sales. 

 Tri-County RVTHS will accept applications for free and reduced-priced meals.  All 

students may pay for lunch using their school ID, thereby eliminating any social stigma 

attached to, and preventing the overt identification of, students who are eligible for free 

and reduced-price school meals.    

 A cafeteria environment that provides students with a relaxed, enjoyable climate will be 

maintained. The cafeteria will allow adequate space to eat as well as access to bathroom 

facilities before and after meals. 

 Tri-County RVTHS will follow the district’s nutrition standards for activities relative to 

any fundraising. 

 Nonfood items will be utilized as part of classroom incentives.  Food will not be utilized.  

 For students with food allergies, alternatives will be provided and efforts will be made to 

minimize exposure to allergens. 

  

2.  Safe physical environment 

Tri-County RVTHS will take measures to ensure that its physical plant supports a safe and healthy 

environment for its students and staff.  All school personnel will be familiar with and work 

collaboratively to enforce the student handbook policies for tobacco, drugs and alcohol, and 

medication to ensure a substance free environment.  Tri-County RVTHS will continuously support 

an environment free of harassment and discrimination, pursuant to Title IX and the student 

handbook. 

 

2.1 Learning environment  Tri-County RVTHS will seek to create a healthy environment to 

optimize conditions for learning and minimize human exposure to indoor/outdoor hazardous 

chemicals, allergens, irritants, and pollutants. The plan will address the following elements: 

  

 An assessment of environmental factors that can enhance or detract from student learning 

and comfort, including lighting, ventilation, temperature, noise, availability of quality 

drinking water, and sanitation facilities. 

 An assessment of environmental factors that are potentially harmful to human health, 

including but not limited to tobacco smoke, pests, mold, pollen, dust, animal dander, chalk 

dust, cleaning agents, scented and unscented personal care products, volatile organic 

chemicals, unvented fumes, vehicle exhaust, asbestos, lead and substances in drinking 

water, arsenic treated lumber, radon and excessive exposure to the sun. 

 A plan for the physically isolated storage, safe usage, and proper handling of cleaning 

agents and other hazardous chemicals that cannot be eliminated from school buildings and 

grounds.   

 Procedures to maintain clean and efficient operation of heating ventilation and plumbing 

systems. 

 Procedures for minimizing human exposure to the exhaust of school buses and other 

vehicles. 

 Mechanisms for resolving cases of hazardous chemical exposure and water quality 

problems as they occur. 

 Specific actions, steps, strategies, and long-term goals to address issues of concern. 

 Procedures to minimize exposure to diesel fumes. 

  

2.2 Safe climate and a drug free school  The school health curriculum, school nurse’s office and 

targeted wellness initiatives will educate students about healthy choices and the risks associated 

with tobacco, drug and alcohol use, unsafe internet usage and other topics.  In order to adhere to 



 

school policies, maintain a drug free environment and ensure a safe school for all its students, the 

district will enforce the following policies pursuant to the student handbook: 

 

 Tobacco use policy 

 Drug and alcohol policy  

 Internet policy  

 Prescription medication policy 

 Bullying, harassment and discrimination policy 

   

 

 

3.  Health services 
Tri-County RVTHS will provide health services through the nurse’s office, in consultation with 

the school’s doctor as necessary.  The school nurses will provide routine care and health education, 

monitor individual health plans and train staff as necessary relative to chronic conditions such as 

allergies, asthma, diabetes and epilepsy.  The school nurse(s) will perform routine screenings and 

monitor immunization status. The school nurse(s) will be responsible for medication distribution, 

according to the guidelines outlined in the student handbook, the MA Department of Public Health, 

and the Board of Registration in Nursing. 

 

3.1 Policies and procedures  The Director of Student Support Services and the school nurse(s) 

will develop, implement, monitor, and annually update a plan for administering health services 

that will be consistent with the State Nurse Practice Act as well as relevant state and federal laws 

and include the following elements: 

  

 Documentation that the nurse and the athletic trainer have the authority to administer basic 

first aid as well as health status monitoring procedures, including services specified in the 

students Individual Health Care Plan and Individual Education Plan. 

 Requirements that all personnel who administer specified school health services are 

appropriately qualified, licensed (if applicable), trained, supported and supervised. 

 Requirements that school health personnel coordinate the provision of frequent or recurring 

health care services with student’s primary health care provider and home caregivers.  

 Procedures to make certain that school health staff, with written consent from the 

parent/guardian and a licensed health care provider, administer prescribed medications and 

medical procedures in a safe, reliable, effective and timely manner. 

 Procedures to make certain that medications and medical equipment are safely, securely 

and confidentially stored, with due regard to expiration dates and safe disposal procedures. 

 Procurement, safe storage, and maintenance of necessary equipment and medications for 

the rapid response of properly trained school personnel in cases of anaphylactic shock and 

other health emergencies at school. 

 Procedures that all medications administered and medical procedures performed at school 

are documented, including the name of the recipient, name of the medication given or 

procedure performed, the date, time, and route for each medication provide, the name of 

the person who gave the medication or performed the procedure, and the documentation of 

any refusal by the recipient to take or receive a medication. 

 Procedures to ensure that the confidentiality of physical health and mental health 

information will be maintained in accordance with state and federal laws for ethical 

standards of medical practice such that health information is shared only when necessary 

to support a student’s educational progress or to address a student’s potential health care 

and emergency needs. 

 Promoting and improving student health by offering education on maintaining a healthy 

lifestyle. 



 

  

3.2  Chronic health conditions  The school nurse(s) will supplement health care providers’ efforts 

to provide those students with health conditions the knowledge and skills necessary to adhere to 

self-management plans.  This includes: 

 

 Basic information about chronic health concerns. 
 Procedures typically used to manage or control students’ asthma, diabetes, and other 

chronic health conditions while at school. 
 Strategies to minimize exposure to allergens and irritants. 
 Orientation to early warning signs and symptoms of potentially serious medical 

emergencies, including asthma episodes, severe allergic reactions (anaphylaxis), diabetic 

coma and seizures as well as emergency response procedures. 
 

3.3 Individual student health plans  Tri-County RVTHS’ school nurse(s), in collaboration with 

the school physician as necessary, will develop and implement planning procedures addressing the 

needs of students with chronic health conditions.  The procedures will be consistent with 

established standards of care for chronic health conditions, state and federal laws regarding 

students with disabilities, and state and federal laws regarding health record confidentiality and 

appropriate information sharing.  The procedures will be designed to: 

 Systematically identify and monitor students who have chronic health conditions that may 

require school-based care. 

 Determine on a case-by-case basis, in consultation with the student’s parents and health 

care provider, special accommodations that students with special health concerns need in 

order to participate in school while maintaining optimal health. 

 Share information about individual students’ educational support and the emergency 

response procedures that their conditions may require with appropriate school staff on a 

“need to know basis,” with respect for medical confidentiality and parent and student 

rights. 

 Ensure that school personnel receive the training, support, and supervision necessary to 

implement the plan. 

 

4.  Physical activity and health education 

Tri-County RVTHS’s health educators are committed to providing a comprehensive curriculum 

which will focus on lifestyle choices and healthy decision making, including but not limited to 

education on nutrition, chronic health conditions, and the benefits of physical activity.  The district 

will ensure that both health and physical education classes are included in the academic 

curriculum.   

 

4.1 Physical education  A quality physical education program is an essential component in student 

development.  Physical education instruction will incorporate NASPE’s Quality Physical 

Education guidelines, including the opportunity to learn via meaningful content and appropriate 

instruction.  The physical education program will align with the Massachusetts Health Curriculum 

Framework and the National Standards for Physical Education. 

 

4.2 Health education   The health department will adhere to the standards of the MA Curriculum 

Frameworks to provide health education to all grade 9 and grade 10 students.   Health educators, 

in collaboration with other school support personnel, will prepare a curriculum responsive to 

student needs and state mandates, such as utilizing community resources to increase opioid 

awareness, implementing the Signs of Suicide prevention program and utilizing the Screening, 

Brief Intervention, Referral to Treatment (SBIRT) assessment tool for substance abuse screening.   

 



 

5.  Social-emotional well being 

Tri-County RVTHS’s educators, administrators, parents, health practitioners, and community 

acknowledge the critical role that mental health plays in academic stamina and performance.  The 

district will assure access to guidance staff and school counseling staff.  Grade-level guidance 

counselors are responsible for establishing relationships with the students; fostering student trust 

in an adult in the district is a critical component in encouraging students to reach out for help or 

support.  For those students who present with social, emotional, behavioral or mental health needs 

requiring a higher tier of intervention, referrals can be made to the Wellness Team who may assign 

a student to a School Adjustment Counselor or School Social Worker for ongoing support.  Tri-

County’s School Adjustment/Social Work staff will work closely with students, families and 

community resources to assure a student’s social-emotional well-being.  These staff members will 

collaborate with community providers, maintain a comprehensive list of available mental health 

services and refer students and families to these services as necessary. 
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STUDENTS AND INSTRUCTION 5000 

 

STUDENT HEALTH SERVICES 5500 

RESPIRATOR POLICY        5503 

 
 

I. OBJECTIVE 

 

The Tri-County Regional Vocational Technical High School Respiratory Protection Program is 

designed to protect students and staff by establishing accepted practices for respirator use, 

providing guidelines for training and respirator selection, and explaining proper storage, use and 

care of respirators.  This program also serves to help the Tri-County Regional Vocational 

Technical High School’s staff  and its students comply with Occupational Safety and Health 

Administration (OSHA) respiratory protection requirements as found in 29 CFR 1910.134. 

 

II. ASSIGNMENT OF RESPONSIBILITY 

 

A. Tri-County Regional Vocational Technical High School 

 

Tri-County is responsible for providing respirators to students and staff when they are 

necessary for health protection.  Tri-County Regional Vocational Technical High 

School’s staff will provide respirators that are applicable and suitable for the intended 

purpose at no charge to students.   

 

B. Vocational Director 

 

The Program Administrator for Tri-County Regional Vocational Technical High School 

is the Vocational Director.  The Vocational Director is responsible for administering the 

respiratory protection program.  Duties of the program administrator include: 

 

1. Identifying work areas, process or tasks that require students and staff to wear 

respirators. 

2. Evaluating hazards. 

3. Selecting respiratory protection options. 

4. Monitoring respirator use to ensure that respirators are used in accordance 

with their specifications. 

5. Arranging for and/or conducting training. 

6. Ensuring proper storage and maintenance of respiratory protection equipment. 

7. Conducting qualitative fit testing with authorized test equipment. 

8. Maintaining records required by the program. 

9. Evaluating the program. 

10. Updating written program, as needed. 

 

C. Vocational and Technical Teachers 

 

Vocational and technical teachers are responsible for ensuring that the respiratory 

protection program is implemented in their particular areas.  In addition to being 

knowledgeable about the program requirements for their own protection, vocational and 



 

technical teachers must also ensure that the program is understood and followed by the 

students under their charge.  Duties of the vocational and technical teachers include: 

 

1. Ensuring that students under their supervision receive appropriate training, fit 

testing, and annual medical evaluation. 

2. Ensuring the availability of appropriate respirators and accessories. 

3. Being aware of tasks requiring the use of respiratory protection. 

4. Enforcing the proper use of respiratory protection when necessary. 

5. Ensuring that respirators are properly cleaned, maintained, and stored 

according to this program. 

6. Ensuring that respirators fit well and do not cause discomfort. 

7. Continually monitoring work areas and operations to identify respiratory 

hazards. 

8. Coordinating with the Vocational Director on how to address respiratory 

hazards or other concerns regarding this program. 

 

D. Students 

 

Each student is responsible for wearing his or her respirator when and where required and 

in the manner in which they are trained.  Students must also: 

 

1. Care for and maintain their respirators as instructed, guard them against 

damage, and store them in a clean, sanitary location. 

2. Inform the teacher if their respirator no longer fits well, and request a new one 

that fits properly. 

3. Inform the teacher if the respirator becomes damaged or needs a new 

cartridge. 

4. Inform the teacher of any respiratory hazards that they feel are not adequately 

addressed in the workplace and of any other concerns that they have regarding 

this program. 

5. Use the respiratory protection in accordance with the manufacturer’s 

instructions and the training received. 

 

III. APPLICABILITY 

 

This program applies to all students and staff who are required to wear respirators in performing 

certain shop projects or assignments.  

 

Students or staff who voluntarily wear filtering face pieces (dust masks) are not subject to the 

medical evaluation, cleaning, storage, and maintenance provisions of this program. 

 

IV. PROGRAM 

 

A. Hazard Assessment and Respirator Selection 

 

The Teacher will select respirators to be used on site, based on the hazards to which 

students are exposed and in accordance with the OSHA Respiratory Protection Standard.  

The teacher will conduct a hazard evaluation for each assigned task or work area where 

airborne contaminants may be present in routine operations.  A log of identified hazards 

will be maintained by the “Vocational Director”, Attachment B).  The hazard evaluations 

shall include: 

 



 

1. Identification and development of a list of hazardous substances used in the 

shop areas by department or work process. 

2. Review of work processes to determine where potential exposures to 

hazardous substances may occur.  This review shall be conducted by 

surveying the workplace, reviewing the process records, and talking with 

teachers. 

3. Exposure monitoring to quantify potential hazardous exposures. 

 

The proper type of respirator for the specific hazard involved will be selected in 

accordance with the manufacturer=s instructions.  A list of students and appropriate 

respiratory protection will be maintained by the Vocational Director and the School 

Nurse (see Attachment C). 

 

B. Updating the Hazard Assessment 

 

The Vocational Director and teacher must revise and update the hazard assessment as 

needed (i.e., any time work process changes may potentially affect exposure or whenever 

there is a change in the materials used).    The Vocational Director and department 

teachers will evaluate the potential hazard on a continuous basis.  If it is determined that 

respiratory protection is necessary, all other elements of the respiratory protection 

program will be in effect for those tasks, and the respiratory program will be updated 

accordingly. 

 

C. Training 

 

The Vocational Director will provide training to respirator users and their teachers on the 

contents of the Tri-County Regional Vocational Technical High School Respiratory 

Protection Program and their responsibilities under it, and on the OSHA Respiratory 

Protection Standard. All affected students and their teachers will be trained prior to using 

a respirator in their specific programs.  Teachers will also be trained prior to supervising 

students that must wear respirators. 

 

The training course will cover the following topics: 

 

1. The Tri-County Regional Vocational Technical High School Respiratory 

Protection Program; 

2. The OSHA Respiratory Protection Standard (29 CFR 1910.134); 

3. Respiratory hazards encountered at Tri-County Regional Vocational 

Technical High School and their health affects; 

4. Proper selection and use of respirators; 

5. Limitations of respirators; 

6. Respirator donning and user seal (fit) checks; 

7. Fit testing; 

8. Emergency use procedures; 

9. Maintenance and storage; and 

10. Medical signs and symptoms limiting the effective use of respirators. 

 

Students will be retrained annually or as needed (e.g., if they change departments and 

need to use a different respirator). Students must demonstrate their understanding of the 

topics covered in the training through hands-on exercises and a written test. Respirator 

training will be documented by the Vocational Director and the documentation will 



 

include the type, model, and size of respirator for which each employee has been trained 

and fit tested. 

 

D. NIOSH Certification 

 

All respirators must be certified by the National Institute for Occupational Safety and 

Health (NIOSH) and shall be used in accordance with the terms of that certification. 

Also, all filters, cartridges, and canisters must be labeled with the appropriate NIOSH 

approval label. The label must not be removed or defaced while the respirator is in use. 

 

E. Medical Evaluation 

 

Students, who are required to wear respirators, must pass a medical evaluation provided 

by Tri-County Regional Vocational Technical High School’s Nurses before being 

permitted to wear a respirator in their shop area. Any student refusing to complete the 

medical evaluation will not be allowed to work in an area requiring respirator use. 

 

The school nurse will provide the medical evaluations.  Medical evaluation procedures 

are as follows: 

 

1. The medical evaluation will be conducted using the questionnaire provided in 

Appendix E of the OSHA Respiratory Protection Standard.  The Vocational 

Director will provide a copy of this questionnaire to all students requiring 

medical evaluations. 

2. All affected students will be given a copy of the medical questionnaire to 

complete and have signed by their parents or guardian. 

3. All students will be granted the opportunity to speak with the school nurse and 

or medical care provider if applicable about their medical evaluation, if they 

so request. 

4. The Vocational Director/teacher shall provide the evaluating nurse with a 

copy of this Program, a copy of the OSHA Respiratory Protection Standard, 

the list of hazardous substances by vocational department, and the following 

information about each student requiring evaluation: 

 

a. his or her department; 

b. proposed respirator type and weight; 

c. length of time required to wear respirator; 

d. expected physical work load (light, moderate or heavy); 

e. potential temperature and humidity extremes; and 

f. any additional protective clothing required. 

 

5. Positive pressure air purifying respirators will be provided to students as 

required by medical necessity. 

6. Additional medical evaluations will be required under the following 

circumstances: 

 

a. The student reports signs and/or symptoms related to their ability to 

use the respirator, such as shortness of breath, dizziness, chest pains or 

wheezing. 

b. The evaluating nurse informs the program teacher that the student 

needs to be reevaluated. 



 

c. Information found during the implementation of this program, 

including observations made during the fit testing and program 

evaluation, indicates a need for reevaluation. 

 

 

All evaluations will remain confidential between the student and the school nurse.   

 

Note - - If questions or concerns arise during the initial evaluation then the nurse will 

require the student’s parents to attain a physical exam and or medical clearance 

approving respirator use from their primary care physician or health care provider.  

Failure to provide medical clearance will result in the student being excluded from a shop 

that requires the use of a respirator. 

 

 

F. Fit Testing 

 

Students who are required to wear half-face piece APRs will be fit tested: 

 

1. Prior to being allowed to wear any respirator with a tight-fitting face piece. 

2. When there are changes in the student’s physical condition that could affect 

respiratory fit (e.g., obvious change in body weight, facial scarring, etc.). 

 

Students will be fit tested with the make, model, and size of respirator that they will 

actually wear.  Students will be provided with several models and sizes of respirators so 

that they may find an optimal fit.  Fit testing of powered air purifying respirators will be 

conducted in the negative pressure mode.  

 

The School Nurse will conduct fit tests in accordance with the OSHA Respiratory 

Protection Standard. No student will be fit tested unless clean shaven.  

 

G. General Respirator Use Procedures 

 

1. Students will use their respirators under conditions specified in this program, 

and in accordance with the training they receive on the use of each particular 

model.  In addition, the respirator shall not be used in a manner for which it is 

not certified by NIOSH or by its manufacturer. 

 

2. All students shall conduct user seal checks each time they wear their 

respirators.  Students shall use either the positive or negative pressure check 

(depending on which test works best for them) as specified in the OSHA 

Respiratory Protection Standard. 

 

a. Positive Pressure Test:  This test is performed by closing off the 

exhalation valve with your hand.  Breathe air into the mask.  The face 

fit is satisfactory if some pressure can be built up inside the mask 

without any air leaking out between the mask and the face of the 

wearer. 

 

b. Negative Pressure Test:  This test is performed by closing of the inlet 

openings of the cartridge with the palm of your hand.  Some masks 

may require that the filter holder be removed to seal off the intake 

valve.  Inhale gently so that a vacuum occurs within the face piece.  



 

Hold your breath for ten (10) seconds.  If the vacuum remains, and no 

inward leakage is detected, the respirator is fit properly. 

 

3. All students shall be permitted to leave the work area to go to the locker room 

to maintain their respirator for the following reasons: 

 

a. to clean their respirator if it is impeding their ability to work; 

b. to change filters or cartridges; 

c. to replace parts; or  

d. to inspect respirator if it stops functioning as intended. 

 

Students should notify their teacher before leaving the area. 

 

4. Students are not permitted to wear tight-fitting respirators if they have any 

condition, such as facial scars, facial hair, or missing dentures that would 

prevent a proper seal.  Students are not permitted to wear headphones, 

jewelry, or other items that may interfere with the seal between the face and 

the face piece. Students are required to be clean shaven whenever respirators 

are worn. 

 

5. Before and after each use of a respirator, a student or shop teacher must make 

an inspection of tightness or connections and the condition of the face piece, 

headbands, valves, filter holders and filters.  Questionable items must be 

addressed immediately by the teacher and/or Vocational Director. 

 

H. Air Quality 

 

For supplied-air respirators, only Grade D breathing air shall be used in the cylinders. 

The Vocational Director will coordinate deliveries of compressed air with the company's 

vendor and will require the vendor to certify that the air in the cylinders meets the 

specifications of Grade D breathing air. 

 

The shop teacher will maintain a minimum air supply of one fully charged replacement 

cylinder for each SAR unit. In addition, cylinders may be recharged as necessary from 

the breathing air cascade system located near the respirator storage area.  

 

I. Replacement Schedules 

 

Respirator cartridges shall be replaced as determined by the Vocational Director, 

teachers(s), and manufacturers= recommendations. If a student notices an odor while 

wearing organic vapor cartridges or if there is excessive breathing resistance noted while 

wearing a particulate respirator, it may indicate that the cartridge of filter needs to be 

changed. 

 

J. Cleaning 

 

Respirators are to be regularly cleaned and disinfected at the designated respirator 

cleaning station.  Respirators issued for the exclusive use of an employee shall be cleaned 

as often as necessary.  Atmosphere-supplying and emergency use respirators are to be 

cleaned and disinfected after each use. 

 



 

The following procedure is to be used when cleaning and disinfecting reusable 

respirators: 

 

1. Disassemble respirator, removing any filters, canisters, or cartridges. 

2. Wash the face piece and all associated parts (except cartridges and elastic 

headbands) in an approved cleaner-disinfectant solution in warm water (about 

120 degrees Fahrenheit).  Do not use organic solvents.  Use a hand brush to 

remove dirt. 

3. Rinse completely in clean, warm water. 

4. Disinfect all facial contact areas by spraying the respirator with an approved 

disinfectant. 

5. Air dry in a clean area. 

6. Reassemble the respirator and replace any defective parts.  Insert new filters 

or cartridges and make sure the seal is tight. 

7. Place respirator in a clean, dry plastic bag or other airtight container. 

 

The shop teacher will ensure an adequate supply of appropriate cleaning and disinfection 

materials at the cleaning station.    

 

K. Maintenance 

 

Respirators are to be properly maintained at all times in order to ensure that they function 

properly and protect students adequately.  Maintenance involves a thorough visual 

inspection for cleanliness and defects. Worn or deteriorated parts will be replaced prior to 

use.  No components will be replaced or repairs made beyond those recommended by the 

manufacturer.  Repairs to regulators or alarms of atmosphere-supplying respirators will 

be conducted by the manufacturer. 

 

1. All respirators shall be inspected routinely before and after each use. 

 

2. The Respirator Inspection Checklist (Attachment D) will be used when 

inspecting respirators. 

 

3. A record shall be kept of inspection dates and findings for respirators 

maintained for emergency use. 

 

4. Students are permitted to leave their work area to perform limited 

maintenance on their respirator in a designated area that is free of respiratory 

hazards.  Situations when this is permitted include: 

 

a. washing face and respirator face piece to prevent any eye or skin 

irritation; 

b. replacing the filter, cartridge or canister; 

c. detection of vapor or gas breakthrough or leakage in the face piece; or 

d. detection of any other damage to the respirator or its components. 

 

L. Storage 

 

After inspection, cleaning, and necessary repairs, respirators shall be stored appropriately 

to protect against dust, sunlight, heat, extreme cold, excessive moisture, or damaging 

chemicals. 

 



 

1. Respirators must be stored in a clean, dry area, and in accordance with the 

manufacturer’s recommendations.  Each student will clean and inspect their 

own air-purifying respirator in accordance with the provisions of this 

program, and will store their respirator in a plastic bag in the designated area.  

Each student will have his/her name on the bag and that bag will only be used 

to store that student’s respirator. 

 

2. Respirators shall be packed or stored so that the face piece and exhalation 

valve will rest in a near normal position. 

 

3. Respirators shall not be placed in places such as lockers or toolboxes unless 

they are in carrying cartons. 

 

4. Respirators maintained at stations and work areas for emergency use shall be 

stored in compartments built specifically for that purpose, be quickly 

accessible at all times, and be clearly marked. 

 

5. The vocational/technical teacher will store Tri-County’s supply of respirators 

and respirator components in their original manufacturer’s packaging in a 

designated area located in their vocational program office. 

 

 

M. Respirator Malfunctions and Defects 

 

1. For any malfunction of an ASR (atmosphere-supplying respirator), such as 

breakthrough, face piece leakage, or improperly working valve, the respirator 

wearer should inform his/her teacher that the respirator no longer functions as 

intended, and go to the designated safe area to maintain the respirator.  The 

teacher must ensure that the student either receives the needed parts to repair 

the respirator or is provided with a new respirator. 

 

All students wearing atmosphere-supplying respirators will work with a 

buddy.  The teacher shall develop and inform students of the procedures to 

be used when a buddy is required to assist another student who experiences 

an ASR malfunction. 

 

2. Respirators that are defective or have defective parts shall be taken out of 

service immediately.  If, during an inspection, a student discovers a defect in a 

respirator, he/she is to bring the defect to the attention of his/her teacher.  

Teacher will give all defective respirators to the Vocational Director.  The 

teacher/vocational director will decide whether to: 

 

a. Temporarily take the respirator out of service until it can be repaired; 

b. Perform a simple fix on the spot, such as replacing a head strap; or 

c. Dispose of the respirator due to an irreparable problem or defect. 

 

When a respirator is taken out of service for an extended period of time, 

the respirator will be tagged out of service, and the student will be given a 

replacement of a similar make, model, and size.  All tagged out respirators 

will be kept in the vocational/technical teacher’s office. 

 

N. Program Evaluation 



 

 

The Vocational Director will conduct periodic evaluations of the Vocational Programs 

work area to ensure that the provisions of this program are being implemented. The 

evaluations will include regular consultations with students who use respirators and their 

teachers, site inspections, air monitoring and a review of records.  Items to be considered 

will include: 

 

1. Comfort; 

2. Ability to breathe without objectionable effort; 

3. Adequate visibility under all conditions 

4. Provisions for wearing prescription glasses; 

5. Ability to perform all tasks without undue interference; and 

6. Confidence in the face piece fit. 

 

Identified problems will be noted in an inspection log and addressed by the Vocational 

Director. These findings will be reported to Tri-County Regional Vocational Technical 

High School Principal, and the report will list plans to correct deficiencies in the 

respirator program and target dates for the implementation of those corrections. 

 

O. Documentation and Recordkeeping 

 

1. A written copy of this program and the OSHA Respiratory Protection 

Standard shall be kept in the Vocational Directors office and made available 

to all students who wish to review it. 

 

2. Copies of training and fit test records shall be maintained by the Vocational 

Director/Nurse.  These records will be updated as new students are trained, as 

existing students receive refresher training, and as new fit tests are conducted 

 

3. For students covered under the Respirator Policy, the Nurse shall maintain 

copies of the medical evaluation regarding each student’s ability to wear a 

respirator.  The completed medical questionnaires and evaluating nurse’s 

documented findings will remain confidential in the student’s medical records 

at the location of the evaluating nurse’s office. 



 

 ATTACHMENT A 

 

Record of Respirator Use 

 

 
 

Required and Voluntary Respirator Use at Tri-county Regional Vocational Technical 

High School 
 

Type of Respirator 
 

Department/Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ATTACHMENT B 

 

Hazard Evaluation 

 
 
Process Hazard Evaluation for Tri-County Regional Vocational Technical High School    

    2006 - 2007    
 
Process 

 
Noted Hazards 

 
Prep-sanding 

 
Ventilation controls on some sanders are in place, but students continue to be 

exposed to respirable wood dust at 2.5 - 7.0 mg/m3 (8 hour time-weighted-

average, or TWA).  Half-face piece APRs with P100 filters and goggles are 

required for employees sanding wood pieces. PAPRs will be available for 

employees who are unable to wear an APR. 
 
Prep-cleaning 

 
Average methylene chloride exposures measured at 70 ppm based on 8-hour 

TWA exposure results for student cleaning and stripping furniture pieces.  

Ventilation controls are planned, but will not be implemented until designs are 

completed and a contract has been let for installation of the controls.  In the 

meantime, students must wear supplied air hoods with continuous airflow, as 

required by the Methylene Chloride Standard 1910.1052. 
 
Assembly 

 
Ventilation controls on sanders are in place, but students continue to be exposed 

to respirable wood dust at 2.5 - 6.0 mg/m3 (8 hour TWA); half-face piece APRs 

with P100 filters and goggles are required for employees sanding wood pieces 

in the assembly department. PAPRs will be available for students who are 

unable to wear an APR.  The substitution for aqueous-based glues will 

eliminate exposures to formaldehyde, methylene chloride, and epoxy resins. 
 
Maintenance 

 
Because of potential IDLH conditions, students cleaning dip coat tanks must 

wear a pressure demand SAR during the performance of this task. 
 
Cleaning Spray Booth 

Walls 

 
Students will wear half-face piece APRs with P100 cartridges.  Although 

exposure monitoring has shown that exposures are kept within PELs during this 

procedure, Tri-County Regional Vocational Technical High School will provide 

respirators to students who are concerned about potential exposures 
 
Loading Coating Agents 

into Supply Systems 

 
Students will wear half-face piece APRs with organic vapor cartridges.  

Although exposure monitoring has shown that exposures are kept within PELs 

during this procedure Tri-County Regional Vocational Technical High School    

will provide respirators to students who are concerned about potential 

exposures 
 
Changing Booth Filters 

 
Students will wear half-face piece APRs with P100 cartridges.  Although 

exposure monitoring has shown that exposures are kept within PELs during this 

procedure, Tri-County Regional Vocational Technical High School  will 

provide respirators to students when concerned about potential exposures 

 

 



 

ATTACHMENT C 

 

Record of Respirator Issuance 

 

 
 

Tri-County Regional Vocational Technical High School 

Students in Respiratory Protection Program 

2006 - 2007 
 

Respiratory protection is required for and has been issued to the following students: 
 
Name 

 
Department 

 
Job Description/ 

Work Procedure 

 
Type of 

Respirator 

 
Date 

Issued 
 
 

 
 

  
 
 

 
 

 
 

  
 
 

 
 

 
 

  
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 



 

ATTACHMENT D 

 

Respirator Inspection Checklist 

 
 
Type of Respirator: 

 
Location: 

 
Respirator Issued to: 

 
Type of Hazard: 

 
Face piece  

 
_________ Cracks, tears, or holes 

_________ Face mask distortion 

_________ Cracked or loose lenses/face shield 
 
Head straps 

 
_________ Breaks or tears 

_________ Broken buckles 
 
Valves: 

 
_________ Residue or dirt 

_________ Cracks or tears in valve material 

 
 
Filters/Cartridges: 

 
_________ Approval designation 

_________ Gaskets 

_________ Cracks or dents in housing 

_________ Proper cartridge for hazard 
 
Air Supply Systems 

 
_________ Breathing air quality/grade 

_________ Condition of supply hoses 

_________ Hose connections  

_________ Settings on regulators and valves 
 
Rubber/Elastomer Parts 

 
_________ Pliability 

_________ Deterioration 

 

 

 
 
Inspected by: 

 
Date: 

 
Action Taken: 

 

 



 

  

E.  OSHA RESPIRATOR MEDICAL QUESTIONNAIRE 

 

 

 

Appendix C to Sec. 1910.134: OSHA Respirator Medical Evaluation Questionnaire 

(Mandatory) 

To :  Students and Parents 

Answers to questions in Section 1, and to question 9 in Section 2 of Part A, do not require a 

medical examination. Students must answer this questionnaire in the company of their 

parents/guardian. Parents and Students must sign in the appropriate location at the end of this 

questionnaire 

Part A. Section 1. (Mandatory) The following information must be provided by every student 

who has been selected to use any type of respirator (please print). 

1. Today's date:_______________________________________________________ 

2. Your name:__________________________________________________________ 

3. Your age (to nearest year):_________________________________________ 

4. Sex (circle one): Male/Female 

5. Your height: __________ ft. __________ in. 

6. Your weight: ____________ lbs. 

7. Chapter 74 Program:_____________________________________________________ 

8. A phone number where you can be reached by the health care professional who reviews this 

questionnaire (include the Area Code): ____________________ 

9. The best time to phone you at this number: ________________ 

10. Check the type of respirator you will use (you can check more than one category): 

a. ______ N, R, or P disposable respirator (filter-mask, non- cartridge type only). 

b. ______ Other type (for example, half- or full-facepiece type, powered-air purifying, 

supplied-air, self-contained breathing apparatus). 

11. Have you worn a respirator (circle one): Yes/No 

If "yes," what type(s):______________________________________________ 

_____________________________________________________________________ 

Part A. Section 2. (Mandatory) Questions 1 through 9 below must be answered by every student  

who has been selected to use any type of respirator (please circle "yes" or "no"). 



 

1. Do you currently smoke tobacco, or have you smoked tobacco in the last month: Yes/No 

2. Have you ever had any of the following conditions? 

a. Seizures (fits): Yes/No  

b. Diabetes (sugar disease): Yes/No  

c. Allergic reactions that interfere with your breathing: Yes/No  

d. Claustrophobia (fear of closed-in places): Yes/No  

e. Trouble smelling odors: Yes/No 

3. Have you ever had any of the following pulmonary or lung problems? 

a. Asbestosis: Yes/No  

b. Asthma: Yes/No  

c. Chronic bronchitis: Yes/No  

d. Emphysema: Yes/No  

e. Pneumonia: Yes/No  

f. Tuberculosis: Yes/No  

g. Silicosis: Yes/No  

h. Pneumothorax (collapsed lung): Yes/No  

i. Lung cancer: Yes/No  

j. Broken ribs: Yes/No  

k. Any chest injuries or surgeries: Yes/No  

l. Any other lung problem that you've been told about: Yes/No 

4. Do you currently have any of the following symptoms of pulmonary or lung illness? 

a. Shortness of breath: Yes/No  

b. Shortness of breath when walking fast on level ground or walking up a slight hill or 

incline: Yes/No  

c. Shortness of breath when walking with other people at an ordinary pace on level 

ground: Yes/No  

d. Have to stop for breath when walking at your own pace on level ground: Yes/No  

e. Shortness of breath when washing or dressing yourself: Yes/No  

f. Shortness of breath that interferes with your job: Yes/No  

g. Coughing that produces phlegm (thick sputum): Yes/No  

h. Coughing that wakes you early in the morning: Yes/No  

i. Coughing that occurs mostly when you are lying down: Yes/No  

j. Coughing up blood in the last month: Yes/No  

k. Wheezing: Yes/No  

l. Wheezing that interferes with your job: Yes/No  

m. Chest pain when you breathe deeply: Yes/No  

n. Any other symptoms that you think may be related to lung problems: Yes/No 

5. Have you ever had any of the following cardiovascular or heart problems? 

a. Heart attack: Yes/No  

b. Stroke: Yes/No  

c. Angina: Yes/No  

d. Heart failure: Yes/No  

e. Swelling in your legs or feet (not caused by walking): Yes/No  

f. Heart arrhythmia (heart beating irregularly): Yes/No  

g. High blood pressure: Yes/No  
h. Any other heart problem that you've been told about: Yes/No 

6. Have you ever had any of the following cardiovascular or heart symptoms? 

a. Frequent pain or tightness in your chest: Yes/No 

b. Pain or tightness in your chest during physical activity: Yes/No  



 
c. Pain or tightness in your chest that interferes with your job: Yes/No  

d. In the past two years, have you noticed your heart skipping or missing a beat: Yes/No  

e. Heartburn or indigestion that is not related to eating: Yes/ No  

f. Any other symptoms that you think may be related to heart or circulation problems: 

Yes/No 

7. Do you currently take medication for any of the following problems? 

a. Breathing or lung problems: Yes/No  

b. Heart trouble: Yes/No  

c. Blood pressure: Yes/No  

d. Seizures (fits): Yes/No 

8. If you've used a respirator, have you ever had any of the following problems? (If you've 

never used a respirator, check the following space and go to question 9 :) 

a. Eye irritation: Yes/No  

b. Skin allergies or rashes: Yes/No  

c. Anxiety: Yes/No  

d. General weakness or fatigue: Yes/No  

e. Any other problem that interferes with your use of a respirator: Yes/No 

9. Would you like to talk to the health care professional who will review this questionnaire 

about your answers to this questionnaire: Yes/No 

Questions 10 to 15 below must be answered by every employee who has been selected to use 

either a full-face piece respirator or a self-contained breathing apparatus (SCBA). For 

employees who have been selected to use other types of respirators, answering these questions 

is voluntary. 

10. Have you ever lost vision in either eye (temporarily or permanently): Yes/No 

11. Do you currently have any of the following vision problems? 

Wear contact lenses: Yes/No  

a. Wear glasses: Yes/No  

b. Color blind: Yes/No  

c. Any other eye or vision problem: Yes/No 

12. Have you ever had an injury to your ears, including a broken ear drum: Yes/No 

13. Do you currently have any of the following hearing problems? 

a. Difficulty hearing: Yes/No  

b. Wear a hearing aid: Yes/No  

c. Any other hearing or ear problem: Yes/No 

14. Have you ever had a back injury: Yes/No 

15. Do you currently have any of the following musculoskeletal problems? 

a. Weakness in any of your arms, hands, legs, or feet: Yes/No  

b. Back pain: Yes/No  

c. Difficulty fully moving your arms and legs: Yes/No  

d. Pain or stiffness when you lean forward or backward at the waist: Yes/No  



 
e. Difficulty fully moving your head up or down: Yes/No  

f. Difficulty fully moving your head side to side: Yes/No  

g. Difficulty bending at your knees: Yes/No  

h. Difficulty squatting to the ground: Yes/No  

i. Climbing a flight of stairs or a ladder carrying more than 25 lbs: Yes/No  

j. Any other muscle or skeletal problem that interferes with using a respirator: Yes/No 

Part B Any of the following questions, and other questions not listed, may be added to the 

questionnaire at the discretion of the health care professional who will review the questionnaire. 

1. At school, work or at home, have you ever been exposed to hazardous solvents, hazardous 

airborne chemicals (e.g., gases, fumes, or dust), or have you come into skin contact with 

hazardous chemicals: Yes/No 

If "yes," name the chemicals if you know them:_________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

2. Have you ever worked with any of the materials, or under any of the conditions, listed below: 

a. Asbestos: Yes/No  

b. Silica (e.g., in sandblasting): Yes/No  

c. Tungsten/cobalt (e.g., grinding or welding this material): Yes/No  

d. Beryllium: Yes/No  

e. Aluminum: Yes/No  

f. Coal (for example, mining): Yes/No  

g. Iron: Yes/No  

h. Tin: Yes/No  

i. Dusty environments: Yes/No  

j. Any other hazardous exposures: Yes/No 

If "yes," describe these exposures:____________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

3. List any part-time jobs or side businesses you have:___________________ 

_______________________________________________________________________ 

4. List your current and previous hobbies:________________________________ 

_______________________________________________________________________ 

5. Other than medications for breathing and lung problems, heart trouble, blood pressure, and 

seizures mentioned earlier in this questionnaire, are you taking any other medications for any 

reason (including over-the-counter medications): Yes/No 

If "yes," name the medications if you know them:_______________________ 

6. Will you be using any of the following items with your respirator(s)? 

a. HEPA Filters: Yes/No  

b. Canisters (for example, gas masks): Yes/No  

c. Cartridges: Yes/No 



 

7. How often are you expected to use the respirator(s) (circle "yes" or "no" for all answers that 

apply to you)? 

a. Escape only (no rescue): Yes/No  

b. Emergency rescue only: Yes/No  

c. Less than 5 hours per week: Yes/No  

d. Less than 2 hours per day: Yes/No  

e. 2 to 4 hours per day: Yes/No  

f. Over 4 hours per day: Yes/No 

8. Will you be wearing protective clothing and/or equipment (other than the respirator) when    

you're using your respirator: Yes/No 

If "yes," describe this protective clothing and/or equipment:__________ 

_______________________________________________________________________ 

9. Will you be working under hot conditions (temperature exceeding 77 deg. F): Yes/No 

10. Will you be working under humid conditions: Yes/No 

11. Describe the work you'll be doing while you're using your respirator(s): 

_______________________________________________________________________ 

_______________________________________________________________________ 

12. Describe any special or hazardous conditions you might encounter when you're using your 

respirator(s) (for example, confined spaces, life-threatening gases): 

_______________________________________________________________________ 

_______________________________________________________________________ 

13. Provide the following information, if you know it, for each toxic substance that you'll be 

exposed to when you're using your respirator(s): 

Name of the first toxic substance:___________________________________________ 

Estimated maximum exposure level:__________________________________ 

Duration of exposure:______________________________________________ 

Name of the second toxic substance:__________________________________________ 

Estimated maximum exposure:__________________________________ 

Duration of exposure:______________________________________________ 

Name of the third toxic substance:___________________________________________ 

Estimated maximum exposure level:__________________________________ 

Duration of exposure:______________________________________________ 

The name of any other toxic substances that you'll be exposed to 

while using your respirator: 

_____________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

“I HEREBY STATE THAT TO THE BEST OF MY KNOWLEDGE, MY ANSWERS TO THE 

ABOVE QUESTIONS ARE COMPLETE AND CORRECT. “ 

 

Signature of Student:  _____________________Signature of Parent/Guardian:  

_________________________ Date:  ____________ 

 

 

 

 

F.  QUANTITATIVE RESPIRATOR FIT TEST FORM 

 

Student Name:  _____________________________________________ Date:  

_______________________________ 

 

Grade:  ___________________ Vocational Program:  

__________________________________________________  

 

 

RESPIRATOR TESTED 

 

Type:  __________________ Brand: ____________________ Size:_______________ Model 

#: ________________ 

 

 

TEST EXERCISES: 

 

Positive Pressure fit check: _______________ Pass _______________ Fail 

 

Negative Pressure fit check: _______________ Pass _______________ Fail  

 

1.  Head Stationary Normal 

     Breathing (60 seconds) _______________ Pass _______________ Fail 

 

2.  Head Stationary Deep  

     Breathing (60 seconds) _______________ Pass _______________Fail 

 

3.  Head Turning Side to Side 

     Breathing (60 seconds) _______________ Pass _______________Fail 

 

4.  Head Moving Up and Down 

     Breathing (60 seconds) _______________ Pass _______________ Fail 

 

5.  Talking (count backwards 1 – 10) _______________ Pass _______________ Fail 

 

6.   Grimace (15 seconds) _______________ Pass _______________ Fail 

 



 

7.  Bending over To Touch Toes _______________ Pass _______________ Fail 

     (60 seconds) 

 

8.  Head Stationary Normal 

     Breathing (60 seconds) _______________ Pass _______________ Fail 

 

 

 

Pass:  __________________________ Fail:  __________________________ 

 

Name of Tester:  _______________________________________ 
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STUDENT HEALTH SERVICES        5500 

 

CONCUSSION POLICY         5504 

 

Purpose: 

 

This policy provides for the implementation of MA 105 CMR 201.000, Head Injuries and 

Concussions in Extracurricular Athletic Activities.  The policy applies to all public middle and 

high school students who participate in any extracurricular athletic activity.  This policy provides 

the procedures and protocols for the Tri-County RVTHS in the management of sports-related 

head injuries within the district or school.  Review and revision of this policy is required every 

two years. 

 

Pre-Participation Requirements and Training: 

 

The following persons must annually complete one of the head injury safety training programs 

approved by Tri-County RVTHS: 

 

 Coaches 

 Athletic trainers 

 Trainers 

 Volunteers 

 School and team physicians 

 School nurses 

 Athletic directors 

 Guidance/Adjustment counselors 

 Physical education teachers 

 Students who participate in an extracurricular athletic activity must complete an approved 

on-line program listed on the Tri-County website and sign a certificate of completion 

 Parents are required to do one of the following: 

A. Complete an approved online program listed on the Tri-County website including a pre-

participation questionnaire (must provide a certificate of completion to the athletic 

director) 

B. Sign an acknowledgement that they have read and understand written materials provided 

to them by the athletic director 

C. Attend a Tri-County sponsored training session and sign the attendance roster 

 

The athletic director will keep all certificates, signed acknowledgements and training session 

rosters until the student graduates. 

 



 

 Game officials must also complete an approved training annually and provide Tri-County 

with verification of completion upon request. 

 

Additionally, students who plan to participate in extracurricular athletic activities and their 

parents must complete and sign the pre-participation Sports Candidate Medical Questionnaire 

prior to each season of participation.  The questionnaire will be distributed through the athletic 

department and may also be obtained in the health office.  The questionnaire will be reviewed by 

the school nurse prior to athletic participation.  The school nurse will provide appropriate follow-

up when necessary.  Annually, students are also required to provide a record of a physical exam 

to the school nurses’ office.  No student will be medically cleared for extracurricular athletic 

activities until the school nurse has reviewed both the questionnaire and physical exam.  The 

school nurse will consult with the school physician as necessary regarding a student’s medical 

history and or eligibility. 

 

Tri-County may use a student’s history of head injury or concussion as a factor to determine 

whether to allow the student to participate in an extracurricular athletic activity or whether to 

allow such participation under specific conditions or modifications. 

 

Additional parental requirement: 

 

If a student sustains a head injury or concussion during the season, but not while participating in 

an extracurricular athletic activity, the parent must complete the Report of Head Injury Form and 

submit it to the school nurse. 

 

Exclusion from Play: 

 Any student, who during a practice or competition, sustains a head injury or suspected 

concussion, or exhibits signs and symptoms of a concussion or loses consciousness, even 

briefly, shall be removed from the practice or competition immediately and may not return to 

the practice or competition that day. 

 The student cannot return to practice or competition unless and until the student provides 

medical clearance.  The coach or athletic trainer will provide the necessary forms for the 

student to take to his or her medical provider.  These include a letter explaining the need for 

the medical clearance from the student’s physician, an academic recovery plan information 

and recommendation form and an athletic Return-to-Play plan. 

 The coach or other Tri-County personnel must communicate the nature of the injury directly 

to the parent in person or by phone immediately after the practice or competition in which a 

student has been removed from play due to a head injury, suspected concussion, signs and 

symptoms of a concussion, or loss of consciousness.   

 The coach or his or her designee will communicate, by the end of the next business day, with 

the Athletic Director, the school athletic trainer and school nurse that the student has been 

removed from practice or competition for a head injury, suspected concussion, signs and 

symptoms of a concussion, or loss of consciousness. 

 The nurse will provide a copy of the Accident Report to the parent(s)/guardian(s), the 

Principal, and the Director of Student Services. 

 

Return to Play: 



 

 

A Tri-County multidisciplinary team will be established by the School Nurse.  This team will 

develop a Return to Play plan for the student’s return to play.  This team may consist of athletic 

trainer, school nurse, school physician, teaching staff, guidance counselor, primary care 

physician or physician managing the student’s recovery, the student, and the parent(s). 

 

The Return to Play plan will include the academic recovery plan recommendations from the 

physician and the return to play protocol of the athletic trainer. 

 

Students must be symptom free and medically cleared in order to return to play.  Only a duly 

licensed physician may authorize a student to return to play. 

 

Athletic Director Responsibilities: 

 

The athletic director participates in the biannual review and revision of the policy. 

 

The athletic director completes an annual training. 

 

The athletic director shall: 

 Ensure the training of coaches, staff, parents, volunteers and students 

 Maintain records of annual training, completions, affidavits, and/or attendance rosters until 

student graduates 

 Ensure that the medically cleared list is provided to all coaches, assistants, and volunteers 

and that no student participates without this clearance 

 Ensure the Report of Head Injury Forms are completed by parents and coaches and reviewed 

by the school nurse 

 Ensure that athletes are prohibited from engaging in any unreasonably dangerous athletic 

technique that endangers the health or safety of an athlete, including using a helmet or any 

other sports equipment as a weapon 

 Report annual statistics to the Department of Public Health 

o The total number of Head Injury Reports received from both coaches and parents 

o The total number of students who incurred head injuries and suspected concussions 

when engaged in any extracurricular athletic activities 

 

Athletic Trainer Responsibilities: 

 

The athletic trainer must complete the annual training. 

 

The athletic trainer will participate in the biannual policy review. 

 

The athletic trainer will: 

 Review the Pre-Participation Questionnaire and Report of Head Injury forms with the school 

nurse 

 Identify students with head injury or concussion that occur in practice or competition and 

remove them from play 



 

 Monitor the symptoms of students with head injuries and maintain written documentation of 

such monitoring 

 Implement the individual Concussion Return-to-Play plan after diagnosis 

 Collaborate with coaches to ensure that the Concussion Return-to-Play plan is being followed 

 Determine return to play eligibility 

 Require further medical clearance from the student’s physician who is managing his/her 

recovery 

o This additional medical clearance may be required for students who may have 

repeated concussions or severe concussion and who in the opinion of the athletic 

trainer may be at greater risk of suffering from concussions and potential long term 

effects from these multiple concussions. 

 Maintain all Concussion Return-to-Play plans for students with head injury or concussions in 

a secure location. 

 

Coach Responsibilities: 

 

The coach must complete the annual training and provide the athletic director with a certificate 

of completion. 

 

The coach reviews the pre-participation information provided by the school nurse regarding a 

student’s history and/or risk of head injury. 

 

The coach will: 

 Identify athletes with head injuries or suspected concussions that occur in practice or 

competition and remove them from play 

 Complete the Report of Head Injury Form upon identification of a student with a head injury 

or suspected concussion that occurs during practice or competition 

 Notify parents of any student removed from practice or competition immediately after 

practice 

 Promptly notify the athletic director and athletic trainer and school nurse of any student 

removed from practice or competition 

 Teach techniques aimed at minimizing sports-related head injury 

 Discourage and prohibit athletes from engaging in any unreasonably dangerous athletic 

technique that endangers the health and safety of an athlete, including using a helmet or any 

other sports equipment as a weapon 

 

School Nurse Responsibilities: 
 

The school nurses must complete the annual training. 

 

The school nurse participates in the biannual review and revision of the policy. 

 



 

The school nurse will: 

 Review all pre-participation questionnaires 

 Review all annual physical exams 

 Review all Report of Head Injury forms 

 Maintain all questionnaires, physical exams, Report of Head Injury forms and any other 

pertinent medical information in the student health record 

 Share on a need to know basis any head injury information regarding a student that may 

impact his/her ability to participate in extracurricular athletic activities or places a student at 

greater risk for repeated head injuries 

 Participate in the reentry planning for students to discuss any necessary accommodations or 

modifications with respect to academics, course requirements, homework, testing scheduling 

and other aspects of school activities consistent with a graduated reentry plan for return to 

full academic and extracurricular athletic activities after a head injury and revising the health 

care plan as needed 

 Monitor recuperating students with head injuries and collaborate with guidance counselors 

and teachers to ensure that the graduated reentry plan is being followed 

 Provide ongoing educational materials on head injury and concussion to teachers, staff and 

students 

 Provide Accident Form to parent(s), principal, Director of Student Services 

Record Maintenance: 

 

Tri-County will maintain the following records until the student graduates: 

 Verifications of completed of annual trainings 

 Pre-Participation Questionnaire 

 Annual physical exams 

 Report of Head Injury forms 

 Concussion Return to Play plan for injured students 

 

These records will be made available to the Department of Public Health and DESE upon request 

or in connection with any inspection or program review. 

 

Guidance: 

 

 Complete the annual training 

 Participate in Academic Re-Entry planning 

 Participate in the development of a 504 plan, if warranted 

 

School Committee approved  February 15, 2012        

  



 

STUDENTS & INSTRUCTION 5000 

 

ATHLETIC AND OTHER SCHOOL ORGANIZATION PROGRAMS 5600 

 

 

The school district will strive to offer a well-balanced sports program which will encourage the 

participation of interested boys and girls. 

 

The Superintendent, with the assistance of the Athletic Director, will develop a handbook setting 

forth the rules and regulations by which all athletic activities will be conducted. 

 

The Tri-County Regional School Committee will annually review and approve the Athletic 

Handbook. 

 

 

Approved, September 23, 1981 

 



 

STUDENTS AND INSTRUCTION            5000 

 

EDUCATING HOMELESS STUDENTS POLICY: MCKINNEY-VENTO ACT/     5700 

FOSTER CARE 

 

EDUCATING HOMELESS STUDENTS POLICY: MCKINNEY-VENTO ACT      5701 
 

As required by law, the district will work with homeless children and youth and unaccompanied 

youth1 (collectively, “homeless students”) as well as their families or legal guardians to provide 

stability in school attendance and other services. Special attention will be given to ensuring the 

enrollment and attendance of homeless students not currently attending school. Homeless students 

will be provided district services for which they are eligible, including Head Start and comparable 

pre-school programs, Title I, similar state programs, special education, bilingual education, 

vocational and technical education programs, gifted and talented programs, school nutrition 

programs, summer programming and extracurricular activities. 

 

Homeless students are defined as lacking a fixed, regular and adequate nighttime residence, 

including: 

 

1. Sharing the housing of other persons due to loss of housing, economic hardship, or similar 

reason; 

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative 

adequate accommodations; 

3. Living in emergency or transitional shelters; 

4. Being abandoned in hospitals; 

5. Living in public or private places not designed for or ordinarily used as regular sleeping 

accommodations for human beings; 

6. Living in cars, parks, public spaces, abandoned buildings, substandard housing, 

transportation stations or similar settings; and 

7. Migratory children living in conditions described in the previous examples. 

 

Students Remaining in Schools of Origin 

 

It is presumed to be in the best interest of homeless students to remain in their schools of origin, 

i.e. the school that the student was attending at the time he or she became homeless, or the last 

school the student attended prior to becoming homeless.  Homeless students may continue to attend 

their school of origin for as long as they remain homeless or until the end of the academic year in 

which they obtain permanent housing.  For homeless students who complete the final grade level 

served by the school of origin, the term “school of origin” shall also include the receiving school 

in the same school district educating students at the next grade level.   

 

Homeless students are entitled to transportation comparable to that provided for all other students 

attending school in the district.  The district will transport students who are sheltered or temporarily 

residing within the district to the students’ school of origin.  For homeless students attending a 

school of origin located outside the district in which the student is sheltered or temporarily residing, 

the district in which the school of origin is located will coordinate with the district in which the 

student is sheltered or temporarily residing to provide the transportation services necessary for the 

                                                 
1 “A homeless child or youth not in the physical custody of a parent or guardian.”  42 USC §11434a. 



 

student, and these districts will divide the cost equally.  Formerly homeless students who find 

permanent housing mid-school year will continue to receive transportation services until the end 

of the school year. 

Students Enrolling in District Where Sheltered or Temporarily Residing  

 

Parents or guardians may elect to enroll homeless students in the school district in which the 

student is sheltered or temporarily residing, rather than having the student remain in the school of 

origin.  Enrollment changes for homeless students should take place immediately.   

 

If homeless students are unable to provide written proof of their shelter or temporary residence in 

the district, the homeless liaison will work with the family seeking enrollment to determine 

homelessness.  Information regarding a homeless student’s living arrangement shall be considered 

a student education record, and not directory information.  Records containing information about 

the homeless student’s living arrangement may not be disclosed without the consent of the parent 

or satisfaction of another student-privacy related exemption. 

 

If the student does not have immediate access to immunization records, the student shall be 

permitted to enroll under a personal exception. Students and families should be encouraged to 

obtain current immunization records or immunizations as soon as possible, and the district liaison 

is directed to assist.  Emergency contact information is required at the time of enrollment consistent 

with district policies, including compliance with the state's address confidentiality program when 

necessary.  After enrollment, the district will immediately request available records from the 

student's previous school. 

 

Attendance rights by living in attendance areas, other student assignment policies, or intra and 

inter-district choice options are available to homeless families on the same terms as families who 

reside in the district.  Accordingly, the district will provide transportation services to school in a 

manner comparable to the transportation provided for all other students in the district. 

 

Dispute Resolution    

 

If the district disagrees with a parent or guardian’s decision to keep a student enrolled in the school 

of origin and considers enrollment in the district where the student is sheltered or temporarily 

residing to be in the student’s best interest, the district will explain to the parent, in writing and in 

a language the parent can understand,2 the rationale for its determination and provide parent with 

written notice of their rights to appeal the district’s determination to the Massachusetts Department 

of Elementary and Secondary Education3.  During the pendency of any such appeal, the student 

should remain enrolled in the school selected by the parent or guardian, receiving transportation 

to school and access to other available services and programs.    

 

The Massachusetts Department of Elementary and Secondary Education’s Advisory on Homeless 

Education Assistance contains additional information about educating homeless students and the 

appeal process.  This advisory is available at the following link:  

http://www.doe.mass.edu/mv/haa/mckinney-vento.docx 

                                                 
2 Translation of communications of this type is required by Title I, among other laws.  See, e.g. 20 USC § 6312.  
3 Information about the dispute resolution process managed by the Department of Elementary and Secondary 

Education can be located here:  http://www.doe.mass.edu/mv/haa/03-7.html 

 

http://www.doe.mass.edu/mv/haa/mckinney-vento.docx
http://www.doe.mass.edu/mv/haa/03-7.html


 

Homeless Liaison       

 

The Superintendent shall designate an appropriate staff person to be the district's liaison for 

homeless students and their families.  The district's liaison for homeless students and their families 

shall coordinate with local social service agencies that provide services to homeless children and 

youths and their families; other school districts on issues of transportation and records transfers; 

and state and local housing agencies responsible for comprehensive housing affordability 

strategies. This coordination includes providing public notice of the educational rights of homeless 

students in locations such as schools, family shelters and soup kitchens. The district's liaison will 

also review and recommend amendments to district policies that may act as barriers to the 

enrollment of homeless students.  The liaison shall ensure district staff receive professional 

development and other support on issues involving homeless students. 

 

LEGAL REFS.:   The McKinney-Vento Act and Title I, Part A, as Amended by the Every 

Student Succeeds Act of 2015 

 

SOURCE:  MASC October 2019 

 

 

 

 

School Committee approved February 10, 2021 
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MCKENNY-VENTO HOMELESS EDUCATION ASSISTANCE POLICY/  5700 

FOSTER CARE 

 

FOSTER CARE          5702 

 

The purpose of this policy is to ensure the educational stability of students in foster care and their 

equal access to the same free and appropriate public education through high school graduation as 

provided to other students as required by law. Educational stability has a lasting impact on 

students' academic achievement and wellbeing, and the School Committee is committed to 

supporting district and community efforts to ensure that students in foster care have access to 

high-quality, stable educational experiences. 

 

The law requires that foster care students continue to attend their school of origin, unless after a 

collaborative decision-making process it is determined to be in the student's best interest to enroll 

in and attend school in the district in which a foster care provider or facility is located (if 

different). The law also requires that when it is not in the student's best interest to remain in the 

school of origin, the student is immediately enrolled and attending in a new school district, even 

if records normally required for enrollment cannot be quickly produced. Additionally, the law 

requires the Department of Children and Families (DCF), The Department of Elementary and 

Secondary Education (DESE), and the school district to designate points of contact; and also that 

the district collaborate with DCF to ensure that students will receive transportation to the school 

of origin if needed. 

 

Best Interest Determination 
Decisions about whether a student in foster care should continue to attend the school of origin 

should be made collaboratively by DCF, the student (as appropriate), the student's family and/or 

foster family (and if different, the person authorized to make educational decisions on behalf of 

the student), the school and district of origin, and (when different) the local district where the 

student is placed. Best interest determinations should focus on the needs of each individual 

student and take into account a variety of factors. Every effort should be made to reach 

agreement regarding the appropriate school placement of a student in foster care. However, if 

there is disagreement regarding school placement for a student in foster care, DCF will finalize 

the best interest determination. 

 

The district can seek review of DCF's decision by utilizing a Foster Care School Selection 

Dispute Resolution Process established by DESE and DCF. Decisions made through this process 

are not subject to review. Under the law, to promote educational stability, students should 

continue to attend their schools of origin while best interest determinations are being made. 

 

 

Transportation 

The district of origin must collaborate with DCF on how transportation will be provided and 

arranged to ensure that students in foster care who need transportation to remain in their school 

of origin will receive such transportation while they are in foster care. 

Transportation options may include using Title I funds, establishing regional collaborations 

among districts, coordinating with existing routes for transportation, seeking help from foster 

parent(s), etc. Absent other agreements between the district and DCF, the district of origin is 

responsible for providing transportation to and from the school of origin. 

LEGAL REFS: Every Student Succeeds Act (ESSA); 



 

Fostering Connections to Success and Increasing Adoptions Act of 2008 (Fostering Connections 

Act) 

 

 

 

 

 

School Committee Adopted     April 14, 2021 

  



 

SCHOOL COMMITTEE        6000 

  

SCHOOL COMMITTEE OPERATIONS 6100 

 

OFFICIAL NAME AND CLASSIFICATION 6101 

 

 

 

The official name of the school district:  Tri-County Regional Vocational Technical School 

District. 

 

The official name of the school is:  Tri-County Regional Vocational Technical High School. 

 

The school is established as a regional vocational- technical high school, grades nine through 

twelve, with the provision for adding post-secondary courses and programs as needs are 

identified and resources become available. 

 

The basic purpose of the Tri-County Regional Vocational Technical High School is to provide 

educational programs and facilities which will meet the occupational needs of all the people in 

the member towns. 

 

A regional vocational school district is established legally under those laws of the 

Commonwealth of Massachusetts which pertain to vocational education and the formation of 

regional school district.  Under these laws, the school district is created by virtue of a legal 

agreement which is approved by the towns and cities which make up the regional school district.   

  

Independent distributive occupations, industrial, agricultural and household arts schools may be 

established and maintained by regional school districts established under sections fourteen 

through  sixteen I of chapter seventy-one if the agreement for the establishment of the regional 

school district, either as originally adopted or as subsequently amended, so provides, and for that 

purpose the regional district school committee shall have the powers and perform the duties 

conferred or imposed by law upon local trustees for vocational education, and may be known as 

a board of regional school district committee. 

 

 

Name:  Approved, August 15, 1973 

 Amended March 2003 

  



 

SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

OFFICIAL SEAL AND SCHOOL SEAL 6102 

 

 

OFFICIAL SEAL 

 

The Committee accepts the seal presented by the sub-committee with the amendment that 

“vo-tech” be changed to “vocational technical”. 

 

 

SCHOOL SEAL 

 

             The School Committee adopts the seal indicated as Number 14. 

 

 

 

 

Approved. 

1. September 26, 1973 

2. August 25, 1976 
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SCHOOL COMMITTEE OPERATIONS 6100 

 

APPOINTED MEMBERS 6103 

 

 

 

The regional school district committee, hereinafter sometimes referred to as the Committee, shall 

consist of two members each from the towns of Franklin, North Attleborough and Walpole and 

one member each from the towns of Medfield, Medway, Millis, Norfolk, Plainville, Seekonk, 

Sherborn and Wrentham.  All members shall serve until their respective successors are appointed 

and qualified.   

 

In every year in which the term of office expires, the moderator and the chairman of the board of 

selectmen and the chairman of the local school committee, acting jointly, of each of the 

respective member towns involved shall appoint one member to serve for a term of three years.  

The term of each such member shall commence on July 1 of the year in which he or she is 

appointed.  Members of the Committee from Franklin, including members appointed to fill 

vacancies, shall be appointed by the Chairman of the Town Council, the Chairman of the School 

Committee and the Town Administrator, acting jointly. 

 

 

 

Legal Reference:  Agreement with Respect to the Establishment of a Technical and Vocational  

                             Regional School District (as amended), Section I(C) and Section XIV(A). 

 

 



 

SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

VACANCIES 6104 

 

 

If a vacancy occurs among the members appointed, the moderator and the chairman of the board 

of selectmen and the chairman of the local school committee, acting jointly, of the member town 

involved shall appoint a member to serve for the balance of the unexpired term, if any.   

 

If a vacancy occurs among the members appointed from the Town of Franklin, the chairman of 

the town council, the chairman of the school committee and the town administrator, acting 

jointly, shall appoint a member to serve for the balance of the unexpired term, if any. 

 

 

 

Legal Reference:  Agreement with Respect to the Establishment of a Technical and Vocational  

                             Regional School District (as amended), Section I(D) and Section XIV(A). 



 

 

 SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

SCHOOL COMMITTEE EXPENSES 6105 

 

 

The School Committee members will be reimbursed for automobile travel at the approved 

federal rate. School Committee members will be reimbursed on a per diem meal rate of $60.00.  

The rate derived as follows:  Breakfast - $10:00, Lunch - $15.00, Dinner - $35.00. Committee 

members wishing to attend a conference, workshop or convention will request such through the 

Chairman.  The Chairman shall determine which and how many members shall attend a 

conference, workshop or convention.  The Chairman will report his decisions to the full 

Committee prior to such conference, workshop or convention.   

 

Approved, July 19, 2001 

 

MASC SCHOOL COMMITTEE CONFRENCE, CONVENTIONS, AND WORKSHOPS 

POLICY: 

 

To provide continuing in-service training and development for its members, the School 

Committee encourages the participation of all members at appropriate School Committee 

conference, workshops and conventions.  However, in order to control both the investment of 

time and funds necessary to implement this policy, the committee establishes these principles 

and procedures for its guidance: 

 

1. A calendar of School Committee conferences, conventions and workshops will be 

maintained by the committee secretary.  The committee will periodically decide which 

meetings appear to be most promising in terms of producing direct and indirect benefits 

to the school system.  At least annually, the committee will identify those new ideas or 

procedures and/or cost benefits that can be ascribed to participation at such meetings. 

 

2. Funds for participation at such meeting will be budgeted for on an annual basis.  When 

funds are limited, the committee will designate which of its members would be the most 

appropriate to participate at a given meeting. 

 

3. Reimbursement to committee members for their travel expenses will accord with the 

travel expense policy for staff members. 

 

4. When a conference, convention or workshop is not attended by the full committee, those 

who do participate will be requested to share information, recommendations and 

materials acquired at the meeting.  

  



 

SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

CODE OF ETHICS:  SCHOOL COMMITTEE MEMBERS 6106 

 

 

The acceptance of a code of ethic implies the understanding of the basic organization of school 

committees under the Laws of the Commonwealth of Massachusetts.  The oath of office of a 

school committee member binds the individual member to adherence to those state laws which 

apply to school committees. 

 

1.  A school committee member in his/her relations with his/her district should: 

 

 Realize that his/her primary responsibility is to the children. 

 

 Recognize that his/her basic function is policy-making and not administrative. 

 

 Be well informed concerning the duties of a committee member on both a local and state 

level. 

 

 Remember that he/she represents the entire district at all times. 

 

 Accept the office as a committee member as a means of unselfish service with no intent 

to “play politics” in any sense of the word, or to benefit personally from his/her 

committee activities. 

 

 Be informed and  keep local officials informed of the activities of the Tri-County School 

Committee. 

 

2.  A school committee member in his/her relations with his/her school administration should: 

 

 Endeavor to establish sound, clearly-defined policies which will direct and support the 

administration. 

 

 Recognize and support the administrative chain of command and refuse to act on 

complaints as an individual outside the administration, and further to refer any 

complaints to the Superintendent. 

 

 Give the chief administrator full responsibility for discharging his/her professional duties 

and hold him/her responsible for acceptable results. 

 

 Refer all complaints to the administrative staff for solution . 

  



 

SCHOOL COMMITTEE 6000 

 

CODE OF ETHICS:  SCHOOL COMMITTEE MEMBERS 6106 

 

3.  A school committee member in his/her relations to his/her fellow members should: 

 

 Recognize that action at official meetings is binding and that he/she alone cannot bind the 

committee outside of such meetings. 

 

 Uphold the intent of executive sessions and respect the privileged communication that 

exists in executive session. 

 Not withhold pertinent information on school matter either from members of his/her own 

committee or from members of other committees who may be seeking help and 

information on school problems. 

 

 Make decisions only after all facts on a question have been presented and discussed. 

 

 

 

 

 

 

Approved, September 23, 1981 
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SCHOOL COMMITTEE OPERATIONS  6100 

 

RELATIONSHIP TO SUPERINTENDENT  6107 

 

 

230.2 The Superintendent has a responsibility to inform the School Committee whenever an 

administrative decision or problem appears to be of such significance that the 

Committee might ultimately become involved in the situation.  It is generally difficult 

to predict these situations accurately, but the Superintendent will make every effort to 

do so in these particular cases. 

 

230.3 The School Committee should have contacts regarding school matters with the 

professional staff only through the Superintendent.  The Superintendent should be in a 

position to make all necessary contacts directly with the professional staff.  As the 

executive officer of the School Committee, he is the point of contact between the 

professional staff and the School Committee.  All problems connected with the 

members of the professional staff should be handled by the Superintendent. 

 

 

 

 

 

Reference 

 

Adapted from Jack L. Davidson, Effective School Board Meetings. 

Parker Publishing Co., Nyack, New York, 1970, pp. 165-167



 

SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

SUPERINTENDENT & LEGAL COUNSEL 6108 

 

 

The Superintendent will be allowed to consult with the legal counsel for the school district and 

the Superintendent will communicate with the Committee relative to such communication when 

appropriate. 

 

 

Approved, January 15, 1992 

 

  



 

SCHOOL COMMITTEE  6000 

 

SCHOOL COMMITTEE OPERATIONS  6100 

 

OFFICERS OF THE COMMITTEE  6109 

 

 

At the first regular meeting of the Committee held in the month of July, the Committee shall 

organize and choose by ballot a chairman and a vice-chairman from among its own membership.  

At the same meeting, or at any other meeting, the Committee shall appoint a treasurer and 

secretary, who may be the same person but who need not be members of the Committee; choose 

such other officers as it deems advisable; determine the terms of office of its officers (except the 

chairman and the vice-chairman who shall be elected annually as provided above) and prescribe 

the powers and duties of any of its officers. 

 

 

 

Legal Reference:  Agreement with Respect to the Establishment of a Technical and Vocational 

                             Regional School District (as amended), Section I(E). 



 

SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

SUB-COMMITTEES OF THE SCHOOL COMMITTEE 6110 

 

 

 

The Chairman will determine the composition of the sub-committees and will appoint the 

Chairman of any committee. 

 

An Executive Committee will be establish.  This committee shall consist of the Chairman and 

Vice-Chairman of the School Committee and the Chairman of all existing sub-committees.  The 

function of this committee shall be the assignment of all matters to the appropriate sub-

committee. 

 

 

 

Approved, July 28, 1976 

 



 

SCHOOL COMMITTEE 6000 

 

SCHOOL COMMITTEE OPERATIONS 6100 

 

SCHOOL COMMITTEE MEETINGS 6111 

 

 

NOTIFICATION OF SCHOOL COMMITTEE MEETINGS 

 

Public notice of each regular and special meeting shall be posted in accordance with MGL, 

Chapter 39, Section 23B (Open Meeting Law). 

 

The regular meetings of the School Committee shall be held on the third Wednesday of each 

month, unless otherwise voted.  All meetings shall be held at the office of the School District, 

except as otherwise voted at any prior meeting.  Regular meetings shall be called for 7:00 p.m. 

unless otherwise posted. 

 

SPECIAL SCHOOL COMMITTEE MEETINGS 

 

The Chairman or any other three members of the school committee can call a special school 

committee .  However, all members of the School Committee must receive prior notice of the 

meeting, and all such meetings need to comply with the posting requirements of the open 

meeting law. 

 

Approved, August 1, 1973. 

 

 EXECUTIVE SESSION 

 

The School Committee will convene an executive session when it deems appropriate for the 

purposes and in accordance with the procedures set forth in MGL, Chapter 39, Section 23B 

(Open Meeting Law). 

 

 RULES OF ORDER 

 

The Tri-County Regional Vocational School Committee has adopted Robert’s Rules of Order, 

Revised, as the procedure for conducting its meetings. 

 

Adopted:  October 10, 1973 

 

 AGENDA PREPARATION 

 

The Superintendent working with the Chairman of the School Committee has the 

responsibility of planning the agenda and gathering all background material which pertains to 

items to be considered by the Committee. 

 

 Committee members proposing items to be included on the agenda should submit these 

items to the district office in sufficient time so that they can be included in the material 

delivered to members prior to the meeting. 

 

The agenda and supporting materials will be mailed, when possible, by the Friday before 

each meeting so that this material is in the hand of School Committee members at least one 

day in advance of the meeting. 



 

 

Approved 

September 23, 1981 

 

 ORDER OF BUSINESS 

 

At regular meetings of the District School Committee the following shall be the order of 

business, unless otherwise voted. 

 

1. Call to Order 

2. Introductions 

3. Chairman’s Report 

4. Student Representative 

5. Sub-Committee Reports 

6. Superintendent’s Report 

7. Discussion of Warrants 

8. Old Business 

9. New Business 

10. Negotiations Sub-Committee Report (if needed) 

11. Adjournment 

 

 QUORUM 

 

The quorum for the transaction of business shall be a majority of the Committee, but a 

number less than a majority may adjourn. 

 

Legal Reference:  Agreement with Respect to the Establishment of a Technical and  

                             Vocational Regional School District (as amended), Section I(G). 

 

 RECORDING SECRETARY 

 

The School Committee will allow the Recording Secretary to sign the minutes as Acting 

Secretary when the School Committee Secretary is not in attendance at the meeting. 

 

Approved, April 12, 2000 

 



 

SCHOOL COMMITTEE 6000 

 

SCHOOL DISTRICT LEGAL STATUS 6200   

 

AMENDMENTS TO THE AGREEMENT 6201 

 

A. The agreement with the towns may be amended from time to time in the manner 

hereinafter provided, but no amendment shall be made which shall substantially impair 

the rights of the holders of any bonds or notes or other evidence of indebtedness of the 

district then outstanding, or the rights of the district to procure the means for payment 

thereof, provided that nothing in this section shall prevent the admission of a new town or 

towns to the district and reapportionment accordingly of capital costs of the district 

represented by bonds or of capital costs of the district represented by bonds or notes of 

the district then outstanding and of interest thereon. 

 

B. Any proposal for amendment, except a proposal for amendment providing for the 

withdrawal of a member town may be initiated by a vote of a majority of all the members 

of the committee or by petition signed by at least ten percent of the registered voters of 

any one of the member towns.  In the latter case, said petition shall contain at the end 

thereof a certification of the town clerk of such member town as to the number of 

registered voters in said town according to the most recent voting list and the number of 

signatures on the petition which appear to be the names of registered voters of said town 

and said petition shall be presented to the secretary of the Committee.  In either case the 

secretary of the Committee shall mail or deliver a notice in writing to the board of 

selectmen of each of the member towns that a proposal to amend this agreement has been 

made and shall enclose a copy of such proposal (without the signatures in the case of a 

proposal by petition).  The selectmen of each member town shall include in the warrant 

for the next annual or a special town meeting called for the purpose an article stating the 

proposal or the substance thereof.  Such amendment shall take effect upon its acceptance 

by all the member towns, acceptance by each town to be by a majority vote at a town 

meeting as aforesaid. 

 

 

Legal Reference:  Agreement with Respect of the Establishment of a Technical and Vocational 

                             Regional School District  (as amended), Section VII. 



 

SCHOOL COMMITTEE 6000 

 

SCHOOL DISTRICT LEGAL STATUS 6200 

 

ADMISSION OF NEW TOWNS 6202 

 

 

By an amendment of this agreement adopted under and in accordance with Section VII above, 

any other town or towns may be admitted to the regional school district upon adoption as therein 

provided of such amendment and upon acceptance by the town or towns seeking admission of 

the agreement as so amended and also upon compliance with school provisions of law as may be 

applicable and such terms as may be set forth in such amendment. 

 

 

 

Legal Reference:  Agreement with Respect of the Establishment of a Technical and Vocational \ 

                              Regional School District (as amended), Section VIII. 



 

 SCHOOL COMMITTEE 6000 

 

SCHOOL DISTRICT LEGAL STATUS 6200 

 

WITHDRAWAL OF TOWNS 6203 

 

A. Limitations 

The withdrawal of a member town from the District may be effected by an amendment to this 

agreement in the manner hereinafter provided by this section.  Any member town seeking to 

withdraw shall, by vote at an annual or special town meeting, request the Committee to draw 

up an amendment to this agreement setting forth the terms by which such town may 

withdraw from the District, provided that the said town shall remain liable to the District for 

its share of the indebtedness of the District outstanding at the time of such withdrawal, and 

for interest thereon, to the same extent and in the same manner as though the town had not 

withdrawn from the District. 

 

B. Procedure 

The clerk of the town seeking to withdraw shall notify the Committee in writing that such 

town has voted to request the Committee to draw up an amendment to the agreement 

(enclosing a certified copy of such vote).  Thereupon, the Committee shall draw up an 

amendment to the agreement setting forth such terms of withdrawal as it deems advisable, 

subject to the limitation contained in subsection VII(A).  The secretary of the Committee 

shall mail or deliver a notice in writing to the board of selectmen of each member town that 

the Committee has drawn up an amendment to the agreement providing for the withdrawal of 

a member town (enclosing a copy of such amendment).  The selectmen of each member town 

shall include in the warrant for the next annual or a special town meeting called for the 

purpose an article stating the amendment or the substance thereof.  Such amendment shall 

take effect upon its acceptance by all of the member towns, acceptance by each town to be a 

majority vote at a town meeting as aforesaid. 

 

C. Cessation of Terms of Office of Withdrawing Town’s Members 

Upon the effective date of the withdrawal the terms of office of the member or members 

serving on the regional district school committee from the withdrawing town shall terminate 

and the total membership of the Committee shall be decreased accordingly. 

D. Apportionment of Capital Costs After Withdrawal 

The withdrawing town’s annual share of any future installment of principal and interest on 

obligations outstanding on the effective date of its withdrawal shall not be less than the 

average of any such town’s annual capital cost apportionment percentages for the three years 

next preceding the year in which its withdrawal becomes effective, or, in case such 

withdrawal become effective before there shall have been an apportionment of capital costs 

for three years next preceding the year in which such withdrawal becomes effective, the 

withdrawing town’s annual share of such future installments of principal and interest shall 

not be less than the average of such town’s annual capital cost apportionment percentage for 

such of the year or years preceding the year in which its withdrawal become effective for 

which an apportionment of capital costs shall have been made.  The remainder of any such  

 

 

 



 

SCHOOL COMMITTEE  6000 

 

WITHDRAWAL OF TOWNS  6203 

 

 

 

installment after subtracting the share of any town or towns which have withdrawn shall be 

apportioned to the remaining member town or towns in the manner provided in subsection 

IV(D) or as may be otherwise provided in the amendment providing for such withdrawal. 

 

 

 

Legal Reference:  Agreement with Respect to the Establishment of a Technical and 

                             Vocational Regional School District (as amended), Section IX 



 

SCHOOL COMMITTEE  6000 

 

SCHOOL DISTRICT LEGAL STATUS  6200 

 

AN ACT VALIDATING ADOPTION OF TRI-COUNTY REGIONAL   6204 

VOCATIONAL TECHNICAL SCHOOL DISTRICT OF AN AMENDMENT 

TO ITS AGREEMENT. 

 

Be it enacted, etc., as follows 

 

SECTION 1.  The vote of the regional district school committee of the Tri-County Regional 

Vocational Technical School District adopted on June 11, 1980 approving an amendment to its 

regional school district agreement making certain technical changes in the agreement relating to 

the Town of Franklin is herby validated and confirmed.  Said amendment shall take full effect 

upon the passage of this act, without the need for further action by said district or its member 

towns. 

 

SECTION 2.  Tri-county Regional Vocational Technical School District shall continue to be 

subject to the provisions of section 16 to 16I, inclusive of Chapter 71 of the General Laws,  As 

they apply to the Town of Franklin, a member town of said district, the following words in said 

Section 16 to 16I, inclusive, shall have the following meanings: 

 

a) “Town meeting” shall mean meeting of the town council, except that “business session of 

the annual town meeting” in Section 15(m) shall mean meeting of the town council at 

which the annual town budget is to be adopted.  “Town meetings for the election of town 

officers” in Section 16(n) shall mean town election, and “next annual town meeting” in 

Sectiin 16B shall mean meeting of the town council at which the next annual town budget 

is adopted; and 

 

b) “Board of selectmen” and “selectmen” shall mean town administrator. 

 

Section 3.  This act shall take effect upon its passage. 

 

VOTED:  That the following amendment to the District Agreement is hereby approved. 

 

AMENDMENT NO 3 TO THE AGREEMENT ESTABLISHING THE TRI-COUNTY 

REGIONAL VOCATIONAL TECHNCIAL SCHOOL DISTRICT. 

The Agreement establishing the Tri-County Regional Vocational Technical School District, as 

amended, is hereby further amended by adding at the end of a new Section XIV, to read as 

follows: 

 

 

 

 

 

 

 

 

 



 

AN ACT VALIDATING ADOPTION OF TRI-COUNTY REGIONAL   6204 

VOCATIONAL TECHNICAL SCHOOL DISTRICT OF AN AMENDMENT 

TO ITS AGREEMENT. 

 

SECTION XIV – SPECIAL PROVISIONS RELATING TO THE TOWN OF 

FRANKLIN 

 

In recognition of the adoption by the Town of Franklin of a Home-Rule Charter providing for a 

town council-town administrator form of government which, among other things, eliminates the 

town meeting and the offices of moderator and board of selectmen, various provisions of the 

Agreement are hereby modified as they apply to the Town of Franklin, as follows: 

 

A. Not withstanding the provisions of subsections I(C) and I(D) members of the committee 

from Franklin, including members appointed to fill vacancies, shall be appointed by the 

chairman of the town council, the chairman of the school committee and the town 

administrator, acting jointly. 

 

B. The following words in subsection V(B), V(C), VII(B), IX (A) and IX(B) shall have the 

following meanings as applied to the Town of Franklin: 

 

1) Town meeting”, “annual town meeting” and “special town meeting” shall mean a regular 

or special town meeting of the town council, except that “business session of the annual 

town meeting” in the first sentence of subsection V(C) shall mean the date of the meeting 

of the town council at which the annual budget is to be adopted and “next annual town 

meeting” in the last sentence of subsection V(C) shall mean meeting of the town council 

at which the next annual budget is adopted. 

 

2) “Board of selectmen” and “chairman of the board of selectmen” shall mean town 

administrator; and 

 

3) “Warrant for the next annual or a special town meeting called for the purpose” shall mean 

the agenda for a regular of special meeting of the town council held not later than the 

next succeeding June 1. 

 

 

Legal Reference:  Agreement with Respect to the establishment of a Technical and Vocational 

                             Regional School District (as amended). 



 

MISCELLANEOUS   7000 

 

INTERNET ACCESS/INFORMATION TECHNOLOGY   7001 

 

 

Information technology software and hardware policy shall be delineated in the student and 

faculty handbooks.  These handbooks shall be annually reviewed and voted upon by the School 

Committee 

 



 

MISCELLANEOUS  7000 

 

SUBSTITUTES, LONG TERM       7002 

 

 

Whenever a substitute teacher is employed to fill in for a regularly employed teacher who is 

absent for a period of six weeks or greater and where the substitute assumes the duties and 

responsibilities of the regular teacher including but not limited to: the grading of pupils, 

preparation of daily lesson plans, parental meetings, and other day-to-day functions; said 

substitute shall be paid at a per diem rate.  Said substitute shall be licensed or able to be licensed 

for the position held. 

 



 

MISCELLANEOUS  7000 

 

SUBSTITUTE DAILY RATE       7003 

 

 

The School Committee shall establish the daily substitute rate of compensation.  



 

MISCELLANEOUS  7000 

 

HOME TUTORS         7004 

 

 

The School Committee shall establish the rate of compensation for home tutors. 



 

MISCELLANEOUS   7000 

 

INSURANCE           7005 

 

 

The School Committee shall, in accordance with its contractual obligations, determine the school 

districts insurance carrier and rates. 



 

INSURANCE          7005.1 

 

The School Committee accepts the provisions of MGL Chapter 32B, Section 9A, 9B, and 9D. 

 

Voted 5/25/1988 



 

INSURANCE          7005.2 

 

The School Committee accepts the provisions of MGL Chapter 32B, Section 18. 

 

Voted 1/15/2003 



 

INSURANCE          7005.3 

 

In order to be eligible to participate as a retiree in the District’s medical insurance plan, an 

individual must be an active employee of the District at the time he/she retires under the 

Massachusetts Teachers Retirement System, or under the State Retirement System, and that 

individual must be a participant in the District’s medical insurance plan at the time of his/her 

retirement. 

 

Voted October 10/16/2002 

 

 



 

MISCELLANEOUS   7000 

 

SCHOOL CHOICE          7006 

 

The School Committee shall annually vote its acceptance or rejection of School Choice in 

accordance with state statute. 

 



 

MISCELLANEOUS   7000 

 

SCHOOL LUNCH AND BREAKFAST PROGRAM     7007 

 

 

The School Committee shall determine the cost of school lunch and school breakfast. 



 

MISCELLANEOUS   7000 

 

CONFERENCE/PROFESSIONAL DEVELOPMENT     7008 

 

 

The Superintendent may approve conference/professional development requests as they fit 

within the budgetary allotments and educational needs of the District. 

 



 

MISCELLANEOUS  7000 

 

EMERGENCY RESPONSE PLAN      7009 

 

 

The Superintendent shall cause to be developed an Emergency Response Plan. 

 



 

MISCELLANEOUS      7000 

 

INTERROGATIONS & SEARCHES     7010 

 

 

School Committee approval is necessary if police dogs are going to be used; in an emergency 

situation, the Superintendent can poll the School Committee. 

 

 

Approved, May 19, 1999 
 

 



 

MISCELLANEOUS  7000 

 

MEMORIAL POLICY         7011 

 

 Any student, faculty, staff or School Committee member who passes away during a 

current school year will be recognized in a school ceremony during the last month of 

school. 

 

 The water garden opposite the main office will be designated as the Memorial Garden 

and small, brass plaques will be mounted bearing the names of departed members. 

 

 The ceremony will be consistent for all and will include: a few words in memory of the 

departed, the placing of flowers in a large vase, and a brass plaque mounted on the 

Memorial Garden wall. 

 

It is the intent of this policy to recognize the grief experienced by all when a member of the Tri-

County community is lost; and, yet, to maintain consistency in the manner by which we 

recognize those individuals. 

 



 

MISCELLANEOUS          7000 
 

PHYSICAL RESTRAINT POLICY       7012 

 

Tri-County Regional Vocational Technical High School is required to have a physical restraint 

protocol according to 603 CMR 46.00, pursuant to Massachusetts General Laws. 

 

DEFINITIONS 

 

 Physical restraint is direct physical contact that prevents or significantly restricts a 

student’s freedom of movement. 

 A physical escort is touching or holding a student without the use of force for the purpose 

of directing the student. 

 An extended restraint is a physical restraint the duration of which is more than twenty 

minutes. 

 

PURPOSE 

 

The purpose of the physical restraint protocol is to ensure that every student in Tri-County is free 

from the use of unreasonable physical restraint.  Physical restraint will be used with extreme 

caution and only in emergency situations, after other less intrusive alternatives have failed or 

been deemed inappropriate.  The two goals are: 

 To administer physical restraint only when needed to protect a student and/or   

             member of the school community from imminent, serious, physical harm. 

 To prevent or minimize any harm to the student as a result of the use of  

             physical restraint. 

 

Nothing in 603 CMR 46.00 or this school’s protocol precludes any teacher or staff member of 

Tri-County RVTHS from using reasonable force to protect students, other persons or themselves 

from assault or imminent, serious, physical harm.  In addition, nothing in these regulations 

should interfere with or prohibit law enforcement, judicial authorities or mandated reporter 

responsibilities. 

 

PROGRAM 

 

The physical restraint program may only be used when: 

 Non-physical interventions have not been effective 

 The student’s behavior poses a threat or imminent, serious, physical harm to self and/or 

others 

 

Physical restraint must not be used as a means of punishment or as a response to property 

destruction, disruption of school order, refusal to comply, or verbal threats.  A person 

administering physical restraint must use the safest method available and must discontinue the 

restraint as soon as possible.  The student’s physical status must be monitored continuously and 

the restraint must be terminated immediately if the student demonstrates physical distress.  

Persons who administer physical restraint must review and consider any known medical or 

psychological limitations or behavior intervention plans for individual students.  Following the 

release of a student from a physical restraint, the school staff must implement follow-up 

procedures, including notification to parents/guardians and completion of the Physical Restraint 

Reporting Form.  In addition, this must include  

 



 

            7012 

 

reviewing the incident with the student and with the staff who administered the restraint, and 

may include follow-up with faculty, staff and students who witnessed the incident. 

 

TRAINING REQUIREMENTS 

Within the first month of each school year, the superintendent-director, principal or his/her 

designee will provide all staff with policy and procedural information regarding physical 

restraint.  Employees hired after the start of the school year receive this information within a 

month of their employment.  This presentation addresses: 

 The school’s physical restraint policy 

 Interventions that may preclude the need for physical restraint, including de-escalation 

strategies 

 Types of restraints and related safety considerations 

 Administering physical restraint in accordance with known medical or psychological 

limitations or behavior plans of individual students 

 Identification of staff who have received in-depth training in the use of physical restraint 

The Principal identifies program faculty who are authorized to serve as school-wide resources to 

assist in ensuring proper physical restraint.  Initially, these faculty members participate in in-

depth physical training of sixteen (16) hours in length.  They then have review sessions to 

reinforce practices and procedures annually.  Whenever possible, these trained staff members 

will be called upon to administer necessary physical restraint. 

 

REPORTING AND FOLLOW-UP PROCEDURES 

All instances of physical restraint must be reported.  The staff member who administered the 

physical restraint must verbally inform the Principal or his/her designee as soon as possible, and 

submit a written report no later than the next school working day.  The Principal must maintain 

an ongoing record of all reported instances of physical restraint, which will be made available for 

review by the Department of Education, upon request. 

 

The Principal or his/her designee must verbally inform the student’s parents or guardians of the 

restraint as soon as possible.  A written report is mailed and postmarked no later than three 

school working days following the incident. 

 

When a physical restraint has resulted in a serious injury to a student or staff member, or when 

an extended restraint (more than 20 minutes) has been administered, the school must provide a 

copy of the written report to the Department of Education within five days of the incident.  A 

copy of the record of physical restraints maintained by the Principal for the thirty-day period 

prior to the reported restraint must also be submitted. 

 

COMPLAINT PROCEDURES 

Parents or guardians who have a complaint regarding physical restraint procedures may request a 

meeting with the Principal to discuss their concerns.  If the parent’/guardians’ issues are not 

resolved at this level, they may request a hearing with the Superintendent Director. 

 

 

School Committee approved – June 2013 

 

 

 

 



 

MISCELLENEOUS       7000 

 

IN-SCHOOL OBSERVATIONS BY PARENTS AND THEIR DESIGNEES  7013 

 

 

IN-SCHOOL OBSERVATIONS BY PARENTS AND THEIR DESIGNEES 

 

 

In accordance with Massachusetts special education law Tri-County Regional Vocational 

Technical School District permits parents and their designees (defined by law as parent 

designated independent evaluators and educational consultants) to conduct in-school 

observations of their student’s current or proposed special education program. 

 

When a parent or designee wishes to conduct such an observation, the following procedures shall 

be followed: 

 

1. The parent shall contact the Special Education office and indicate that an observation 

is requested.  The parent will indicate the name of the person who will conduct the 

observation and the affiliation of that person to the child and/or parent. 

 

2. If the request for the observation comes from someone other than the parent, the 

school district will need to confirm with the parent the identity of the observer and 

ensure that the parent consents to the observation. If the designee wishes to observe 

the student’s records, the school district must obtain written consent from the parent 

before allowing the designee to access the student’s record in accordance with the 

Massachusetts student record regulations. 

 

3. Upon notification of the request for the observation, the school district will provide 

timely access to the student’s current or proposed educational program.  The school 

district will contact the parent and/or designee to schedule a mutually convenient time 

for the observation.  Please be advised that there may be certain times of the year 

such as when the MCAS is being administered that the district generally will not 

schedule observations due to the disruption the observation would cause during these 

particular time periods.  If the observation is requested during one of these time 

periods the district will work with the observer to find another mutually agreeable 

time for the observation. 

 

4. The school district will also discuss with the parent and/or designee in advance of the 

observation a reasonable time allotment for the observation.  The observer will be 

permitted to observe both academic and non-academic activities if requested.  

Observation times will be determined on an individual basis depending on the 

circumstances of the particular student and/or program to be observed. 

 

5. Tri-County Regional Vocational Technical School District is responsible for ensuring 

the safety of its students at all times.  If, in the opinion of the school district, the 

observation threatens to compromise the safety of the students in the observed 

program, the integrity of the program during the observation, or if there is the threat 

of disclosure by the observer of confidential or personally identifiable information he 

or she may obtain while observing the program, the school district may impose 

reasonable limitations and restrictions on the observation.  The school district will 

discuss these concerns with the observer prior to the observation and the school 

district will make reasonable efforts to work with the observer around these issues to  



 

ensure a safe and productive observation.  Any limitations or restrictions imposed 

pursuant to this paragraph will be done on a case by case basis. 

 

6. Tri-County Regional Vocational Technical School District may exercise its discretion 

at any time to reschedule or terminate an observation in the event of a building 

emergency or a disruption that impacts the physical or emotional well-being of the 

children in the school or the program being observed. 

 

7. A non-disclosure agreement will be required from the observer prior to the 

observation in order to protect personally identifiable information obtained during the 

course of the observation. 

 



 

MISCELLANEOUS         7000 

 

MOTOR VEHICLE IDLING ON SCHOOL GROUNDS                             7014 

 

No motor vehicle operator shall cause or allow any motor vehicle operated by him or her on 

school grounds to idle unnecessarily, except for any of the following reasons: traffic conditions; 

queuing at a school for the purpose of picking up or discharging students; turbo-charged diesel 

engine cool down or warm up; maintenance of appropriate temperature for school buses when 

accepting or discharging passengers not to exceed three minutes in any fifteen minute period or 

one minute in any fifteen minute period for other motor vehicles; for circumstances involving 

safety or emergencies and for servicing or repairing motor vehicles; and as these exceptions are 

more completely described in the below referenced regulations. The term “school grounds” shall 

mean in, on or within 100 feet of the real property of the school whether or not it is in session, 

and shall include any athletic field or facility and any playground used for school purposes or 

functions which is owned by the municipality or school district, regardless of proximity to a 

school building, as well as any parking lot appurtenant to such school athletic field, facility or 

playground. Reasonable efforts shall be made by the district to identify by signage all known and 

actual air intake systems, which may be within 100 feet of an idling motor vehicle. A motor 

vehicle operator shall not idle a motor within 100 feet of such air intake system, unless the Tri-

County Regional Vocational Technical School District has determined that alternative locations 

block traffic, impair student safety or are not cost effective.   

  

The Tri-County Regional Vocational Technical School District shall erect and maintain in a 

conspicuous location on school grounds “NO IDLING” signage as described below. All such 

signage shall contain appropriate sized font so as to be visible from a distance of 50 feet. 

NO IDLING 

PENALTIES OF $100 FOR FIRST OFFENSE AND $500 

FOR SECOND AND SUBSEQUENT OFFENSES 

M.G.L. C. 90, § 16B AND 540 CMR 27.00 

It shall be the responsibility of the school administration to ensure that each school bus driver 

employed by the Tri-County Regional Vocational Technical School District and not by a school 

bus contractor shall, upon employment and at least once per year thereafter, sign a document 

acknowledging the receipt of copies of M.G.L. c. 90, § 16B and 540 CMR 27.00. The 

prohibitions contained in M.G.L. c. 90, § 16B shall be enforced by state or local law enforcement 

agencies. 

 

Legal References: 

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

540 CMR.: REGISTRY OF MOTOR VEHICLES 

540 CMR 27.00: REGULATION OF MOTOR VEHICLE IDLING ON SCHOOL GROUNDS 

 

Section 

27.01: Scope and Applicability 

27.02; Definitions 

27.03: General Restrictions 

27.04: Exemptions 



 
27.05: Signage 

27.06: Training of School Bus Drivers 

27.07: Penalties 

27.08: Enforcement 

 

Score and Applicability  

 

540 CMR 27.00 is adopted by the Registrar of Motor Vehicles pursuant to the authority of M.G.L. c. 90, § 1613. 540 CAR 27.00 

governs the operation and idling of all motor vehicles on school grounds. The purpose of 540 CMR. 27.00 is to restrict 

unnecessary idling time and to govern the time during which a motor vehicle can idle on school grounds, in order to improve and 

protect school campus air quality. Enforcement of 540 CMR 27.00 is to be undertaken by 

local law enforcement authorities. 

 

7.02; Definitions 

In addition to the definitions contained in M.G.L. c. 90, § I, the following definitions shall also apply. School Grounds For the 

purposes of 540 CMR 27.00, school grounds shall mean in, on or within 100 feet of the real property comprising a public or 

private accredited preschool, accredited Head Start facility, elementary, vocational or secondary school whether or not in session, 

and shall include any athletic field or facility and any playground used for school 

purposes or functions which are owned by a municipality or school district, regardless of proximity to a school building, as well 

as any parking lot appurtenant to such school athletic field, facility, or playground. 

 

 

27.03: General Restrictions 

(1) No motor vehicle operator shall cause or allow the engine of any motor vehicle operated by him or her on school grounds to 

idle unnecessarily, except under the conditions described in 

 

540 CMR 27.04: Exemptions. 

(2) A motor vehicle operator shall not idle a motor vehicle within 100 feet from a known and active school air intake system, 

unless the school has determined that alternative locations block traffic, impair student safety or are not cost effective. 

Reasonable efforts should be made by schools to identify by signage all such known and active air intake systems. 

 

540 GMR 27.04 does not apply for the period or periods during which idling is necessary under the following circumstances: 

(a) Traffic Conditions. 

 

1. For traffic conditions over which the driver has no control; or 

 

2. For an official traffic control device or signal; or 

 

3. At the direction of a uniformed police officer or a person authorized to direct traffic. 

 

(b) Queuing at a School  

I. Where the physical configuration of a school requires a queue of vehicles for the sequential discharge or pickup of students, 

and the queue of vehicles is actively engaged in the discharge or pickup of students. 

 

27.04. Exemptions 
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27.04: continued 

 

(c) Turbo-charged Diesel Engine Cool Down or Warm Up. When the manufacturer's specifications require idling the engine, to 

cool down or warm up a turbo-charged diesel engine. Documentation of this requirement shall be kept in the vehicle at all times. 

 

(d) Cool/Hot Weather - School Buses. 

 

1. If the interior temperature of any school bus is Tess than 35T, then idling is allowed to heat the interior of the school bus for a 

period or periods aggregating not more than three minutes in any 15 minute period during which the school bus is waiting to 

accept or discharge passengers; or 

 

2. If the interior temperature of any school bus is greater than OF and it is not practical or possible to open the windows or to 

park in a shaded area, and the school bus is equipped with air conditioning, then idling is allowed to cool the interior of the motor 

vehicle for a period or periods aggregating not more than three minutes in any 15 minute period during which the school bus is 

waiting to accept or discharge passengers. 

 

(e) Cold/Hot Weather - Motor Vehicles Other Than School Buses. 

 



 
I. If the exterior temperature is less than 35°F, then idling is allowed to heat the interior of any motor vehicle other than a school 

bus for a period or periods aggregating not more than one minute in any 15 minute period during which the motor vehicle is 

waiting to accept or discharge passengers; or 

 

2. If the exterior temperature is greater than 80T and it is not practical or possible to open the windows or to park in a shaded 

area, and the vehicle is equipped with air conditioning, then idling is allowed to cool the interior of the motor vehicle other than a 

school bus for a period or periods aggregating not more than one minute in any 15 minute period during which the motor vehicle 

is waiting to accept or discharge passengers. 

 

(f) Safety and Emergencies 

 

1. To ascertain that the school bus or other commercial vehicle is in safe operating condition and equipped as required by all 

provisions of law, and all equipment is in good working order, either as part of the driver's daily vehicle inspection, or as 

otherwise needed; or 

 

2. To operate the flashing signal lamps and/or stop signal arm devices required bylaw where the operation of those devices can 

not be undertaken by battery power alone; or 

 

3. To operate defrosters, or other equipment to ensure the safe operation of the vehicle, or as otherwise required by federal or 

state motor carrier safety regulations, or other local requirements; or 

 

4. To operate a heater or an air conditioner for only the period necessary to ensure a reasonable interior temperature in a vehicle 

that has, or will have, one or more children aboard with temperature sensitive disabilities; or. 

 

5. To operate a lift or other piece of equipment designed to ensure safe loading, unloading, or transport of persons with one or 

more disabilities; or 

 

6. Use of school bus as an emergency vehicle. 

 

(g) Maintenance of Operations. 

 

1. For testing, servicing, repairing, or diagnostic purposes; or 

 

2. To recharge a battery or other energy storage unit of a hybrid electric bus. 

 

27.05: Signage 

Each public or private accredited preschool, accredited Head Start facility, elementary, vocational, secondary school, school 

district or municipality shall erect and maintain in a conspicuous location on school grounds 'NO IDLING" permanent signage as 
described below. 

 

All such signage shall be sized and contain appropriate sized font so as to be visible from a distance of 50 feet. 

 

NO IDLING. 

PENALTIES OF $100 FOR FIRST OFFENSE AND S500 

FOR SECOND AND SUBSEQUENT OFFENSES 

M.G.L. C. 90, § 16B and 540 CMR 27.00 
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27.06: Training of School Bus Drivers  
 

(1) The Registry of Motor Vehicles shall notify, during the annual school bus driver certification process required by M.G. L. c. 

90, all individuals certified and endorsed to be school bus operators of the requirements of M.G.L. c. 90, § 168 and 540 CMR 

27.00 relative to idling on school grounds and of the consequences of not complying with those requirements. 

 

(2) School bus companies within the Commonwealth of Massachusetts shall ensure that each school bus driver employed by 

them, upon employment and at least once per year thereafter, is informed of the requirements of M.G.L. c. 90, § 168 and 540 

CMR 27.00 relative to idling on school grounds and of the consequences of not complying with those requirements. 

 

27,07: Penalties 
An operator or owner of a motor vehicle who violates the provisions of M.G.L. c. 90, § 16B or the regulations promulgated there 

under at 540 CMR 27.00 shall be subject to a civil assessment as follows: 

 

(a) A penalty of $100 for the rust offense; or 

 

(h) A penalty of S500 for the second offense, and arty subsequent offenses. 

 



 
27,08: Enforcement  
The prohibitions of M.G.L. c. 90, § 168 shall be enforced by state or local law enforcement agencies. 

 

REGULATORY AUTHORITY 

540 CM:R. 27.00: M.G.L. c. 90, § 16B. 

 

 

CHAPTER 386 OF THE ACTS OF 2008  

 

Chapter 386 of the Acts of 2008 
 

AN ACT TO IMPROVE SCHOOL CAMPUS AIR QUALITY. 

Be it enacted by the Senate and House of Representatives in General Court assembled, and by 

the authority of the same as follows: 

 

SECTION 1.Section 37H of chapter 71 of the General Laws, as appearing in the 2006 Official 

Edition, is hereby amended by inserting after the second sentence the following sentence:- 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. 

 

SECTION 2. Chapter 90 of the General Laws is hereby amended by inserting after section 16A 

the following section: 

 

Section 16B. (a) For the purposes of this section, the term "school grounds" shall mean in, on or 

within 100 feet of the real property comprising a public or private accredited preschool, 

accredited Head Start facility, elementary, vocational or secondary school whether or not in 

session, and shall include any athletic field or facility and any playground used for school 

purposes or functions. which are owned by a municipality or school district, regardless of 

proximity to a school building, as well as any parking lot appurtenant to such school, athletic 

field, facility or playground. 

 

(b) No person shall cause, suffer, allow or permit the prolonged idling of a motor vehicle engine 

on school property in violation of registry of motor vehicles regulations relative thereto, adopted 

pursuant to subsection (c). An operator or owner of a motor vehicle who violates this section 

shall be subject to a civil assessment of $100 for the first violation and $500 for a second or 

subsequent violation. This subsection shall be enforced by law enforcement agencies.  

 

(c) The registrar of motor vehicles, in consultation with the department of education, the 

department of environmental protection, the executive office of public safety and the executive 

office of health and human services, shall adopt regulations to implement this section. Such 

regulations shall include, but not be limited to, establishing the length of time an operator on 

school grounds may idle an engine before such idling becomes prolonged, and the limited 

circumstances under which the prolonged idling of an engine shall be permitted, including 

periods necessary to operate defrosting, heating or cooling equipment to ensure the health or 

safety of a driver or passengers or to operate auxiliary equipment and to undergo inspection or 

during maintenance. Such regulations shall prohibit an operator of a school bus from idling a 

school bus engine while waiting for children to board or exit a bus on school grounds and from 

starting a school bus engine for any unnecessary period of time in advance of leaving the school 

grounds, unless the registrar determines that a school bus engine must be fully engaged in order 

to operate safety devices or that such idling prohibition would otherwise compromise the safety 



 

of children boarding or exiting a bus. Such regulations shall further prescribe templates for "no 

idling" signage to be posted by schools. 

 

(d) The registry of motor vehicles shall notify all individuals certified and endorsed to be school 

bus drivers of the provisions of this section and regulations adopted pursuant thereto during the 

annual certification process required by this chapter. 

 

SECTION 3. Consistent with regulations promulgated pursuant to this act and not later than 

August 1, 2009, every public or private elementary, vocational and secondary school shall post 

"no idling" signs conspicuously in the school's passenger loading and unloading areas such that 

the signs are clearly visible to all motorists entering those areas. 
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ANIMALS IN SCHOOL 

 
No animal shall be brought to school without prior permission of the principal. 

 

The Tri-County Regional Vocational Technical School District is committed to providing a high 

quality educational program to all students in a safe and healthy environment. 

 

The principal in consultation with the Health Services Providers, will utilize the Department of 

Public Health publication "Guidelines for Animals in Schools or on School Grounds" and review 

health records to determine which animals may be allowed in the school building.  The decision 

of the principal will be final. 

 

Educational Program 

 

Use of animals to achieve specific curriculum objectives may be allowed by the principal provided 

student health and safety is not jeopardized and the individual requesting that the animal be brought 

to school is responsible for adhering to the "Guidelines for Animals in Schools or on School 

Grounds" and any other conditions established by the principal to protect the health and well-being 

of students. 

 

Student Health 

 

The health and well-being of students is the district's high priority.  Animals may cause an allergic 

reaction or otherwise impair the health of students.  No animals may be brought to school or kept 

in the school, classroom, office or common area that may negatively impact the health of any 

students who must utilize that area.  Animals that cause an allergic reaction or impair the health of 

students will be removed from the school immediately so that no student shall have his/her health 

impaired and each student shall have full access to available educational opportunities. 

 

Animals Prohibited from School 
 

Rabies is a growing problem and any fur-bearing animal is susceptible to this very serious fatal 

disease.  Infected animals can transmit this disease to students and staff.  Based on the 

Massachusetts Departments of Health and Education recommendations the following animals are 

prohibited from schools within the Tri-County Regional Vocational Technical School District. 

 

Wild Animals and Domestic Stray Animals - Because of the high incidence of rabies in bats, 

raccoons, skunks, foxes and other wild carnivores, these animals should not be permitted in school 

buildings under any circumstances (including dead animals). 

Fur-Bearing Animals (pet dogs,* cats, wolf-hybrids, ferrets, etc.) - These animals may pose a 

risk for transmitting rabies, as well as parasites, fleas, other diseases and injuries. 

Bats - Bats pose a high risk for transmitting rabies.  Bat houses should not be installed on school 

grounds and bats should not be brought into the school building. 



 

Poisonous Animals - Spiders, venomous insects and poisonous snakes, reptiles and lizards are 

prohibited for safety reasons. 

 

*Exception:  Guide, Hearing and Other Service Dogs Or Law Enforcement Dogs - These 

animals may be allowed in school or on school grounds with proof of current rabies vaccination. 

 

Exceptions may be made with the prior approval of the superintendent. 

 

Service Animals (Guide or Assistance Dogs) 

 

The Tri-County Regional Vocational Technical School Committee does not permit discrimination 

against individuals with disabilities, including those who require the assistance of a service animal.  

The district will comply with Massachusetts law concerning the rights of persons with guide or 

assistance dogs and with federal law and will permit such animals on school premises and on 

school transportation. 

 

For purposes of this policy, a "service animal includes any dog that has been individually trained 

to do the work or perform tasks for the benefit of an individual with a disability."  Complying with 

Federal regulations, Tri-County will make reasonable modifications in policies, practices, or 

procedures to permit the use of a miniature horse by an individual with a disability if the horse has 

been individually trained to do work or perform tasks for the benefit of the individual with the 

disability. 

 

Service animals perform some of the functions and tasks that individuals with disabilities cannot 

perform themselves.  Service animals are not pets.  There are several kinds of service animals that 

assist individuals with disabilities.  Examples include, but are not limited to, animals that: 

 

 assist individuals who are blind or have severe sight impairments as "seeing eye dogs" or 

"guide dogs;" 

 alert individuals with hearing impairments to sounds; 

 pull wheelchairs or carry and pick-up items for individuals with mobility impairments; and 

 assist mobility-impaired individuals with balance. 

 

The district will not assume or take custody or control of, or responsibility for, any service animal 

or the care or feeding thereof.  The owner or person having custody and control of the animal will 

be liable for any damage to persons, premises, property, or facilities caused by the service animal, 

including, but not limited to, clean-up, stain removal, etc. 

 

If, in the opinion of the principal or authorized designee, any service animal is not in the control 

of its handler, or if it is not housebroken, the service animal may be excluded from the school or 

program.  The service animal can also be excluded if it presents a direct and immediate threat to 

others in the school.  The parent or guardian of the student having custody and control of the animal 

will be required to remove the service animal from district premises immediately. 

 

If any student or staff member assigned to the classroom in which a service animal is permitted 

suffers an allergic reaction to the animal, the person having custody and control of the animal will 

be required to remove the animal to a different location designated by the principal or designee 

and an alternative plan will be developed with appropriate district staff.  Such plan could include 

the reassignment of the person having custody and control of the animal to a different classroom.  

This will also apply if an individual on school transportation suffers an allergic reaction.  In this 



 

case, an alternate plan will be developed in coordination with appropriate school, district, and 

transportation staff including the involvement of the parents/guardian of the student. 

 

When a student will be accompanied by a service animal at school or in other district facilities on 

a regular basis, such staff member or such student's parent or guardian, as well as the animal's 

owner and any other person who will have custody and control of the animal will be required to 

sign a document stating that they have read and understood the foregoing. 

 

The superintendent or his/her designee will be responsible for developing procedures to 

accommodate a student's use of an assistance animal in district facilities and on school 

transportation vehicles. 
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