ANDOVER ELEMENTARY SCHOOLS
STUDENT HANDBOOK

2023-2024

LS

R=ESE ol 10
\ 4

ANDOVER

PusLiC SCHOOLS

Principals

Ms. Beth Leavitt — Bancroft School
Ms. Sarah Leveque — High Plain Elementary School
Ms. Carolyn Fawcett — Sanborn School
Ms. Carol Green — Coordinator, Shawsheen Pre-School
Ms. Brenda Lee — South School
Ms. Jennifer Hunt — West Elementary School

At the request of a parent or student whose primary language is not English, a translated copy of this
Handbook and Code of Conduct will be made available in the individual’s primary language.

Andover Public Schools - Andover, Massachusetts 01810



Andover Public Schools
Andover, Massachusetts 01810

August 30, 2024
Dear APS Elementary families,

Welcome to our schools! We are pleased to have you and your child/children as members of the Andover Elementary
School Community. The Andover Elementary Schools Student Handbook is available to you online only on the APS
website (www.apsl.net) in the “Student” section of the website. Students must go online with their parents to access the
Handbook. Please take time to read and discuss the handbook with your child/children.

We hope this handbook will serve as a handy reference for information about our schools. As you can see, this handbook
contains a great amount of information including:

Health Services
Student Behavior

Student Services
Parent Involvement
Policies

General Information
Curriculum
Code of Behavior

Parents and students are expected to read, discuss and refer to this handbook. We have attempted to anticipate questions
about our school and provide appropriate answers in this booklet. If you need further clarification about any information
contained within, please do not hesitate to contact the school.

Research shows that a major factor in ensuring a successful school experience for your child/children is a close
partnership between the school and the home. We invite parents to become involved in a meaningful and positive way at
our school.

We look forward to working closely with you and your children during the upcoming school year. Thank you for taking
the time to review the handbook online with your child/children. If you have any questions, please contact your respective
principal or assistant principal.

Sincerely,

Bancroft High Plain Sanborn Shawsheen South West

Elementary Elementary Elementary Preschool Elementary Elementary

Beth Leavitt Sarah Leveque Carolyn Fawcett | Carol Green Brenda Lee Jennifer Hunt

Principal Principal Principal Early Childhood | Principal Principal

Coordinator

Kimberly Rabold | Marika Lyons Margo Olivia Goodrich | Kathleen Siwicki

Assistant Assistant McGonigle Assistant Interim

Principal Principal Interim Assistant Principal Assistant
Principal Principal




2023-2024 ANDOVER ELEMENTARY SCHOOL CALENDAR

Printable version is available at this link and on our website

Monday, Aug 28-29
Wednesday, Aug 30
Friday, September 1
Monday, September 4
Tuesday, September 5
Monday, October 9
Friday, October 20
Friday, November 3

Tuesday, November 6

Wednesday, November 22
Thurs-Friday, November 23-24
Friday, December 8
December 25-January 1
Tuesday, January 2
Monday, January 15
Friday, January 26

Feb. 19 — Feb. 23

Monday, February 26
Friday, March 8

April 15 - 19

Monday, April 22

Friday, May 3

Monday, May 27
Thursday, June 10

Thursday, June 17
Monday, June 19

Teacher Workshop Days

Students Report to School - Grades 1-12
No Classes for Staff and Students

No Classes — Labor Day

First Day of School - Pre K & Kindergarten
No Classes — Holiday
Early Release Day

Kindergarten Teacher Conference Day — no school

for Kindergarten only

No Classes - Teacher Conferences K-5
& Teacher Prof. Dev. Day (6-12)

Early Release —Thanksgiving Recess begins
No Classes - Thanksgiving Recess

Early Release Day

No Classes - Holiday Recess

Schools Reopen

No Classes - Martin Luther King, Jr. Day
Early Release Day

Winter Recess/ Presidents’ Day

Schools Reopen

Early Release Day

Spring Recess/ Patriots Day

Schools Reopen

Early Release Day

No Classes - Memorial Day

180" Day (last day, if no snow days)

185" Day (includes 5 snow day
No Classes - Juneteenth Holiday observed


https://aps1.net/2292/School-Year-Calendar-2022-23
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.aps1.net/DocumentCenter/View/12714/2023-24-School-Year-Calendar-final
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.aps1.net/DocumentCenter/View/12714/2023-24-School-Year-Calendar-final
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.aps1.net/DocumentCenter/View/12714/2023-24-School-Year-Calendar-final
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SCHOOL HOURS

Full day Preschool - 9:00 a.m.-2:00 p.m.

Half-day Preschool:
9:00 a.m.- 11:30 a.m.

12:30 p.m.- 3:00 p.m.

Kindergarten through Grade 5

e 9:00am.-3:30 p.m.

e Children arriving after 9 a.m. must come to the school office to sign in with an adult. School
personnel will escort them to their classrooms.
e Breakfast: 8:45a.m.to 9 am.

Arrival time for students begins no earlier than 8:45 a.m. There is no adult supervision before that
time.

Early Release and In-Service Days

e Half-day Preschool — dismiss at 11:30 a.m.; Full Day Preschool — dismiss at 11:30 a.m.
e Full Day Kindergarten — Grade 5 - dismissal begins at 12:15 p.m.
e Check website and school calendar for listing of in-service release days.

ATTENDANCE, ABSENCES, AND TARDINESS

The education of children is a responsibility shared equally by home and school. Teachers and families work together
to develop traits that are important for the educational growth of children. It is essential that our children develop
proper work habits, such as punctuality and regular attendance.

e Absences for non-medical or non-emergency reasons are discouraged. In the event of medical or emergency
absences, the teachers will work with the families to provide assistance to minimize the educational loss to the
student.

e Families should make appointments with physicians, dentists, or for any special lesson, BEFORE or AFTER
school hours.

Uninterrupted classroom instruction makes for the most effective learning situation. It has been shown that any

circumstance that takes children out of their classroom has an adverse effect upon their educational programs.

The attendance policy requires families to call the school between 8:15 a.m. and 9:00 a.m.to report a child's absence.
Please leave your child's name, grade and teacher or leave a message on the absence alert line.




Families need to notify the school only once if they know their child will be out for a definite period of time. We will
call you to confirm your child’s absence if we do not hear from you.

Absence Notification Line

Sanborn Elementary 978-247-9701
Bancroft Elementary 978-247-9501
High Plain Elementary  978-247-8601
Shawsheen Preschool ~ 978-247-8201

South Elementary 978-247-9801
West Elementary 978-247-5301

Excessive Absences
Pursuant to state law, it is the duty of parents/guardians to ensure that students attend school regularly. Students with

unexcused absences in excess of what is permitted under state law may be referred to the Supervisor of Attendance. The
school administration will also notify parents of student absences in accordance with M.G.L. c. 76, s. 1B. Additionally,
please see the section below regarding absences created by family vacations. M.G.L. c. 76, § 2 defines truancy as
unexcused absences totaling more than seven (7) full days or fourteen (14) half days in a six (6) month period, and
M.G.L. c. 119, § 21 defines habitual truancy as willful failure to attend school for more than eight (8) full days in a
quarter. After 7 days, parent excused absences are no longer classified as excused. In addition, a tardy or dismissal
could be considered a % day absence by the state.

Family Vacations
The School Committee policy discourages family or student vacations while school is in session. Families should

consult the school calendar prior to making vacation plans. Absences due to vacation trips are considered unexcused,
therefore, families are strongly discouraged from taking their children out of school for family vacations because
valuable classroom instruction time can never be replaced by make-up assignments.

When families decide to take their children out of school for vacations, they must notify the school of their intentions.
While your teachers may let you make up missed assignments, tests, and quizzes, because such extended absences are
not excused, teachers are neither expected nor required to provide make-up work or special assignments prior to these
vacations. Teachers are not expected or required to provide special tutoring for those students whose families take them
on vacation during school time.

Family vacations that result in a cumulative student absence (without medical excuse) of more than fifteen (15) days in
any term, are prohibited. In the event a family vacation(s) results in a cumulative student absence (without medical
excuse) of more than fifteen (15) days in any term, that student shall be presumed to have been unenrolled from school,
resulting in a grade of “incomplete” in all classes for that term.

Tardiness
Punctuality is an important work habit that must be learned from the time a child begins school. Children need to be

accompanied to the office and sign in if they arrive at school after 9:00 a.m. If this happens repeatedly, families will be
notified.

DISMISSAL
Dismissal begins at 3:30 p.m. To ensure the safety of all students, we ask that you make every effort NOT to dismiss your
children between 3:15 p.m. and 3:30 p.m.

For the safety of our students, if there is a deviation from a child's regular dismissal schedule a note is required.

Early Dismissal
Students should not be dismissed from class except in cases of illness or injury. Doctor and dentist appointments




should be schedule before or after school hours. If a child must be dismissed during the school day, please send
in a note on the morning of the dismissal specifying the time that the student will be picked up, the reason for the
dismissal and by whom. The person picking up the child will meet the child at the school office and sign out in
the log provided. The secretary may ask that person to show some identification. If the child returns to school that
day, he/she must sign the log indicating his/her return. As we strive to maintain a secure building, we ask that
parents DO NOT GO to the classroom or playground to pick up their child.

EMERGENCY SCHOOL DISMISSAL and “NO SCHOOL” ANNOUNCEMENTS

It is the policy of the School Department to close or delay the opening of school only in case of extreme weather or
travel conditions; otherwise, school will be held. The widely varying conditions in the several areas of Andover make it
difficult to reach a decision equally fair to all. Therefore, when schools are open on stormy days, families are urged to
exercise personal judgment as to the wisdom of sending their children to school.

During inclement weather, the Superintendent will use Blackboard to inform families and staff that schools will be
closed, delayed, or an early release via voicemail, email and text message. The service will not be used to tell people
that there will be school.

1) Direct Notification:

a) The Blackboard Notification system is the messaging service utilized throughout the Andover Public Schools.
The service enables us to personally communicate with parents/guardians about emergency situations, school
events, and important issues impacting your child. It allows us to send personalized emails, voice messages, or
text messages to your family’s home, work or cell phones. Essentially, a school principal or superintendent can
make one phone call that reaches all student families within minutes.

b) Based on the system’s proven track record, we know this message service facilitates and improves school and
district-wide communications with parents/guardians and school system employees. It is important that the
school has all of your current telephone numbers so that you will not miss any important communications.

2) APS Website and Social Media:

a) Check the “School District News” Section on the homepage of the APS website at www.apsl.net for information
regarding delayed openings or school cancelation announcements.

b) APS Facebook: https://www.facebook.com/AndoverPS or APS Twitter: https://twitter.com/AndoverPS

3) Television: CHANNELS 4, 5, 7, NBC Boston, Boston 25 News and NECN.

BUS SAFETY
All bus-riding students are expected to exhibit good conduct and courtesy on the bus and bus stop in compliance with

the Andover School Committee Student Conduct on School Buses (Policy JICC) and the APS Bus Code.

While riding on the bus, students are under the jurisdiction of the school administration. Buses may be
equipped with video cameras to enhance the safety of all passengers. All students may be subject to video
surveillance for this purpose while riding a school bus.

*To ensure everyone’s safety, students are prohibited from riding on buses other than their own.


http://www.aps1.net/
https://www.facebook.com/AndoverPS
https://twitter.com/AndoverPS
https://z2policy.ctspublish.com/masc/browse/andoverset/andover/JICC

They may, however, get off at stops other than their own. A note requesting this change must be given to the bus
driver.

Riding on the bus is a privilege that can be revoked if any student misbehaves, is not courteous, or endangers the health
or safety of others. All bus drivers have preprinted forms to report violations to the administration.

FIELD TRIPS
Field trips support the curriculum to promote learning. Classroom teachers and other chaperones accompany students on

field trips. You must sign a permission form before your child can attend a field trip. If your child requires medication
on a field trip you must discuss this with the nurse prior to the day of the trip.

A CORI form must be in place before you are allowed to chaperone a field trip. CORI forms are available in the office
and take about 6 weeks to process. CORI forms need to be updated annually. It is strongly recommended that forms be
filled out in September.

HEALTH SERVICES

The School clinic is open during normal school hours for the students and generally staffed by a nurse. Parents should
update emergency medical information through the parent portal in Aspen as needed. Parents should also contact the
school’s nurse with any medical concerns.

Accident and llIness
In case of accident or illness, the nurse will administer first aid and the parents will be notified as necessary.

Criteria for sending a Criteria for a student to return to

student home: school following an illness:

Fever Fever free for 24 hours

Vomiting or diarrhea Vomiting or diarrhea free for 24 hours
Contagious diseases Consult School Nurse

Immunizations
Under Massachusetts State Law, a child shall be admitted to school upon certification by a physician confirming that the
child has been “successfully immunized,” or exempt.

Exemptions:

1. Medical: a physician submits documentation that an immunization is medically contraindicated.

2. Religious: a parent or guardian submits a written statement that immunizations conflict with the family’s sincere
religious belief.

Philosophical exemptions are NOT allowed by law in Massachusetts, even if signed by a physician. Only medical and
religious exemptions are acceptable. These exemptions must be kept in the students’ file at school (105 CMR220.00 and
M.G.L.c.76, ss 15 and 15C).

Your child will not be allowed to attend school unless documentation of immunizations and lead screening (for
kindergarten) has been provided to the school.

Medications
To better serve and protect school children, the Massachusetts Department of Public Health has detailed regulations
covering the dispensing of medication by school personnel. The following policies were adopted by the Andover Public



Schools to comply with the regulations pertaining to the dispensing of ANY medication, both prescription and over-the-
counter, during school hours.

1. All medications, including over-the-counter medications, require an order from a licensed prescriber which
includes your child's name, diagnosis, name of the medication, routine and frequency of administration, date
and duration of the order, any specific directions for administration, and prescriber’s name and signature.

2. You must sign a parent medication permission form.

3. All medications must be delivered to the clinic by a parent in the original pharmacy or manufacturer-labeled
container.

4. Prescription containers must be labeled by the pharmacy with your child's name, date, prescription number, name
and dosage of the medication, the licensed prescriber's name and full instructions for administration.

5. Except under very specific circumstances, all medication must be kept in the school clinic. No more than a thirty

(30) day supply of medication will be stored in the clinic at any time. Any of your child's unused medication will be
disposed of on the last day of school unless you pick it up.

6. All medication orders and permission forms must be renewed every school year.

7. No student will be allowed to take his/her own medication or carry medication without specific orders stating this
fact from the licensed prescriber and the school nurse.

8. Students who bring medication to school for personal use without following the procedures previously listed are
subject to discipline, including suspension.

*Narcotic Medications: Any medications classified as narcotic in the Physician’s Desk Reference will not be
administered in the school setting.

Physical Examinations
Massachusetts state law requires documentation of a current physical examination for all new students. Forms are

available online. An updated physical is required for all students in kindergarten and third grade. This report form
MUST be completed by a physician (or physician equivalent of form) and returned to the school clinic as soon as
possible.

School Insurance
Insurance is available for purchase at the beginning of the school year. The school does not realize any profit and does

not endorse the plan, but requests that you read the application form carefully when it is sent home.

Screenings
Hearing, vision, height, weight and postural screening are performed in various grades according to the regulations set

by the Department of Public Health http://www.mass.gov/dph/regs105cmr200.pdf

Hearing K, 1,2, 3 Vision K, 1, 2, 3, 4, 5 Height and weight (BMI) 1, 4 Postural 5

Health and Wellness
Andover Public School respects individual medical needs and encourages healthy practices. In response, a
wellness policy and protocol has been created to guide families and are available on the school website.



http://www.mass.gov/dph/regs105cmr200.pdf

All families are expected to adhere to these guidelines.

DRESS CODE

Students are expected to be well-groomed and appropriately attired for school activities. The style of dress or
appearance is generally determined by the student and parents. However, clothing that is disruptive or distracting to the
educational process or a danger to the health or safety of a student is not permitted. Sneakers are required for
physical education.

ELECTRONIC EQUIPMENT
Cell phones must be turned off and in students’ backpacks at the start of the school day. Smartwatches may be worn as

regular watches and in ‘school mode’ during school hours. Students are not allowed to text, communicate with others, use
applications, take pictures or videos, or access social media services and websites during the school day.

Should parents/guardians urgently need to reach their child during the school day, we ask that you call the main office.
Students are also allowed to come to the main office if they need to contact someone at home. If a cell phone or watch
becomes a significant distraction, school administrators will reach out to parents/guardians. The Andover Public Schools
is not responsible for lost, stolen, damaged, or broken devices.

HOMEWORK
The purposes of homework are to improve the learning processes, to aid in the mastery of skills, and to create and

stimulate interest on the part of the student. Homework is a learning activity that should increase in complexity with the
maturity of the student.

Homework assignments should take into consideration individual differences of students such as health, ability,
conditions at home, and educational resources at home. It should not require the use of reference materials not readily
available in most homes, school libraries, or the public library, and should require the use of those materials only when
the student has had instruction in the use of them. There are many other learning activities in the life of a student
besides homework. Such things as participating in school activities, pursuing cultural interests, participating in family
living, and exploring personal interests should be considered by teachers when planning consistent assignments.
Homework is not to be used as a form of punishment under any circumstances. (Source: MASC)

HOME and HOSPITAL TUTORING

The Andover Public Schools provides home/hospital tutoring "to any child who, in the judgment of the child's
physician, will have to remain at home or in a hospital for a period of not less than fourteen school days..." To receive
tutoring services, the parent or guardian should present a physician's note to the school nurse who will notify the
Director of Special Services’ office. A tutor will be sent to the home or hospital.

LINES OF COMMUNICATION

We recognize the importance of an active and effective partnership with the home and encourage regular
communication, active involvement, and shared decision-making and problem-solving related to your child. We invite
you to contact the appropriate people in our school whenever you have a question or concern. Your child's teacher is
usually the best person to answer your question, and you should always start with him or her. Other people who may be
helpful.




STUDENT RECORDS

Description: A child’s student record consists of all information kept by the school and organized in a manner such that
he/she may be individually identified. The student record includes both the Permanent Record (the transcript) and the
Temporary Record (the remaining documents). The transcript shall contain the minimum data necessary to reflect the
student’s educational progress. This data shall be limited to the student’s name, address and phone number; birth date;
the name, address, and phone number of parent/guardian; course titles, grades (or the equivalent when grades are not
applicable), course credit, grade level completed, and the year completed.

The Temporary Record contains the majority of student information about the student maintained by the school. This
record may include information such as standardized test results, MCAS scores, extracurricular activities, and
evaluations by teachers, counselors or other school staff.

Student Record: Destruction of Records

Following a student’s withdrawal, transfer, or graduation from the Andover Public Schools, the only document that will
be kept on file by Andover Public Schools will be the Transcript/ Permanent Record, which must be kept by the school
system for at least sixty (60) years after the student leaves the system. While the student remains enrolled in the
Andover Public Schools, his/her Permanent Record and Temporary Record will be maintained by the school in which
he/she is currently enrolled. The student record will follow the student if he/she transfers to or advances to another
school in the district.

Upon the student’s withdrawal, transfer, or graduation from Andover Public Schools he/she will be given notice at that
time of the right to obtain the Temporary Record and that, should he/she not obtain it, it will be destroyed by a specified
date (which by law must be within seven (7) years of withdrawal, transfer, or graduation). Since there may be some
information contained within the folder, such as the student’s Health Record, which may be of value in the future, it is
suggested that the student obtain the Temporary Record at that time and that the student make and keep duplicate
copies. If the student received any special education services while enrolled in the Andover Public Schools, the student
may obtain those parts of the Temporary Record from the Student Services Office.

Student Records: Access by Parents

A parent with physical custody of the student has the right to inspect and/or copy all portions of the student record upon
request. The record must be made available to the parent no later than ten days after the request unless the parent
consents to a delay or unless the request is made by a non-custodial parent. A reasonable fee may be charged for the
cost of copying the record. The parent also has the right to request to amend the student record or to request deletion of
certain information. Instruction on how to do this may be obtained from the Principal’s office.

The parent may also request to have parts of the record interpreted by a qualified school personnel or may have the
student record inspected or interpreted by a third party of their choice. Such third party shall present specific written
consent of the parent prior to gaining access to the student record.

Student Records: Access Procedures for Non-custodial Parents

State law mandates standard procedures for making student records available to a non-custodial parent. Under MGL,
Chapter 71, Section 34H, a non-custodial parent is one who does not have physical custody of his/her child. Such
parent must submit a written request to the school principal annually in order to obtain a copy and/or access to
his/her child’s record. The District will follow the procedures set forth in 603 CMR 23.07(5) in responding to
requests for access of a student record by a non-custodial parent.

For more information about making this type of request, contact the Principal’s office.



Student Records: Access by Third Parties

With a few exceptions, information in a student’s record will not be released to a third party without the written consent
of the parent having physical custody of the student. These exceptions are set forth in the federal statute “FERPA”, 20
U.S.C., § 1232g and 34 CFR Part 99, and in the Massachusetts regulations, 603 CMR 23.00 (School Committee Policy
JRA-R at www.apsl.net). In addition, the following information will be released as a routine matter unless the parent
follows the objection process set forth at the end of this section.

Directory Information: a student’s name, address, telephone listing, date and place of birth, major field of study, dates
of attendance, weight and height of members of athletic teams, class, participation in officially recognized activities and
sports, degrees, honors and awards, and post-high school plans.

If a parent does not want Directory Information released, he/she must so notify the Principal’s office in writing
no later than September 15 of each year in which the student is enrolled in the school. Otherwise, said
information will be released.

HOMELESS STUDENTS

Under the McKinney-Vento Homeless Education Assistance Act, every student without a permanent home has a right to an
education and to educational services e.g. special education, and Title | programs. Students will not be segregated based on
their homeless status and will be immediately enrolled, even though they do not have the documents typically required for
enrollment in their possession. A homeless student may also remain in their school of origin until the end of the school year
in which they obtain housing and may be entitled to transportation to the school. Questions regarding the rights of homeless
students and the obligations of the school district with respect to such students should be directed to the building principal.

MEALS

For the 2023-2024 school year, there will be no charge for school lunch. For those children who bring their own lunches,
milk and water are available at school. School menus are published weekly on the school’s website. Many of our students
have food allergies and it is not possible to avoid allergens in our schools. As families, we ask that you speak with the
nurse if you have any guestions about allergy management. You can also review the allergy protocol on the nursing page
of the school website and/or speak to the food services department for an updated ingredient list.

Physician documentation of food allergies is required for any special meal preparations.

PLAYGROUND AND RECESS
Outdoor recess is held whenever possible. During inclement weather, recess is held inside.

The playground is supervised; however, the responsibility for appropriate behavior rests with the students. The
playground and indoor recess rules, as outlined in the Code of Behavior, are discussed in school and should be
reviewed at home. Students are expected to treat the playground with respect and to behave with consideration for
other children.

It is our policy that if a child is well enough to go to school, he or she is well enough to participate in all school
activities, including recess. A child requires a doctor’s note for temporary excuse from physical education or outdoor
recess.

PROGRESS REPORTS/CONFERENCES

Report cards are given out in early February and June. Conferences are held in November and March.

Families can access progress reports including grading through the Aspen Family/Student Portal. More information can
be found on the APS website (www.aps1.net) under Parents/Family Portal. Effective dialogue is an important part of
any reporting system. Additional conferences may be requested by the parent or teacher.



http://www.aps1.net/

RESPECTFUL BEHAVIOR AND DISCIPLINE

We believe that children who have self-respect, respect for others, and respect for the environment will become
responsible community role models. Our students learn that self-respect includes working hard, making good choices,
and self-advocating. They learn that respecting others means treating others as they would expect to be treated, and
respect for the environment means taking the necessary steps to keep the environment clean, safe, and a source of
community pride. Families will be invited to support us as we teach our children how they can be respectful and
respected individuals.

The Andover Public Schools’ Code of Behavior for elementary school students is in this handbook. Please refer to it if
you have any questions concerning the standards of behavior. We ask that families read over the Code of Behavior with
your child and discuss the importance of the rules, as well as your expectations of school, bus, and recess behavior.

SCHOOL COUNCIL

The Massachusetts School Reform Act of 1993 calls for the establishment of a school council at each elementary,
secondary and independent vocational school in the Commonwealth. Councils are to assist principals in:

» adopting educational goals for the schools

+ identifying the educational needs of students attending the school

» reviewing the school’s annual budget

» formulating a school improvement plan
Membership is made up of school administrators, teachers, families and community members. Parents are selected
through a vote of the parent community. The election process is set up through the PTO.

PARENT INVOLVEMENT

We urge you to become involved in your child's school. Research indicates that children’s educational experiences are
more effective when families are active participants in the process. There are a number of ways to actively participate
in your children’s education.

PTO

The PTO (Parent-Teacher Organization) is one of the many links between parents and the school. The mission of the
PTO is to enhance the educational experience of the children by sponsoring educational programs, community events,
teacher continuing education programs, and school improvement projects. Nearly half of the PTO's annual budget goes
to educational programs. The PTO meets with grade level teams to identify and bring programs into the school that
enhance the curriculum. In addition, The PTO provides several events during the year to build a sense of community.

Room Parents
Room Parents help the teachers organize classroom activities during the school year. They also solicit other
parents’ help for different events. Notices are sent home at the beginning of the year asking for Room Parents
volunteers.



Volunteers

The Andover Public Schools will consider the participation of parent volunteers on a case-by-case basis. All
prospective parent volunteers should familiarize themselves with the School Committee Policies regarding
fingerprinting and background checks (including criminal history checks) which may be found on the School
Committee’s website. The Andover Public Schools may exercise its judgment in determining whether to conduct
discretionary fingerprint-based background checks (i.e., for volunteers and subcontractors or laborers who might have
direct and unmonitored contact with children). Factors considered would include likelihood of direct and unmonitored
contact, duration of potential contact (including but not limited to chaperones on overnight field trips) and/or the ability
of the representatives of the Andover Public Schools to limit potential for unmonitored contact (including but not
limited to by means of escorting, physical separation, and/or restrictions on hours of access to school facility). For
specific information about Andover’s adaptation to this law, please visit the School Committee Policy ADE entitled
“Background Checks” (Policy ADDA) at www.aps1.net.

SCHOOL SECURITY
All school doors are locked and secured during school hours.

Visitors
Upon arrival, it is requested that visitors go to the main office. A license or form of identification is required for all
visitors which will be scanned to receive a visitor badge and to sign in. If you need to bring something for your child
at school, please bring it to the school office and it will be delivered to your child’s classroom.

FIRE/EMERGENCY/LOCKDOWN/SHELTER-IN-PLACE DRILLS

Fire and emergency drills are conducted three times each year to prepare us to evacuate the building quickly and safely
should this ever become necessary. A fire or emergency drill is a serious matter; when the alarm rings; neither you nor
your teacher knows whether it is ringing for "just a drill" or for a real emergency. These rules and exit routes regarding
drills are posted in each room.

The most important rule to remember and observe is WALK SINGLE FILE WITHOUT TALKING. When you leave
the building for a fire/femergency drill, move off the walkways and onto the grassed areas. It is important that the fire
and emergency equipment have free access to the roads and walkways. Once you are outside, you should remain with
your teacher and your class.

Bus evacuation drills are practiced three times a year for all students.

ALICE drills are conducted twice a year to practice what to do if an intruder is in the school building. During ALICE
students remain in (or return to) classrooms and follow teachers’ instructions. Families are notified by the school after an
ALICE drill has been practiced.


https://z2policy.ctspublish.com/masc/browse/andoverset/andover/ADDA
http://www.aps1.net/
http://www.aps1.net/




APPENDIX A

ANDOVER PUBLIC SCHOOLS
CODE OF BEHAVIOR

General

Be considerate and helpful to each other.

Respect school property and that of others.

Keep valued personal items at home. The school cannot be responsible for lost, stolen or damaged personal items.
Clean up after yourself in the classroom, cafeteria, playground, etc.

Obey all school and classroom rules.

Selling items at school is prohibited..

Use appropriate and respectful language at all times.
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Cafeteria

Wait quietly in the lunch line.

Eat in assigned areas only; leave your area clean and neat

Use good table manners. Be certain not to throw food or take food belonging to others.
Empty your tray in the designated area.

Talk quietly with your table partners.

Walk to your table and trash areas.

Show respect to the instructional assistants and Cafeteria employees.

Wait to be dismissed by an adult.
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Playground
Play safely in designated areas.

Use good sportsmanship.

Wait your turn to use equipment. Bring soft handballs only to use on the playground.
Walk to lines when playground activity is completed.

Use playground and athletic equipment in the proper areas.

Label the play items you bring to school.
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Bullying Prevention

You can help prevent bullying from happening if you follow this code of behavior.

1. Be kind to each other.

2. Do not use words that would cause a classmate to feel sad, upset, or ashamed.

3. Keep your hands to yourself. Do not hit, kick, punch, pinch, or touch another student. Never touch another
student in a way that might hurt them.

Consider other people’s feelings at all times before you speak. Try your best not to hurt others’ feelings.
Do not say or do anything to threaten another student.

Do not do or say anything that would make another student scared.

Do not tease, taunt, mock, embarrass, or humiliate your classmates.

If you are being bullied, tell an adult right away.
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9. If you know another student is being bullied, tell your teacher, principal, parents, or another adult right away.
10.  Review and follow our anti-bullying policy at Appendix K.
11.  If you bully another student, you will be disciplined, up to and including a long-term suspension from school.

Cyber-bullying Prevention
You can help prevent cyber-bullying from happening if you follow this code of behavior.

1. Do not write anything in an email, text, tweet, Facebook post, or in any other electronic forum that you would not
say out loud for everyone to hear. Remember, these written messages are out of your control once you send or post
them, and they may continue to exist long after you have deleted your copy.

2. Follow the rules above under “bullying” and apply them to electronic communications.

3. Remember that only one text, tweet, email, Facebook post, etc. may be cyber-bullying. We encourage families and
students to read Appendix K together to ensure that they both understand that various definitions of cyber-bullying.

4. If you are being cyber-bullied, tell an adult right away.

5. If you know another student is being cyber-bullied, tell your teacher, principal, parents, or another adult right away.

6. Review and follow our anti-bullying policy at Appendix K (it includes cyber-bullying).

7. If you engage in cyber-bullying, you will be disciplined, up to and including long-term suspension from school.

Hazing

1. Do not make your classmates do anything harmful or humiliating in order for them to be able to join a team, group,
or club.

Seek to include others in activities whenever possible without asking them to first pass a “test” or perform a task.
Review and follow our anti-hazing policy at Appendix N.

If you are being hazed, or know that another student is being hazed, tell an adult right away.

If you participate in hazing or fail to tell an adult that another student is being hazed, you will be disciplined in
accordance with the anti-hazing policy (Appendix N).
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Vandalism

Take care of your property and that of others.

Return all items you find to the office.

Be certain that you do not mar or deface property.

Notify teachers, supervisors, or the Principal when you see someone destroying or defacing property.
Bring no knives or sharp things that could cut or mark desks, clothing, or anything inside or outside.
Do not write on walls or on any surface of the building.
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Walkers
1. Walk only on sidewalks. Be certain not to walk in streets or on private property.
2. Look both ways before you cross the street.

Bus Students
Only authorized students may ride the bus.
Obey the driver in all matters at all times.
Be courteous to others while loading, riding, and leaving the bus.
Aurrive at the bus stop on time and wait for the bus on the curb or shoulder of the road.
Cross highways and streets only in front of the bus. Move away from the front bumper of the bus approximately 6 -8
feet so the bus driver can observe your crossing. Do not run or dash into the street or road without looking both
ways even though the bus driver has traffic stopped.
6. Avoid trespassing on private property and being noisy.
7. Board the bus in an orderly manner only after the bus has come to a full stop and the driver has opened the door.
8. Take your seat promptly; and if you must stand, grasp a seat bar firmly.
9. Remain seated until the bus comes to a full stop; then leave in an orderly fashion.
10. Allow students who are standing to get off first once the bus has come to a full stop.
11. Avoid actions that might distract the driver and result in an accident.
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12.

13.
14.

15.

16.

17.

Keep your voice low; be certain there is no shouting, whistling, rough-housing, pushing, fighting, or
throwing of objects. Be certain not to extend your arms or any other parts of your body out of the bus
windows. Never throw any objects.

Ask the driver's permission before opening the windows.

Help keep the bus clean and report any damage in the bus to the driver. Be certain not to eat or chew gum on
the bus.

Keep books and bundles out of the aisles and do not carry heavy objects on the bus that might cause injury
to other students. If you carry small animals on the bus for school projects, you are responsible for their
containment while going to and from school.

Ride your assigned bus and do not ask the driver to make unauthorized stops unless written permission

is received from your parent and agreement is reached between the Principal and the bus driver.

Report any violation of these rules to the bus driver, or your teacher.



APPENDIX B ANDOVER PUBLIC SCHOOLS
DISCIPLINE PROCESS

INTRODUCTION

This section of the Handbook provides a summary of rights and procedures which govern how and when a student may be
disciplined. Attached in the Appendix to this Handbook are the text of M.G.L. c. 71, sections 37H, 37H1/2, and 37H3/4, as
well as the relevant text of 603 CMR 53.00. This text should be consulted for specific details about a student’s rights and
the various applicable procedures.

Examples of Disciplinary Consequences for Specific Behavior

The following are disciplinary consequences that may flow from inappropriate behavior in specific contexts. The types of
consequences listed are not intended to be all-inclusive. All levels of discipline are available as consequences for any type
of misconduct. The level of discipline imposed for any particular instance of misconduct is left to the discretion of teachers
and administrators. Teachers and administrators may consider the severity of the conduct, the disciplinary record of the
student, the nature of the conduct, the reaction of the student, and other factors in imposing discipline.

DETENTION

Detention. Detention, or keeping a student after school, is sometimes a necessary consequence for inappropriate actions.
There are two kinds of detention: teacher and school/office.

(1) A teacher detention is given for unacceptable behavior within the classroom. The individual teacher will
determine the procedure to follow for this kind of detention.

(2) A school/office detention is given for disruptive behavior in the corridor, on the playground, in the cafeteria, at
assemblies, or other school areas outside of the regular classroom before, during or after school. School detention
can also be assigned to students who have repeatedly created disturbances in classrooms.

Students will be given 24 hours’ notice for both teacher and school detentions. In some cases, detentions will be assigned
during a student's lunch period and these detentions do not require 24 hours’ advance notice. Teachers and administrators
can assign one detention or multiple detentions for a single violation. A student’s due process rights are not triggered by
the imposition of detentions.

Behaviors that may result in detention. The following are only examples of behaviors that may result in a student being
assigned a detention (this list is not intended to include all behaviors that may result in detention):

habitual tardiness

cutting class

habitual classroom misbehavior

throwing items (including ice or snow)

possession or use of electronic equipment between 9:00 a.m. and 3:30 p.m.
use of skateboards on school grounds

failure to report after school for a teacher detention

use of profanity and/or obscene language or gestures

disruptive behavior in and around the school



e possession of toys which disrupt the educational process
e unauthorized use of a cell phone in the school building

Appeal of Detention. If the detention was imposed by the Assistant Principal, the student may appeal the detention in
writing to the Principal. The appeal must be made within one (1) school day of the student’s receipt of notice of the
detention. If the detention was imposed by a teacher, the student may appeal the detention in writing to the Assistant
Principal. The appeal must be made within one (1) school day of the student’s receipt of notice of the detention. An appeal
of a detention does not stay the discipline but may result only in the expunging of it from the student’s record in the event
the discipline is overturned. Students have no appeal rights with respect to detentions other than those described in this
section.

SUSPENSION

In-School Suspension. In-School Suspension is a temporary exclusion from the activities of the regular classroom when
deemed appropriate by the administrator. School work is obtained for the student and the student completes his or her daily
assignment in the main office. All completed assignments are handed back to the respective teachers for grading.

A student who receives in in-school suspension for a disciplinary offense is entitled to the following process:

1. The Principal or designee shall inform the student of the disciplinary offense charged and the basis
for the charge.

2. The student shall be permitted an opportunity to dispute the charges and to explain the circumstances
surrounding the alleged incident.

3. If the Principal or designee determines that the infractions occurred, the Principal or designee shall inform
the student of the length of the in-school suspension (not to exceed 10 days).

4. On the same day as the in-school suspension decision, the Principal or designee shall make reasonable
efforts to notify the parent/guardian orally of the offense, the reasons for his/her conclusion, and the length
of the in-school suspension.

5. The Principal or designee shall also invite the parent/guardian to a meeting to discuss the incident and the
student as soon as possible.

6. The Principal or designee shall send written notice of the in-school suspension to the student and
parent/guardian on the day the suspension is issued.

Suspension (out of school). Suspension is a temporary exclusion from the activities of the regular classroom, accompanied
by a temporary exclusion from school when deemed appropriate by the administrator. Under Goss vs. Lopez, 419 U.S. 565
(1975), students facing a suspension of ten days or less have interests in their education that qualify them for procedural
protections against the unjust deprivation of those interests under the Due Process Clause of the United States Constitution.
Students facing a suspension of greater than 10 days have enhanced procedural rights. Massachusetts law authorizes the
suspension/removal from school for a maximum of 90 days, with the exception of conduct covered by

M.G.L. c. 71, 88 37H and 37H1/2.

Behaviors that may result in suspension. The following are only examples of behaviors that may result in a student
being suspended (this list is not intended to include all behaviors that can result in detention). These behaviors may result
in in-school suspension, out-of-school suspension, long-term suspension, short-term suspension or, where noted, indefinite
suspension:



Possession, use or distribution of alcohol.

Defacing of lockers, walls, or other objects on school property, both inside and outside the building or
grounds, by writing names, messages, or drawing on them or use of graffiti.

Unauthorized leaving of school grounds.

Assault (i.e. threatening assault, hitting, kicking, slapping, pushing) against fellow students or other
members of the school community.

Damaging, destroying, or stealing personal or school property or attempting to do so.
Using or possessing tobacco products or e-cigarettes.

Possessing combustible materials such as matches or lighters.

Committing sexual, racial, or any form of harassment or intimidation or retaliation.
Using abusive, vulgar or profane language.

Making verbal or physical threats, empty or otherwise.

Setting off false alarms.

Defiant behavior towards any school personnel or policy.

Discharging or attempting to discharge fire safety equipment.

Fighting.

Serious misbehavior on a field trip.

Behavior that endangers others or substantially disrupts the educational process.
Behavior that encourages another student to substantially disrupt the educational process.
Possession of or use of firecrackers, fireworks or stink bombs.

Persistent or excessive truancy and/or tardiness to class and class cutting.

Habitual misbehavior that has not been resolved after the assignment of school detentions.
Bullying, bullying participant, including bystander and/or retaliator.

Cyber-bullying, cyber-bullying participant, including bystander and/or retaliator (remember, a single
electronic communication (email, text, post, etc.) may constitute cyber-bullying if it is sent to or may be
viewed by more than one person).

Harassment, harassment participant, including bystander and/or retaliator.

Hazing, violence, extortion or the threat of hazing, violence or extortion directed towards another student
or school personnel, including bystander and/or retaliator.



. Failure to report acts of bullying, cyber-bullying, or hazing, to adult at school.

. Assaulting educational personnel (see M.G.L. c. 71, 837H in Appendix)(note: this behavior may result in
an indefinite suspension or one longer than 90 days).

. Being charged with a felony (see M.G.L. c. 71, 837H1/2 in Appendix)(note: this behavior may result in an
indefinite suspension or one longer than 90 days).

. Possessing a dangerous weapon including but not limited to a knife or a gun (see M.G.L. c. 71, 837H in
Appendix)(note: this behavior may result in an indefinite suspension or one longer than 90 days).

. Possessing a controlled substance as defined in M.G.L. c¢. 94C including but not limited to illegal drugs
and prescription medication (see M.G.L. c. 71, 837H in Appendix)(note: this behavior may result in an
indefinite suspension or one longer than 90 days).

In addition to any of these infractions, any breaches of Federal law, Massachusetts State law, or bylaws of the Town of
Andover, may be handled in cooperation with the local police department and may result in suspension or expulsion
where authorized by law (see M.G.L. c. 71, 837H and §37H1/2 in Appendix). Consistent with its Memorandum of
Understanding, the Andover Public Schools, the Andover Police Department, and the Essex County District Attorney’s
Office agree to coordinate their response to violent, delinquent, or criminal acts by students and to alcohol and other drug
use, which occur on school premises or at school-related events.

Short Term Suspension (10 days or less). Before a suspension of ten days or less takes place, the school owes a student:

notice, explanation and a meeting/hearing.

Notice of the charge: The principal or designee shall provide written notice to the parent/guardian, offering an
opportunity to meet and to discuss the violation as charged, prior to the suspension taking place.

Meeting with the Principal or designee: The student shall meet with the principal or designee regarding the
alleged offense. The principal or designee shall make a good faith effort to include the student’s parent/guardian in
this meeting. The parent/guardian, if present, shall have an opportunity to discuss the student’s conduct and to
offering additional information or mitigating facts.

Explanation of the evidence: At the meeting, the student shall be told the basis of the accusation, the nature of
the disciplinary offense, and any other pertinent information. The student, and his/her parent/guardian if present,
shall have the opportunity to present additional information and to offer mitigating facts.

Written determination: The principal or designee will issue a written determination of the suspension to both the
student and the parent/guardian, including the key facts and conclusions reached, and length and effective date of
the suspension, and a date of return to school, and the opportunity to make up assignments and other needed
schoolwork.

Appeal of Short-Term Suspensions (10 days or less): If the suspension was imposed by the Assistant Principal,
the student may appeal the suspension in writing to the Principal. The appeal must be made within one (1) school
day of the student’s receipt of the notice of the suspension. An appeal of a suspension does not stay the discipline,
but may result only in the expunging of a student’s record. In most cases, there is no right of appeal beyond the
Principal. Additionally, in most cases, there is no right of appeal if the Principal, rather than the Assistant Principal,
imposes the suspension.



Applicability to Students with Disabilities: This provision shall apply to students with disabilities who are
suspended for ten (10) or fewer cumulative days in one academic year. Suspensions of students with disabilities
exceeding ten (10) cumulative days in one academic year shall be governed by applicable state and federal law.

Long Term Suspension (more than 10 days): Students facing a suspension of more than ten days (cumulatively within a
school year or consecutively) and up to ninety days have the right to a more formal process. These rights include the
following in addition to those described for short-term suspensions:

. to review the student’s own record and any documents on which the principal may rely, in making his/her
decision regarding suspension;

. to be represented by counsel (at the student’s expense);

. to present the student’s own explanation of the alleged incident;

. to produce witnesses on his/her own behalf;

. to cross-examine witnesses presented by the school or district;

. to request a recording of the meeting;

. notice of the student’s opportunities to make academic progress during suspension, with information about

the school’s education service plan; and
. notice of the right to appeal the suspension, with instructions about the process for doing so.

Appeal of Long-Term Suspension (more than 10 days): If a student receiving a long-term suspension (more than 10
school days for a single infraction or for more than ten 10 school days cumulatively for multiple disciplinary offenses in
any school year) wishes to appeal that decision to the Superintendent, he/she must do so in writing no later than 5 calendar
days following the effective date of the suspension. The student or parent/guardian may request an extension of up to 7
calendar days to submit this request for an appeal. The Superintendent or designee shall hold a hearing within 3 school
days of receiving the student’s request for an appeal. The student or parent/guardian may request an extension of up to 7
calendar days for this hearing to be held. The Superintendent or designee must include the parent/guardian in this hearing,
or else must show a good faith effort to include him/her. At the hearing, the student has the same rights afforded him/her at
the principal’s meeting prior to issuing the long-term suspension. The Superintendent or designee will arrange for an audio
recording of the hearing, a copy of which will be provided to the student or parent/guardian upon request. The
Superintendent will issue a written decision within 5 calendar days of the hearing, either upholding or lessening the
suspension. This will be the school district’s final decision on the matter.

Emergency removal. Emergency removal of a student is within the Principal’s authority when, in his/her judgment, the
student’s continued presence poses a danger to persons or property and there is no adequate alternative to alleviate that
danger.

However, the Principal or designee shall do the following:

. Make adequate provisions for the student’s safety and transportation before removing him/her from school
on an emergency basis.

. Make immediate reasonable efforts to orally notify the student and parent/guardian of the emergency
removal and the reason for it.



. Provide written notice to the student and parent/guardian.

. Provide an opportunity for a hearing before the principal, with the parent/guardian in attendance, within
two school days of the emergency removal (unless the parties agree to an extension of time).

. Render a decision orally on the same day as the hearing, and a written notice of the hearing no later than
the following school day.

Students serving suspensions. Students who are suspended from school (other than an in-school suspension) are not
allowed to be in school or on school property at any time during the period of suspension and are not allowed to attend any
school-sponsored activities. When the period of suspension includes a weekend or vacation period, the student is ineligible
to participate in or attend any activities throughout the entire period. Students who do not fulfill outstanding disciplinary
obligations by the last day of school must make arrangements with the Principal or Assistant Principal to serve detentions
and work details during the summer. A student serving a suspension will be required to complete these obligations at the
beginning of the next school year. If a school-sponsored activity begins prior to the start of the school year, that time will
be included as part of the suspension.

Applicability of Suspension Policy to Students with Disabilities. This provision shall apply to students with disabilities
who are suspended for ten (10) or fewer cumulative days in one academic year. Suspensions of students with disabilities
exceeding ten (10) cumulative days in one academic year shall be governed by applicable state and federal law.

EXPULSION/INDEFINITE SUSPENSION

Expulsion/Indefinite Suspension. Expulsion is a permanent removal from school. Indefinite suspension is a removal
from school for an indefinite period. These consequences may be imposed for a narrow range of conduct, as defined in
M.G.L. c. 71, sections 37H and 37H1/2.

Basis for Expulsion/Indefinite Suspension. M.G.L., ¢. 71, section 37H provides the Principal the authority to expel a
student who is found on school premises or at a school-sponsored event, including athletic games and fieldtrips, possessing
a dangerous weapon, or possessing a controlled substance, or who assaults a principal, assistant principal, teacher, teacher’s
aide, or other educational staff on school premises or at a school-sponsored or school-related event, including athletic
games and field trips. Expulsion proceedings pursuant to this section shall be in accordance with the statutory language,
which may be found in the Appendices to this Handbook.

M.G.L., c. 71, section 37H1/2 provides the Principal the authority to indefinitely suspend a student who is charged
criminally with a felony and to expel a student who is convicted or admits guilt in court with respect to a felony or felony
delinquency. Expulsion and indefinite suspension proceedings pursuant to this section shall be in accordance with the
statutory language, which may be found in the Appendices to this Handbook.

Expulsion Procedure. A student facing expulsion has the following procedural rights:

1. Written notice in the student’s/home’s primary language that a hearing will be held to determine whether
or not to impose an expulsion. Notice shall include the following:

a) The date/time/place of the hearing;

b) A description of the nature of the allegation and the evidence supporting the allegation
against the student;



C) A list of witnesses who will appear on behalf of the school;

d) A summary of the procedures to be followed and the rights afforded to the student at the hearing;
e) Notice of the right to an Alternate Education Plan if the student has an Individualized
Education Plan;
f) The telephone number of the Principal;
2. The right to be represented by a lawyer or advocate (at the student’s expense);
3. Adequate time to prepare for the hearing;
4. Access to documented evidence prior to the hearing.
5. The right to request that witnesses attend the hearing, and to question them (unless the student’s interest

in cross-examining witnesses is outweighed by the need to protect witnesses from possible retaliation);
6. The right to have the hearing transcribed;

7. The right to have the hearing translated into the student’s or his parents’ or guardians’ primary
language; and

8. A reasonably prompt written decision including specific grounds for the decision, the process for
appeal, and the right of the student to access alternative educational services.

Appeal of Indefinite Suspension. A student may appeal a suspension imposed by the Principal pursuant to M.G.L. c. 71,
section 37H1/2 (felony convictions, etc.) in writing to the Superintendent within five (5) calendar days following the
effective date of the suspension.

Appeal of Expulsion. A student may appeal expulsion imposed by the Principal pursuant to M.G.L. c. 71, section 37H1/2
(felony convictions, etc.) in writing to the Superintendent within five (5) calendar days of the receipt of the written decision
of the Principal to expel. A student may appeal expulsion imposed by the Principal pursuant to M.G.L. c. 71, section 37H
(possession of dangerous weapon, controlled substances, assault of staff, etc.) in writing to the Superintendent within ten
(10) days of the receipt of the written decision of the Principal to expel.

Applicability of Expulsion Policy to Students with Disabilities. To the extent that the application of the foregoing
policy to students with disabilities conflicts with state or federal laws, such law(s) shall prevail.

Academic Progress of Suspended/Expelled Students. Any student who is serving a suspension or expulsion shall have
the opportunity to receive education services and make academic progress during the period of removal. Andover Public
Schools will establish and publish an education service plan specifying alternative educational services which will be made
available.

Suspended or Expelled Students. Students who have been suspended or expelled from school shall not be eligible to
participate in any school functions for the duration of such disciplinary action. Students who are suspended or expelled and
return to school grounds or school sponsored events may be suspended an additional period of time and may be referred to
the police or other proper authorities for trespassing. The period of suspension ends as of the beginning of the school day
on which the student returns to school.



Discipline of Students with Disabilities

Students with disabilities are afforded certain procedural rights and protections in the context of student discipline. A brief
overview of these rights is provided below.

For students who are eligible for special education, the Individualized Education Plan (IEP) must indicate whether the
student can be expected to meet the regular discipline code of the school or whether the code should be modified due to the
student’s disability.

In general, students with disabilities may be excluded from their programs, just as any other student can be, for up to ten
(10) school days per year. However, when an eligible student is excluded from his/her program for more than ten school
days in the school year, the student’s Special Education Team must develop a functional behavioral assessment plan. In

many instances, the student’s IEP or 504 Team also may be required to determine whether the student’s behavior was a

manifestation of his/her disability.

If the Team determines the behavior was not related to a manifestation of the student’s disability, the school may discipline
the student according to the school’s code of student conduct, except that the district must continue to provide the student
with educational services during the period of suspension or expulsion. However, if the Team determines that the behavior
was a manifestation of the disability, the student generally may not be excluded from the current educational placement
(except as otherwise provided under state or federal law) unless the parent(s) and District otherwise agree or by court
order.

In the event, a student possesses, uses, sells or solicits a controlled substance or possesses a weapon at school or a school
function, a school may place a student in an interim alternative education setting for up to 45 school days. Hearing officers
may also order the placement of a student in an appropriate interim setting for up to 45 days upon determination that the
current placement is substantially likely to result in injury to the student or others.

When a parent disagrees with the Team’s “manifestation determination” or with a decision regarding placement, the parent
has the right to request an expedited due process hearing from the Bureau of Special Education Appeals. Additional
information regarding the procedural protections for special education students can be obtained from Angelique DeCoste,
Special Education Program Head for Elementary Pre-K-5 (978/623-8542) and Heather Eigen, Special Education Intensive
Programs Head K-8 (978/623-8900 Ext. 4114).



APPENDIX C

ANDOVER PUBLIC SCHOOLS
BUS CODE

The school day begins when the student leaves home and ends when the student returns home. Each student is under the
jurisdiction of the school administration during this entire period.

Riding the school bus is a privilege. This privilege will be taken away from any student who is not well-behaved,
courteous, or who endangers the health or safety of any student.

If a student does not follow the Rules and Regulations for Bus Students, the student will be reported to the school
principal for necessary disciplinary action.

Any decision revoking the privilege of a student to ride the school bus will be made only by school authorities. Prior to
such a decision, the matter will be discussed with the bus driver and the student and the parents of the student will

be informed. Before a student can have the bus privilege reinstated, the student and the student's parents must meet with
the School Committee to discuss the matter.

RESPONSIBILITIES - STUDENTS

1. Only authorized students may ride the bus.

2. Obey the driver in all matters pertaining to the operation of the school bus. The bus driver is the representative of

parents and teachers and is directly responsible for the safety of each student on his/her bus.

3. Exercise courtesy towards others while loading, riding and leaving the bus. Application of this simple rule will result

in a more enjoyable ride to school each day and will prevent many unpleasant situations from arising.

4. Arrive at the bus stop on time and wait for the bus on the curb or shoulder off the road.

5. Cross highways and streets only in front of the bus. Move away from the front bumper of the bus approximately 6-8
feet so the bus driver can observe your crossing. Do not run or dash into streets or roads without looking both ways,
even though the bus driver has traffic stopped.

Avoid trespassing on private property and being noisy.

Board the bus in an orderly manner when the bus has come to a full stop and the driver has opened the door.

Take your seat promptly and if you must stand, grab a seat bar firmly.

Assignment of seats is left to the discretion of the bus driver and/or school authorities. However, if seat assignments
are made, compliance is mandatory.

10. Remain seated until the bus comes to a full stop, and then leave in an orderly manner.

11. Allow standees off first once the school bus has come to a full stop.

12. Do not talk to the driver while the bus is in motion.

13. Avoid actions that might distract the driver and result in a serious accident.

14. Keep your voice low, no shouting, whistling, rough housing, pushing, fighting, or throwing objects.

15. Do not extend arms or any other parts of your body out the window.

Do not throw any objects or spit out the bus windows.

16. Do not smoke on the bus.

17. Ask the driver’s permission before opening the windows.

18. Help keep the bus clean and report anything damaged in the bus to the driver. Do not eat or chew gum on the bus.

19. Keep books/bundles out of the aisles and do carry heavy objects on the bus that might cause injury to other

students. If you carry small animals on the bus for school projects, you are responsible for their containment
while enroute to and from school.

20. Ride your assigned bus and do not ask the driver to make unauthorized stops unless written permission is received

from your parents and agreement is reached between the principal and the bus driver.

21. Report any violation of these rules to the bus driver or your teacher.

22. Violation of the above rules may result in suspension of your bus riding privilege.




ACCIDENT PROCEDURE - RESPONSIBILITIES - STUDENTS

Keep calm and follow the directions of the bus driver.

Stay in your seat until the bus driver tells you what action to take.

Do not touch any emergency equipment until told by the driver;

In case of fire, leave the bus in an orderly manner and move to the nearest exit way from the fire.

If the driver is injured and unable to move, notify the nearest adult or contact the police or fire department on the
nearest phone.

Report any injuries to yourself or other students to the driver.

arwNE
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BUS CODE - RESPONSIBILITIES - PARENTS

Instruct children on the content of the bus code

Support the bus driver in maintaining discipline on the bus.

Ensure children arrive at the bus stop on time. Supervise children when necessary.

Make suggestions in writing to the Business Office to improve the bus routes.

Report any concerns or violations to the Principal /Assistant Principal of the school the child attends.

agrowdE



APPENDIX D

ANDOVER PUBLIC SCHOOLS
DISCIPLINE FOR VIOLATION OF BUS CODE

(Approved as Addendum to School Committee Bus Conduct - August 5, 1986)

Offense Punishment
1. Lighting match, cigarette Bus privilege shall be suspended
lighter, lighter or other flammable for balance of school

year object, setting fire or burning any
person or clothing.

2. Defacing bus or destroying First Offense Suspension® 1 month property; opening emergency
door without authorization Second Offense Suspension 3 months
Third Offense Suspension for balance of school year with a minimum

suspension of 5 months

Any time a student defaces a bus or any part thereof or destroys property, restitution must be made by his/her
parents and student will not be allowed on bus after his/her punishment has been served - until restitution is made.

1. Smoking on the bus ELEMENTARY - Grades K-5:
Suspension 1 month with reinstatement of privilege only after conference between principal and guardian/parent
Smoking on the bus MIDDLE SCHOOL - Grades 6-8:
First Offense Suspension -1 month
Second Offense Suspension remainder of school year, with minimum

suspension of 5 months

Smoking on the school bus HIGH SCHOOL. - Grades 9-12:
First Offense Suspension 1 - month
Second Offense Suspension remainder of school year Minimum

suspension of 5 months

4. Fighting, molesting others throwing First Offense Suspension 1 month
objects other than paper or hats. Second Offense Suspension 2 months
Third Offense Suspension remainder of school year,

minimum suspension of 5 months.

5. Pushing, shoving, indecent

or abusive language, failure to obey bus First Offense Suspension 1 week
driver, throwing objects. i.e., paper, Second Offense Suspension 1 month
hats, scarves, other misconduct. Third Offense Suspension remainder of school year,

minimum suspension of 5 months

e “Suspension” used in this Appendix refers to the suspension of bus privileges only.



APPENDIX E

ANDOVER PUBLIC SCHOOLS
SAFE SCHOOL ENVIRONMENT

The Andover Public Schools, the Andover Police Department, and the Essex County District Attorney's Office agree to
coordinate their response to violent, delinquent, or criminal acts by students and to alcohol and other drug use, which
occur on school premises or at school-sponsored or school-related events. To ensure a safe educational environment, this
collaborative effort between school administration and law enforcement supports “zero tolerance" for drugs, alcohol,
weapons and violence. Non-students involved in such acts on school premises or at school events are to be reported as
students are. The full agreement is available in the Principal's Office.

a.

Any student who is found on school premises or at school-sponsored or school-related events, including athletics
games, in possession of a dangerous weapon, including, but not limited to, a gun or a knife; or a controlled substance
as defined in Chapter 94 C, including, but not limited to marijuana, cocaine, and heroin, may be subject to expulsion
from the school or school district by the principal. See M.G.L. c. 71, s. 37H.

Any student who assaults a Principal, Assistant Principal, teacher, teacher's aide or other educational staff on school
premises or at school-sponsored or school-related events, including athletic games, may be subject to expulsion from
the school or school district by the principal. See M.G.L. c. 71, s. 37H.

Any student who is charged with a violation of either paragraph (a) or (b) shall be notified in writing of an
opportunity for a hearing; provided, however, that the student may have representation, along with the opportunity to
present evidence and witnesses at said hearing before the principal. After said hearing, a principal may, in his/her
either paragraph (a) or (b).

Any student who has been expelled from a school district pursuant to these provisions shall have the right to appeal to
the superintendent. The expelled student shall have ten days from the date of the expulsion in which to notify the
superintendent of his/her appeal. The student has the right to counsel at a hearing before the superintendent. The
subject matter of the appeal shall not be limited solely to a factual determination of whether the student has violated
any provision of this section.

When a student is expelled under the provisions of this section, the student shall have an opportunity to make
academic progress via the school-wide education service program..



APPENDIX F

ANDOVER PUBLIC SCHOOLS
HARASSMENT PREVENTION AND RESPONSE POLICY

Policy Preamble: The Andover School Committee is committed to the prevention of harassment based upon sex, race,
color, national origin, religion, age, disability, gender identity or sexual orientation. This policy has been developed to
ensure that the educational opportunities of all students, and the employment conditions of all employees, are not
threatened or limited by such harassment, and to ensure that individuals are free to work, learn, and develop relationships
without fear of intimidation, humiliation or degradation.

This policy defines unlawful and prohibited conduct; reporting and investigation procedures; and disciplinary
sanctions.

It shall be a violation of this policy for any employee or student of the Andover Public Schools to harass another
employee, adult member of the school community, student, applicant for employment, or other person with business to
conduct with the Andover Public Schools, through conduct and communications as defined below. It shall also be a
violation of this policy for students to harass other students or staff through conduct or communications of a harassing
nature as defined below.

Unlawful and Prohibited Conduct Defined: Unlawful and prohibited conduct includes, but is not limited to, actions which
are related to a person's sex/gender, race, color, national origin, religion, age, disability, gender identity, or sexual
orientation when such actions are unwelcome and unsolicited by the recipient. Harassment based on a person's race,
color, national origin, religion, age, disability, gender identity or sexual orientation consists of conduct that:

1. Has the purpose or effect of creating an intimidating, hostile, humiliating, or offensive work or education
environment;

2. Has the purpose of substantially or unreasonably interfering with a person's work or academic
performance;

3. Or otherwise adversely affects a person's academic standing or opportunities.

Sexual/Gender Harassment
Unlawful and prohibited conduct, consisting of unwelcome sexual advances, requests for sexual favors, sexually motivated
physical contact, or other verbal or physical conduct, or communication of a sexual nature when:

1. Submission to, or rejection of, such conduct or communication is made explicitly or implicitly a term or condition of
employment, or education or academic achievement;

2. Or, submission to, or rejection of, such behavior is used as a basis for employment or academic
decisions;

3. Or, such behavior unreasonably interferes with an individual's work or academic performance, or creates an
intimidating hostile, humiliating, or offensive work or educational environment.

Examples of prohibited behaviors shall include, but not be limited to, the following:

e Verbal conduct: name calling, teasing, jokes or other derogatory or dehumanizing remarks, by an individual or
group as in verbal bullying;

e Physical contact: unwelcome touching of a person or person's clothing or any other act of physical intimidation
or bullying;

e Drawings, computer terminal messages of an offensive nature, or designs on clothing meant to offend another on
the basis of gender, race, color, national origin, age, disability or other identifying characteristics;

e Visual conduct: suggestive looks, leering, gesturing of a suggestive nature;



e Blackmail: as in behavior with the intention to control another individual's scholastic achievement or
employment status.

The foregoing list was to provide some concrete examples but is not meant to be all-inclusive.

Responsibilities

All students, teachers, administrators, and other personnel of the Andover Public Schools are responsible for creating and
maintaining an environment that is free of harassment and other offensive behaviors and for conducting themselves in a
manner consistent with the spirit and intent of this policy and in cooperating with any investigation of alleged
harassment.

The Andover Public Schools is responsible for the dissemination of this policy and training. The school district responsibilities
will ensure:
1. That this policy shall be conspicuously posted throughout each school building in areas accessible to students and

staff;

2. This policy shall appear in the student handbook;
3. The school district will develop a method of discussing this policy with students and employees;

4. The district will appropriately train administrators and others who are assigned and responsible to implement the
procedures of this policy;

5. What one person might consider as acceptable behavior may be viewed by another as harassment.
It is, therefore, suggested that a person make clear to the harasser that the behavior is offensive and must cease.

6. The subject of harassment should report alleged violations of this policy to the appropriate personnel in
accordance with the guidelines and procedures that accompany this policy.

7. This policy will be reviewed for compliance with state and federal law.

Reporting Sexual Harassment Students

Students who believe that they are victims of harassment should report such occurrences to a teacher, counselor, or
administrator who will in turn notify a complaint manager, or students may report directly to complaint managers.
Notice of each school's compliant managers, whose role is defined below, will be posted in a prominent location in each
school.

Employees
All Andover School System employees must respond to student's complaints of harassment by notifying the building

principal or appointed complaint managers. They must always take every complaint of sexual harassment seriously.

Employees who believe that they are victims of harassment should report such occurrences to their immediate supervisor,
the building principal, the Superintendent of Schools, the Personnel Director or his/her designee.

Investigation and Corrective Action

The Andover Public Schools will investigate all complaints of harassment. Such investigation may include discussions
with all involved parties, identification and questioning of witnesses, and other appropriate actions. Reports of sexual
harassment and related information will be kept confidential to the extent consistent with the school's obligations under
law.

Each building principal will appoint two or more complaint managers, at least one of each gender. (Principals may also
serve as complaint managers themselves). The complaint managers shall be responsible for investigating complaints of



harassment, communicating with the principal, recommending discipline as a consequence of harassment, and filing
reports to the Superintendent of Schools or his/her designee.

Complaint managers will attend training sessions and workshops as directed. Notice of each school's complaint managers
will be posted in a prominent location in each school. If the Andover Public Schools determine that harassment has
occurred, it will take appropriate action to end the harassment. Steps which may be taken include, among others, an
apology, direction to stop the offensive behavior, counseling or training, warnings, suspensions, exclusion from school-
related activities, transfer, remediation, and long-term suspension from school or termination from employment.

Disciplinary action will be consistent with the requirements of applicable collective bargaining agreements,
Massachusetts and federal laws, and other district policies. Any staff member or student who is dissatisfied with the
results of progress of the school's investigation may discuss his/her dissatisfaction directly with the building principal or
the Superintendent of Schools at the School Administration Building, 36 Bartlett Street, Andover, MA 01810, (978-247-
7010) or the Personnel Director, at the same location, (978-623-8500), or his/her designee.

Retaliation

The school administration will discipline or take appropriate action against any student, teacher, administrator, or school
personnel who retaliates in any form against a person who makes a complaint or reports or participates in an investigation
of a harassment complaint. Acts of retaliation may result in immediate disciplinary action up to and including a long-
term suspension, even if underlying harassment is not proven. Retaliation is an independent, prohibited and unlawful act.

Investigation of Child Abuse

Under certain circumstances, harassment of a student may constitute child abuse under Massachusetts Law, M.G.L.
Ch.119, and Section 51A. The Andover Public Schools will comply with Massachusetts Law in reporting suspected cases
of child abuse. The Andover Public Schools will report suspected criminal activity to the local police.

Right to Alternative Complaint Procedures

These procedures do not deny the right of any individual to pursue other avenues of recourse which may include filing
charges with the Massachusetts Department of Education, 350 Main Street, Malden, MA 02148, (617-338-3300);
Massachusetts Commission Against Discrimination, Boston Office, One Ashburton Place, Boston, MA 02188; (617-727-
3990); Equal Employment Opportunity Commission, 10 Congress Street, Boston, MA 02114, (615-565-3200); and the
Office of Civil Rights of the U. S. Department of Education, J. F. K. Federal Building, Room 1875, Boston, MA 02203
(617-565-1340); initiating civil action or seeking redress under criminal statues and/or federal law.

Legal References

1. Title VII of the Civil Rights Act of 1964

2. Title IX of the Education Amendments of 1972

3. Massachusetts General Laws: ¢.151B (prohibiting employment discrimination based on gender); ¢.214 s.i (right to be
free from sexual harassment); ¢.76 s.5 prohibiting educational discrimination in public schools); ¢.265 s.43
(prohibiting stalking); ¢.269 s.17 (prohibiting hazing); ¢.119 s.51A (reporting of suspected child abuse); c. 71, s.
37H3/4..

4. Other relevant statutes and case law.




APPENDIX G

NON-DISCRIMINATION STATEMENT

The Andover Public Schools is committed to equal education opportunity for all students. It is the goal of the Andover
Public Schools to maintain a school environment free of harassment and/or discrimination based on race, color,
religious creed, national origin, sex, sexual orientation, age, ancestry, disability, gender identity, veteran status, genetic
information, homelessness or any other class protected by state or federal law.

The Andover Public Schools will not tolerate discrimination or harassment in any of its schools, including any school
programs, services or activities. The Andover Public Schools is committed to equal opportunity in school admission,
admissions to courses, course content, guidance, and extracurricular and athletic activities. The Andover Public
Schools does not discriminate in admission to its schools, access or treatment in its services, programs and activities
for any student.

To file a complaint alleging discrimination or harassment by the Andover Public Schools on the basis of any protected
class, please contact:

Dr. Julie Riley, Assistant Superintendent of Schools- 978/247-7025/ julie.riley@andoverma.us
Andover Public Schools, 30 Whittier Court, Andover, MA 01810
or

George Puddister, Executive Director of Human Resources 978/623-8500/ george.puddister@andoverma.us
Andover Public Schools, 30 Whittier Court, Andover, MA 01810

Inquiries concerning the applicability of the law to the Andover Public Schools may also be referred to the U.S.
Department of Education, Office for Civil Rights (OCR), JW McCormack POCH, Boston, MA 02109-4557, telephone
617/223-9662, TTY 617/223-9695. Concerns relating to the implementation of the Massachusetts Equal Educational
Opportunity Law (M.G.L. ¢.76 s.5) may be directed to the Massachusetts Department of Education, Program Quality
Assurance, 350 Main Street, Malden, MA 02148, 781/338-3700.

Instead of filing a complaint with the Andover Public Schools, a complaint may be filed directly with OCR within 180
days of the alleged discrimination or harassment. In addition, a complaint may be filed within OCR within 60 days of
receiving notice of final disposition of the complaint by the Andover Public Schools, or in certain instances, within 60
days of receiving a final decision from the Bureau of Special Education Appeals (BSEA). Please note that a complaint
filed with OCR is limited to issues of discrimination and harassment. OCR has no jurisdiction over compliance with state
and federal special education laws.
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APPENDIX H

ANDOVER PUBLIC SCHOOLS
GRIEVANCES PROCEDURES FOR DISCRIMINATION VIOLATIONS

Any student or school employee who feels that he or she has been discriminated against because of race, color, religious
creed, national origin, sex, sexual orientation, age, ancestry, disability, gender identity, veteran status, genetic information,
homelessness or membership in any other class protected by state or federal law with regard to admission to, access to,
treatment in or employment in its services, programs and activities should utilize the following procedure to register a

grievance:

1. Students or employees should submit any allegations of discrimination in writing to their building principal for
consideration. The complaint should specify the nature of the complaint in detail.

2. The principal or his/her designee will investigate the allegations and respond to the complaint in writing within
fifteen (15) school days of the receipt of the written complaint.

3. If the matter is not resolved, the complainant may appeal in writing to Grievance Coordinators, the
Assistant Superintendent of Schools, or with respect to employment-related issues, the Director of Human
Resources. The coordinator will meet with the complainant and respond within fifteen (15) school days of receipt of

the written complaint.

3. If at the end of ten (10) school days following the written response from the coordinator the matter remains
unresolved, the complainant has the right to appeal to the superintendent of schools in writing.

4. The superintendent will investigate the complaint and respond in writing to the complainant within fifteen (15)
school days after having received the complaint.

5. If the matter remains unresolved, the complainant my appeal in writing to the school committee within ten (10)
school days of the receipt of the superintendent's response. The School Committee will meet within fifteen (15)
school days to review and consider the matter. The committee will respond to the complainant in writing within five
(5) school days following the meeting.

Since it is important that grievances be processed as rapidly as possible, the number of days indicated at each level
should be considered a maximum, and every effort should be made to expedite the process.



APPENDIX | STUDENT SPECIAL SERVICES

1.

Kindergarten Screening (28.03 (1) (d))

In the fall, as part of the process of getting to know our new kindergarten students, a developmental screening is
conducted. Your child will be scheduled for a 30-minute appointment to complete the screening activities with
school staff. The screening consists of a brief check of the child’s language, vision, hearing, cognitive
development and motor coordination. Most children develop in these areas at a rate that is within the typical range
for their age. For some children, however, the screening may indicate that more information about your child’s
abilities would be helpful. The earlier we know of any areas of concern, the sooner we are able to bring
appropriate help and support to a child. Parents will be informed of the results of their child’s screening and any
recommendations for follow-up by. Screening is a required activity under the special education regulations.
Instructional Support (28.03 (3)(a))

The Principal in each school is responsible for promoting instructional practices that are responsive to students
with diverse learning styles and a wide range of academic and social skills. This instructional support can include
remedial services, accommodations and individual intervention plans for students as well as consultative and
professional development services to the staff. Each schoolhouse provides a forum for child study teams and/or
staff support teams that meet on a regular basis to brainstorm and problem solve possible methods to assist
students who are experiencing some difficulty in the general education program. Such efforts, supports and
accommodations are provided and documented before a student is referred for a special education evaluation. If,
however, despite various interventions, the schoolhouse team is unable to resolve the concerns for a student
satisfactorily, and suspects the presence of a disability, the student is referred for evaluation.

Referral and Evaluation Process

If a parent is concerned about their child’s progress in school, they should bring their concern to the attention of
their child’s teacher or directly to the principal so that staff are aware of the concerns and can implement some
instructional support strategies. If attempts have been made to address the concerns and the child continues to
experience difficulties, then a referral for a special education evaluation may be made. Such evaluations are made
in order to determine whether the child’s lack of progress is related to a specific educational disability. Parents
will be asked to provide their written consent for the evaluation.

When the evaluation/testing is complete, a team meeting will be held to review the results and to make
recommendations as to whether the child is eligible for special education services. If the child is eligible, an
Individual Education Program (IEP) will be developed and describe the services the child will receive. Special
education services, in addition to classroom accommodations, can include, for example, specialized reading or
math instruction, speech/language therapy, occupational or physical therapy, adaptive physical education, school
adjustment counseling, specialized consultation, etc. The principal with the help of the special education program
head or liaison is responsible for the special education program and is always available to answer questions about
special education or to provide additional information.

Important Terms
FAPE: Free and Appropriate Public Education: All sped students are entitled to FAPE. Appropriate is
defined by whether the program is reasonable designed to provide educational benefit.

LRE: Least restrictive Environment: This is also the right of special needs students to be educated to the
maximum extent appropriate with their non-disabled peers in the general education program. Inclusion is the
practice of implementing LRE.

Access: All disabled students (special education and 504) have the right to services, supports, accommodations,
etc. that allow them to access the general curriculum and the activities of the school community as a whole.



APPENDIX J INFORMATION ON THE REQUEST FOR
ANDOVER PUBLIC SCHOOLS CRIMINAL OFFENDER RECORD

The State of Massachusetts law regarding criminal record checks (effective February 25, 2003) is as follows: Under
Chapter 385 of the Acts of 2002, an act further protecting children, all schools are required to conduct criminal
background checks on current and prospective employees, volunteers, school transportation providers and others who
may have direct and unmonitored contact with children. A copy of the law is available for your reference at
https://malegislature.gov/Laws/SessionLaws/Acts/2002/Chapter385.

Therefore, as a volunteer or potential volunteer in your child’s classroom you will need to complete a Request for
Criminal Offender Record Information or CORI Request Form. If you have any questions please feel free to contact
your building principal of Human Resources Department. CORI Forms can be downloaded from the www.asp1.net
website. Click on PARENTS, then FORMS to access. Forms are also available in the main office.

A PHOTO ID MUST BE SHOWN TO THE SCHOOL EMPLOYEE WITH A CHECK MARK ON THE CORI
FORM FOR PROCESSING


https://malegislature.gov/Laws/SessionLaws/Acts/2002/Chapter385
https://malegislature.gov/Laws/SessionLaws/Acts/2002/Chapter385
http://www.asp1.net/

APPENDIX K
ANDOVER PUBLIC SCHOOLS
ANTI-BULLYING IN SCHOOLS

A safe learning environment is one in which every student develops emotionally, academically, and physically in a
caring and supportive atmosphere free of intimidation and abuse. Bullying of any type has no place in a school setting.
The Andover Public Schools will endeavor to maintain a learning and working environment free of bullying. The
Andover School Committee and all of the Andover Public Schools shall not tolerate bullying.

Definition:

“Bullying” is the repeated use by one or more students or by a member of a school staff including, but not limited to, an
educator, administrator, school nurse, cafeteria worker, custodian, bus driver, athletic coach, advisor to an
extracurricular activity or paraprofessional of a written, verbal or electronic expression or a physical act or gesture or
any combination thereof, directed at a victim that: (i) causes physical or emotional harm to the victim or damage to the
victim’s property; (ii) places the victim in reasonable fear of harm to himself/herself or of damage to his/her property;
(iii) creates a hostile environment at school for the victim; (iv) infringes on the rights of the victim at school; or (v)
materially and substantially disrupts the education process or the orderly operation of a school. For the purposes of this
section, bullying shall include cyber-bullying.

“Cyber-bullying” is bullying through the use of technology or any electronic communication, which shall include, but
shall not be limited to, any transfer of signs, signals, writing, images, sounds, data or intelligence of any nature
transmitted in whole or in part by a wire, radio, electromagnetic, photo electronic or photo optical system, including, but
not limited to, electronic mail, internet communications, instant messages or facsimile communications. Cyber- bullying
shall also include (i) the creation of a web page or blog in which the creator assumes the identity of another person or
(ii) the knowing impersonation of another person as the author of posted content or messages, if the creation or
impersonation creates any of the conditions enumerated in clauses (i) to (v), inclusive, of the definition of bullying.
Cyber-bullying shall also include the distribution by electronic means of a communication to more than one person or
the posting of material on an electronic medium that may be accessed by one or more persons, if the distribution or
posting creates any of the conditions enumerated in clauses (i) to (v), inclusive, of the definition of bullying.

Where the term “bullying” is used in this document, it is intended to encompass both “bullying” and “cyber -bullying”
as defined above.

Policy:
Bullying shall be prohibited: (i) on school grounds, property immediately adjacent to school grounds, at a school-
sponsored or school-related activity, function or program whether on or off school grounds, at a school bus stop, on a
school bus or other vehicle owned, leased or used by a school district or school, or through the use of technology or an
electronic device owned, leased or used by a school district or school and (ii) at a location, activity, function or program
that is not school-related, or through the use of technology or an electronic device that is not owned, leased or used by a
school district or school, if the bullying creates a hostile environment at school for the victim, infringes on the rights of
the victim at school or materially and substantially disrupts the education process or the orderly operation of a school.
Nothing contained herein shall require schools to staff any non-school related activities, functions, or programs.

Retaliation against a person who reports bullying, provides information during an investigation of bullying, or witnesses
or has reliable information about bullying shall be prohibited.

The school district shall provide age-appropriate instruction on bullying prevention in each grade that is incorporated
into the curriculum of the school district or school. The curriculum shall be evidence-based.

The school district shall develop, adhere to and update a plan to address bullying prevention and intervention in



consultation with teachers, school staff, professional support personnel, school volunteers, administrators, community
representatives, local law enforcement agencies, students, parents and guardians. The plan shall apply to students and
members of a school staff, including, but not limited to, educators, administrators, school nurses, cafeteria workers,
custodians, bus drivers, athletic coaches, advisors to an extracurricular activity and paraprofessionals. The consultation
shall include, but not be limited to, notice and a public comment period. The plan shall be updated at least biennially.

The plan shall include, but not be limited to: (i) descriptions of and statements prohibiting bullying, cyber-bullying and
retaliation; (ii) clear procedures for students, staff, parents, guardians and others to report bullying or retaliation; (iii) a
provision that reports of bullying or retaliation may be made anonymously; provided, however, that no disciplinary
action shall be taken against a student solely on the basis of an anonymous report; (iv) clear procedures for promptly
responding to and investigating reports of bullying or retaliation; (v) the range of disciplinary actions that may be taken
against a perpetrator for bullying or retaliation; provided, however, that the disciplinary actions shall balance the need
for accountability with the need to teach appropriate behavior; (vi) clear procedures for restoring a sense of safety for a
victim and assessing that victim’s needs for protection; (vii) strategies for protecting from bullying or retaliation a
person who reports bullying, provides information during an investigation of bullying or witnesses or has reliable
information about an act of bullying; (viii) procedures consistent with state and federal law for promptly notifying the
parents or guardians of a victim and a perpetrator; provided, further, that the parents or guardians of a victim shall also
be notified of the action taken to prevent any further acts of bullying or retaliation; and provided, further, that the
procedures shall provide for immediate notification pursuant to regulations promulgated under this subsection by the
principal or person who holds a comparable role to the local law enforcement agency when criminal charges may be
pursued against the perpetrator; (ix) a provision that a student who knowingly makes a false accusation of bullying or
retaliation shall be subject to disciplinary action; and (x) a strategy for providing counseling or referral to appropriate
services for perpetrators and victims and for appropriate family members of said students. The plan shall afford all
students the same protection regardless of their status under the law.

The plan shall include a provision for ongoing professional development to build the skills of all staff members,
including, but not limited to, educators, administrators, school nurses, cafeteria workers, custodians, bus drivers, athletic
coaches, advisors to extracurricular activities and paraprofessionals, to prevent, identify, and respond to bullying. The
content of such professional development shall include, but not limited to: (i) developmentally appropriate strategies to
prevent bullying incidents, (ii) developmentally appropriate strategies for immediate, effective interventions to shop
bullying incidents; (iii) information regarding the complex interaction and power differential that can take place between
and among a perpetrator, victim, and witness to the bullying; (iv) research findings on bullying, including information
about specific categories of students who have been shown to be particularly at risk for bullying in the school
environment; (v) information on the incidence and nature of cyber- bullying; and (vi) internet safety issues as they relate
to cyber-bullying.

The plan shall include provisions for informing parents and guardians about the bullying prevention curriculum of the
school district or school and shall include, but not be limited to: (i) how parents and guardians can reinforce the
curriculum at home and support the school district or school plan; (ii) the dynamics of bullying; and (iii) online safety
and cyber-bullying.

The school district shall provide to students and parents or guardians, in age-appropriate terms and in the languages
which are most prevalent among the students, parents or guardians, annual written notice of the relevant student - related
sections of the plan.

The school district shall provide to all school staff annual written notice of the plan. The faculty and staff at each school
shall be trained annually on the plan applicable to the school. Relevant sections of the plan relating to the duties of
faculty and staff shall be included in employee handbooks. The plan shall be posted on the district’s website.

Each school principal or the person who holds a comparable position shall be responsible for the implementation and
oversight of the plan at his/her school. A member of a school staff, including, but not limited to, an educator,



administrator, school nurse, secretary, cafeteria worker, custodian, bus driver, athletic coach, advisor to an
extracurricular activity or paraprofessional, shall immediately report any instance of bullying or retaliation the staff
member has witnessed or become aware of to the principal or to the school official identified in the plan as responsible
for receiving such reports or both. Upon receipt of such a report, the school principal or a designee shall promptly
conduct an investigation. If the school principal or a designee determines that bullying or retaliation has occurred, the
school principal or designee shall (i) notify the local law enforcement agency if the school principal or designee believes
that criminal charges may be pursued against a perpetrator; (ii) take appropriate disciplinary action; (iii) notify the
parents or guardians of a perpetrator; and (iv) notify the parents or guardians of the victim, and to the extent consistent
with state and federal law, notify them of the action taken to prevent any further acts of bullying or retaliation.

If an incident of bullying or retaliation involves students from more than one school district, the school district or school
first informed of the bullying or retaliation shall, consistent with the state and federal law, promptly notify the
appropriate administrator of the other school district or school so that both take age appropriate action. If an incident of
bullying or retaliation occurs on school grounds and involves a former student under the age of 21 who is no longer
enrolled in the local school district, the school district informed of the bullying or retaliation shall contact law
enforcement.

Whenever an evaluation of an Individualized Education Program team indicates that a child has a disability that affects
social skills development or that a child is vulnerable to bullying, harassment or teasing because of that child’s
disability, the Individualized Education Program shall address the skills and proficiencies needed to avoid and respond
to bullying, harassment or teasing. More information regarding APS’s policies and procedures regarding bullying and
cyber-bullying may be found in APS’s Bullying Prevention and Intervention Plan, a copy of which is on the APS
website.

Anti-Bullying Age-Appropriate Summary and Instruction

At the elementary level, the APS provides age-appropriate instruction regarding bullying and cyber-bullying to K-5
students primarily through the Open Circle program (www.open-circle.org). As indicated in the Plan, the Open Circle
program is a “comprehensive, grade-differentiated social and emotional learning program for grades K-5 children that
promotes problem-solving and conflict resolution skills.” Students are taught to identify “Double D: Dangerous and
Destructive” behaviors.

Dangerous behaviors are those that could cause someone to get hurt. These include, but are not limited to: fighting,
tripping, hitting, pushing, kicking, throwing objects, biting and any physical acts that hurt another student, including
repeated physical behaviors that might meet the definition of bullying.

Destructive behaviors are those that could cause something to get broken, damaged, or destroyed. Hurtful words also fall
into this category, including use of language that constitutes bullying. If students witness a “Double-D” behavior, they are
taught to immediately tell a responsible adult. “Dangerous and Destructive” behaviors will not be tolerated in any school-
related setting/function including, but not limited to, bus transportation, field trips, and school events.

Student and parents should be aware that the definition of bullying and of cyber-bullying are quite broad and include the
following:

Bullying is the repeated use by a student or by a member of a school staff including, but not limited to, an educator,
administrator, school nurse, cafeteria worker, custodian, bus driver, athletic coach, advisor to an extracurricular activity or
paraprofessional of written, verbal, or electronic expressions or physical acts or gestures which are directed at a target and
which: (i) causes physical or emotional harm to the victim or damage to the victim’s property; (ii) places the victim in
reasonable fear of harm to himself/herself or of damage to his/her property; (iii) creates a hostile environment at school
for the victim; (iv) infringes on the rights of the victim at school; or (v) materially and substantially disrupts the education
process or the orderly operation of a school.



Cyber-bullying, may take many forms, including:

1. the use of electronic technology, such as emails, social media, the internet, cell phones/cameras, and texting,
in a way which constitutes bullying;

2. the creation of a web page or blog in which the creator assumes the identity of another person if the creation
or impersonation creates any of the conditions enumerated in clauses (i) to (v), inclusive, of the definition of
bullying above;

3. the knowing impersonation of another person as the author of posted content or messages, if the creation or
impersonation creates any of the conditions enumerated in clauses (i) to (v), inclusive, of the definition of
bullying above;

4. the distribution by electronic means of a communication to more than one person or the posting of material
on an electronic medium that may be accessed by one or more persons, if the distribution or posting creates
any of the conditions enumerated in clauses (i) to (v), inclusive, of the definition of bullying above. Note that
this type of cyber-bullying requires only one communication sent to multiple people or posted where
multiple people can access it. Students should be aware of the dangers of group texts and group emails, as
well as posts on social media sites. A single post, text, “tweet”, email, etc. may, under certain conditions
described in this section, constitute cyber-bullying.

Students should understand that teasing, taunting, mocking, and other behaviors that are intended to humiliate, ostracize,
embarrass or degrade other students will not be tolerated. If any student or parent would like additional information
regarding the Open Circle curriculum or the details of APS’s anti-bullying policy or its Plan, they should contact the main
office at their school.



APPENDIX L

ANDOVER PUBLIC SCHOOLS
TITLE | PROGRAM

Targeted Assistance Schools:

Eligible students are identified in targeted assistance schools through a student selection process each school year. First,
classroom teachers in conjunction with Title 1 teachers complete a Student Eligibility form for each student that is most
in need of Title 1 English Language Arts support.

The completion of the student eligibility forms will generate a level score. From the level scores a rank ordered list of
eligible students will result. The student eligibility process will be completed by June of each year in preparation for the
next school year. At the beginning of each school year, Title 1 teachers confer with classroom teachers to assure that the
eligibility information is accurate, and that the neediest students will be serviced. Also, since each classroom teacher
administered English Language Arts assessments at the beginning of each school year, these test results are also referred
to by the assessment team.



APPENDIX M

ANDOVER PUBLIC SCHOOLS HAZING
File: JICFA-E - HAZING

CH. 269, S.17. CRIME OF HAZING; DEFINITION; PENALTY

Whoever is a principal organizer or participant in the crime of hazing as defined herein shall be punished by a fine of not
more than three thousand dollars or by imprisonment in a house of correction for not more than one year, or by both such
fine and imprisonment.

The term "hazing" as used in this section and in sections eighteen and nineteen, shall mean any conduct or method of
initiation into any student organization, whether on public or private property, which willfully or recklessly endangers
the physical or mental health of any student or other person. Such conduct shall include whipping, beating, branding,
forced calisthenics, exposure to the weather, forced consumption of any food, liquor, beverage, drug or other substance,
or any other brutal treatment or forced physical activity which is likely to adversely affect the physical health or safety of
any such student or other person, or which subjects such student or other person to extreme mental stress, including
extended deprivation of sleep or rest or extended isolation. Notwithstanding any other provisions of this section to be
contrary, consent shall not be available as a defense to any prosecution under this action.

CH. 269, S.18. DUTY TO REPORT HAZING

Whoever knows that another person is the victim of hazing as defined in section seventeen and is at the scene of such
crime shall, to the extent that such person can do so without danger or peril to himself or others, report such crime to an
appropriate law enforcement official as soon as reasonably practicable. Whoever fails to report such crime shall be
punished by a fine of not more than one thousand dollars.

CH. 269, S.19. HAZING STATUTES TO BE PROVIDED; STATEMENT OF COMPLIANCE AND DISCIPLINE
POLICY REQUIRED

Each secondary school and each public and private school or college shall issue to every group or organization under its
authority or operating on or in conjunction with its campus or school, and to every member, plebe, pledge or applicant for
membership in such group or organization, a copy of this section and sections seventeen and eighteen. An officer of each
such group or organization, and each individual receiving a copy of said sections seventeen and eighteen shall sign an
acknowledgment stating that such group, organization or individual has received a copy of said sections seventeen and
eighteen.

Each secondary school and each public or private school or college shall file, at least annually, a report with the regents of
higher education and in the case of secondary schools, the Board of Education, certifying that such institution has
complied with the provisions of this section and also certifying that said school has adopted a disciplinary policy with
regards to the organizers and participants of hazing. The Board of Regents and, in the case of secondary schools, the
Board of Education shall promulgate regulations governing the content and frequency of such reports and shall forthwith
report to the attorney general any such institution which fails to make such a report.


https://malegislature.gov/Laws/GeneralLaws/PartIV/TitleI/Chapter269/section17
https://malegislature.gov/Laws/GeneralLaws/PartIV/TitleI/Chapter269/section18
https://malegislature.gov/Laws/GeneralLaws/PartIV/TitleI/Chapter269/section19

APPENDIX N

File: IJINDB - EMPOWERED DIGITAL USE POLICY
Purpose

The School Committee recognizes the need for students to be prepared to contribute to and excel in a connected, global
community. To that end, the district provides ongoing student instruction that develops digital citizenship skill sets for
using technology as a tool. Information and communication technology are an integrated part of our curriculum across
subjects and grades in developmentally appropriate ways and are aligned with the Massachusetts Curriculum Frameworks
and standards, including seeking knowledge and understanding; thinking critically and solving problems; listening,
communicating, and interacting effectively; and engaging and competing in a global environment.

Availability

The Superintendent or designee shall implement, monitor, and evaluate the district’s system/network for instructional and
administrative purposes.

All users shall acknowledge that they understand that using digital devices, whether personal or school owned, and the
school district network is a privilege and when using them in accordance with School District guidelines they will retain
that privilege.

The Superintendent or designee shall develop and implement administrative guidelines, procedures, and user agreements,
consistent with law and policy, which shall include but not be limited to the following:

Digital devices, software, and networks shall be used in school for educational purposes and activities.

An individual’s personal information (including home/mobile phone numbers, mailing addresses, and
passwords) and that of others shall be kept private.

Individuals will show respect for themselves and others when using technology including social media.
Users shall give acknowledgement to others for their ideas and work
Users shall report inappropriate use of technology immediately

These procedures shall be reviewed annually by district administration together with students and teachers and shall
provide a springboard for teaching and learning around topics such as internet safety, digital citizenship, and ethical use
of technology.



ANDOVER PUBLIC SCHOOL DISTRICT
Agreement for Use of APS-Approved Online Browser Based Tools
Dear Parent/Guardian:
This year your child’s teacher(s) may be using online browser based tools and applications to extend instruction beyond
the classroom. These APS-approved tools and their guidelines can be found online at

https://sdpc.adl.org/district_listing.php?districtiD=408. Any use of these tools will be part of an educational activity
or project.

It will be the student’s responsibility to follow the rules of acceptable Internet and computer use (See Policy IINDB-S). It
will be the teachers’ responsibility to ensure compliance with the Terms of Service for each individual approved
online tool.

RULES FOR ACCEPTABLE USE

e At no time will a student give out his/her password.
e Students must understand the use of any approved online tools is for educational purposes only as identified by a
teacher. This is NOT a personal account.

e Good online citizenship and netigquette are expectations when using any online tools.
UNACCEPTABLE USES

Use of this account for any illegal purpose.

Using another student’s account

Posting specific personal information without proper permission

Downloading or using copyrighted information without proper permission

Posting or accessing information that is offensive, abusive, obscene, harassing, threatening, damaging to another’s
reputation, sexually oriented, or illegal

e Gaining unauthorized access to restricted resources or information

RULES FOR ACCEPTABLE USE

e Restriction of account privileges
e Cancellation of account
e Other disciplinary or legal action in accordance with the Student Code of Conduct and/or laws.

This Agreement for Use of APS-Approved Web 2.0 Tools must be renewed each year. Students who use these online
tools must also have Internet Permission from a parent and/or guardian.


https://sdpc.a4l.org/district_listing.php?districtID=408
https://sdpc.a4l.org/district_listing.php?districtID=408
https://z2policy.ctspublish.com/masc/browse/andoverset/andover/IJNDB

Dear Parents/Guardians,

Andover Public Schools will be utilizing Google Apps for Education for students in GRADES 3-12, teachers, and
staff within district. This permission form describes the tools and student responsibilities for using these services. As
with any educational endeavor, a strong partnership with families is essential to a successful experience.

The following services are available to each student and hosted by Google as part of Andover
Public Schools online presence in Google Apps for Education:

e Drive - word processing, spreadsheet, drawing, and presentation tools; 30 GB of cloud
-based storage

e Sites - an academic and collaborative website creation tool

e Search - a great source of instant knowledge, providing answers about real-world places,
people and things

Using these tools, students collaboratively create, edit and share files as well as websites for school related projects and
communicate via email with other students and teachers. These services are entirely online and available 24/7 from any
Internet connected device. Examples of student use include showcasing class projects, building an electronic portfolio of
school learning experiences, and working in small groups on presentations to share with others.

Technology use in Andover Public Schools is governed by federal laws including:
Children's Online Privacy Protection Act (COPPA)

COPPA applies to commercial companies and limits their ability to collect personal information from children under 13.
By default, advertising is turned off for Andover School District’s presence in Google Apps for Education. No personal
student information is collected for commercial purposes. This permission form allows the school to act as an agent for
parents in the collection of information within the school context. The school's use of student information is solely for
education purposes.

-COPPA — http://www.ftc.gov/privacy/coppafags.shtm

Family Educational Rights and Privacy Act (FERPA)

FERPA protects the privacy of student education records and gives parents the rights to review student records. Under
FERPA, schools may disclose directory information, but parents may request the school not disclose this information.
Parents are provided the opportunity annually to opt out of disclosing their student's directory information on the
District's Enrollment Form.

-FERPA — http://www.ed.gov/policy/gen/quid/fpco/ferp

Guidelines for the responsible use of Google Apps for Education by students:

1. Official Email Address - All students will be assigned a @student.andoverma.us email account, for example:
“Jane Smith” jsmith2023@student.andoverma.us. This account will be considered the student's official APS email
address until such time as the student is no longer enrolled with Andover Public Schools.

2. Prohibited Conduct - Please refer to the Andover Public Schools Student Handbook. Access to and use of student


http://www.ftc.gov/privacy/coppafaqs.shtm
http://www.ed.gov/policy/gen/guid/fpco/ferp
mailto:username@k12.andoverma.us
mailto:jsmith2023@student.andoverma.us

email is considered a privilege accorded at the discretion of the Andover Public School District. Additional personal
accounts may not be created with the student’s email. Andover Public Schools maintains the right to immediately
withdraw the access and use of these services including email when there is reason to believe that violations of law or
policies have occurred. In such cases, the alleged violation will be referred to a building Administrator for further
investigation and adjudication.

3. Access Restriction - Access to and use of student email is considered a privilege granted at the discretion of the
Andover Public Schools. The District maintains the right to immediately withdraw the access and use of these services
including email when there is reason to believe that violations of law or District policies have occurred. In such cases,
the alleged violation will be referred to a building Administrator for further investigation and adjudication.

4. Security - Andover Public Schools cannot and does not guarantee the security of electronic files located on Google
Systems. Although Google does have a powerful content filter in place for email, the school system cannot assure that
users will not be exposed to unsolicited information.

5. Privacy - The general right of privacy will be granted to the fullest extent possible in the electronic environment.
Andover Public Schools and all electronic users should treat electronically stored information in individuals' files as
confidential and private. However, users of student email are strictly prohibited from accessing files and information
other than their own. The school system reserves the right to access the student’s Google Apps for Education
Account including current and archival files when there is reasonable suspicion that unacceptable use has occurred.



APPENDIX O
ANDOVER PUBLIC SCHOOLS
STATUTES and REGULATIONS RELEVANT TO STUDENT DISCIPLINE

EXPULSION FOR ASSAULT ON STAFF, POSSESSION OF WEAPONS, OR POSSESSION OF
CONTROLLED SUBSTANCE

Chapter 71: Section 37H Policies relative to conduct of teachers or students; student handbooks

Section 37H. The superintendent of every school district shall publish the district's policies pertaining to the conduct of
teachers and students. Said policies shall prohibit the use of any tobacco products within the school buildings, the school
facilities or on the school grounds or on school buses by any individual, including school personnel. Copies of these
policies shall be provided to any person upon request and without cost by the principal of every school within the district.

Each school district's policies pertaining to the conduct of students shall include the following: disciplinary proceedings,
including procedures assuring due process; standards and procedures for suspension and expulsion of students;
procedures pertaining to discipline of students with special needs; standards and procedures to assure school building
security and safety of students and school personnel; and the disciplinary measures to be taken in cases involving the
possession or use of illegal substances or weapons, the use of force, vandalism, or violation of other student's civil rights.
Codes of discipline, as well as procedures used to develop such codes shall be filed with the department of education for
informational purposes only.

In each school building containing the grades nine to twelve, inclusive, the principal, in consultation with the school
council, shall prepare and distribute to each student a student handbook setting forth the rules pertaining to the conduct of
students. The school council shall review the student handbook each spring to consider changes in disciplinary policy to
take effect in September of the following school year, but may consider policy changes at any time. The annual review
shall cover all areas of student conduct, including but not limited to those outlined in this section.

Notwithstanding any general or special law to the contrary, all student handbooks shall contain the following provisions:

(a) Any student who is found on school premises or at school-sponsored or school-related events, including athletic
games, in possession of a dangerous weapon, including, but not limited to, a gun or a knife; or a controlled substance as
defined in chapter ninety-four C, including, but not limited to, marijuana, cocaine, and heroin, may be subject to expulsion
from the school or school district by the principal.

(b) Any student who assaults a principal, assistant principal, teacher, teacher's aide or other educational staff on school
premises or at school-sponsored or school-related events, including athletic games, may be subject to expulsion from the
school or school district by the principal.

(c) Any student who is charged with a violation of either paragraph (a) or (b) shall be notified in writing of an
opportunity for a hearing; provided, however, that the student may have representation, along with the opportunity to
present evidence and witnesses at said hearing before the principal.

After said hearing, a principal may, in his discretion, decide to suspend rather than expel a student who has been
determined by the principal to have violated either paragraph (a) or (b).

(d) Any student who has been expelled from a school district pursuant to these provisions shall have the right to appeal
to the superintendent. The expelled student shall have ten days from the date of the expulsion in which to notify the
superintendent of his appeal. The student has the right to counsel at a hearing before the superintendent. The subject
matter of the appeal shall not be limited solely to a factual determination of whether the student has violated any
provisions of this section.



(e) Any school district that suspends or expels a student under this section shall continue to provide educational services
to the student during the period of suspension or expulsion, under section 21 of chapter 76. If the student moves to another
district during the period of suspension or expulsion, the new district of residence shall either admit the student to its
schools or provide educational services to the student in an education service plan, under section 21 of chapter 76.

(f) Districts shall report to the department of elementary and secondary education the specific reasons for all suspensions
and expulsions, regardless of duration or type, in a manner and form established by the commissioner. The department of
elementary and secondary education shall use its existing data collection tools to obtain this information from districts and
shall modify those tools, as necessary, to obtain the information. On an annual basis, the department of elementary and
secondary education shall make district level de-identified data and analysis, including the total number of days each
student is excluded during the school year, available to the public online in a machine readable format. This report shall
include district level data disaggregated by student status and categories established by the commissioner.

(9) Under the regulations promulgated by the department, for each school that suspends or expels a significant number
of students for more than 10 cumulative days in a school year, the commissioner shall investigate and, as appropriate,
shall recommend models that incorporate intermediary steps prior to the use of suspension or expulsion. The results of
the analysis shall be publicly reported at the school district level.

SUSPENSION/EXPULSION FOR A FELONY CHARGE OR CONVICTION

Chapter 71: Section 37H 1/2 Felony complaint or conviction of student; suspension; expulsion; right to appeal

Section 37H1/2. Notwithstanding the provisions of section eighty-four and sections sixteen and seventeen of chapter
seventy-six:

(1) Upon the issuance of a criminal complaint charging a student with a felony or upon the issuance of a felony
delinquency complaint against a student, the principal or headmaster of a school in which the student is enrolled may
suspend such student for a period of time determined appropriate by said principal or headmaster if said principal or
headmaster determines that the student's continued presence in school would have a substantial detrimental effect on the
general welfare of the school. The student shall receive written notification of the charges and the reasons for such
suspension prior to such suspension taking effect. The student shall also receive written notification of his right to appeal
and the process for appealing such suspension; provided, however, that such suspension shall remain in effect prior to any
appeal hearing conducted by the superintendent.

The student shall have the right to appeal the suspension to the superintendent. The student shall notify the superintendent
in writing of his request for an appeal no later than five calendar days following the effective date of the suspension. The
superintendent shall hold a hearing with the student and the student's parent or guardian within three calendar days of the
student's request for an appeal. At the hearing, the student shall have the right to present oral and written testimony on his
behalf, and shall have the right to counsel. The superintendent shall have the authority to overturn or alter the decision of
the principal or headmaster, including recommending an alternate educational program for the student. The superintendent
shall render a decision on the appeal within five calendar days of the hearing. Such decision shall be the final decision of
the city, town or regional school district with regard to the suspension.

(2) Upon a student being convicted of a felony or upon an adjudication or admission in court of guilt with respect to such
a felony or felony delinquency, the principal or headmaster of a school in which the student is enrolled may expel said
student if such principal or headmaster determines that the student's continued presence in school would have a substantial
detrimental effect on the general welfare of the school. The student shall receive written notification of the charges and
reasons for such expulsion prior to such expulsion taking effect. The student shall also receive written notification of his



right to appeal and the process for appealing such expulsion; provided, however, that the expulsion shall remain in effect
prior to any appeal hearing conducted by the superintendent.

The student shall have the right to appeal the expulsion to the superintendent. The student shall notify the superintendent,
in writing, of his request for an appeal no later than five calendar days following the effective date of the expulsion. The
superintendent shall hold a hearing with the student and the student's parent or guardian within three calendar days of the
expulsion. At the hearing, the student shall have the right to present oral and written testimony on his behalf, and shall
have the right to counsel. The superintendent shall have the authority to overturn or alter the decision of the principal or
headmaster, including recommending an alternate educational program for the student. The superintendent shall render a
decision on the appeal within five calendar days of the hearing. Such a decision shall be the final decision of the city,
town or regional school district with regard to the expulsion.

Any school district that suspends or expels a student under this section shall continue to provide educational services to
the student during the period of suspension or expulsion, under section 21 of chapter 76. If the student moves to another
district during the period of suspension or expulsion, the new district of residence shall either admit the student to its
schools or provide educational services to the student under an education service plan, under section 21 of chapter 76.

SUSPENSION OR EXPULSION ON GROUNDS OTHER THAN THOSE SET FORTH IN SECS. 37H OR 37H1/2

Chapter 71: Section 37H 3/4 Suspension or expulsion on grounds other than those set forth in secs. 37H or 37H1/2.

Section 37H3/4. (a) This section shall govern the suspension and expulsion of students enrolled in a public school in the
commonwealth who are not charged with a violation of subsections (a) or (b) of section 37H or with a felony under
section 37H1/2.

(b) Any principal, headmaster, superintendent or other person acting as a decision-maker at a student meeting or hearing,
when deciding the consequences for the student, shall exercise discretion; consider ways to re-engage the student in the
learning process; and avoid using expulsion as a consequence until other remedies and consequences have been employed.

(c) For any suspension or expulsion under this section, the principal or headmaster of a school in which the student is
enrolled, or a designee, shall provide, to the student and to the parent or guardian of the student, notice of the charges and
the reason for the suspension or expulsion in English and in the primary language spoken in the home of the student. The
student shall receive the written notification and shall have the opportunity to meet with the principal or headmaster, or a
designee, to discuss the charges and reasons for the suspension or expulsion prior to the suspension or expulsion taking
effect. The principal or headmaster, or a designee, shall ensure that the parent or guardian of the student is included in the
meeting, provided that such meeting may take place without the parent or guardian only if the principal or headmaster, or
a designee, can document reasonable efforts to include the parent or guardian in that meeting. The department shall
promulgate rules and regulations that address a principal’s duties under this subsection and procedures for including
parents in student exclusion meetings, hearings or interviews under this subsection.

(d) If a decision is made to suspend or expel the student after the meeting, the principal or headmaster, or a designee, shall
update the notification for the suspension or expulsion to reflect the meeting with the student. If a student has been
suspended or expelled for more than 10 school days for a single infraction or for more than 10 school days cumulatively
for multiple infractions in any school year, the student and the parent or guardian of the student shall also receive, at the
time of the suspension or expulsion decision, written notification of a right to appeal and the process for appealing the
suspension or expulsion in English and in the primary language spoken in the home of the student; provided, however,
that the suspension or expulsion shall remain in effect prior to any appeal hearing. The principal or headmaster or a



designee shall notify the superintendent in writing, including, but not limited to, by electronic means, of any out-of-school
suspension imposed on a student enrolled in kindergarten through grade 3 prior to such suspension taking effect. That
notification shall describe the student’s alleged misconduct and the reasons for suspending the student out-of-school. For
the purposes of this section, the term “out-0f-school suspension” shall mean a disciplinary action imposed by school
officials to remove a student from participation in school activities for 1 day or more.

(e) A student who has been suspended or expelled from school for more than 10 school days for a single infraction or for
more than 10 school days cumulatively for multiple infractions in any school year shall have the right to appeal the
suspension or expulsion to the superintendent. The student or a parent or guardian of the student shall notify the
superintendent in writing of a request for an appeal not later than 5 calendar days following the effective date of the
suspension or expulsion; provided, that a student and a parent or guardian of the student may request, and if so requested,
shall be granted an extension of up to 7 calendar days. The superintendent or a designee shall hold a hearing with the
student and the parent or guardian of the student within 3 school days of the student’s request for an appeal; provided that
a student or a parent or guardian of the student may request and, if so requested, shall be granted an extension of up to 7
calendar days; provided further, that the superintendent, or a designee, may proceed with a hearing without a parent or
guardian of the student if the superintendent, or a designee, makes a good faith effort to include the parent or guardian. At
the hearing, the student shall have the right to present oral and written testimony, cross-examine witnesses and shall have
the right to counsel. The superintendent shall render a decision on the appeal in writing within 5 calendar days of the
hearing. That decision shall be the final decision of the school district with regard to the suspension or expulsion.

(f) No student shall be suspended or expelled from a school or school district for a time period that exceeds 90 school
days, beginning the first day the student is removed from an assigned school building.

DESE REGULATIONS REGARDING PROCEDURES FOR STUDENT DISCIPLINE UNDER
SECTION 37H3/4 (SECTIONS RELEVANT TO RIGHTS OF STUDENTS AND PROCEDURES
ONLY)

603 CMR 53.00 — Student Discipline, effective July 1, 2014

53.06 : Notice of Suspension and Hearing under Section 837H%

(1) Except as provided in 603 CMR 53.07 and 603 CMR 53.10, a principal may not impose a suspension as a
consequence for a disciplinary offense without first providing the student and the parent oral and written notice, and
providing the student an opportunity for a hearing on the charge and the parent an opportunity to participate in such
hearing.

(2) The principal shall provide oral and written notice to the student and the parent in English and in the primary language
of the home if other than English, or other means of communication where appropriate. The notice shall set forth in plain
language:

(a) the disciplinary offense;
(b) the basis for the charge;
(c) the potential consequences, including the potential length of the student's suspension;

(d) the opportunity for the student to have a hearing with the principal concerning the proposed suspension,
including the opportunity to dispute the charges and to present the student's explanation of the alleged incident, and
for the parent to attend the hearing;



(e) the date, time, and location of the hearing;
() the right of the student and the student's parent to interpreter services at the hearing if needed to participate;

(9) if the student may be placed on long-term suspension following the hearing with the principal:

1. the rights set forth in 603 CMR 53.08 (3)(b); and
2. the right to appeal the principal's decision to the superintendent.

(3) The principal shall make reasonable efforts to notify the parent orally of the opportunity to attend the hearing. To
conduct a hearing without the parent present, the principal must be able to document reasonable efforts to include the
parent. The principal is presumed to have made reasonable efforts if the principal has sent written notice and has
documented at least two (2) attempts to contact the parent in the manner specified by the parent for emergency
notification.

(4) Written notice to the parent may be made by hand delivery, first-class mail, certified mail, email to an address
provided by the parent for school communications, or any other method of delivery agreed to by the principal and parent.

53.07 : Emergency Removal under Section 37H%

(1) Nothing in these regulations shall prevent a principal from removing a student from school temporarily when a student
is charged with a disciplinary offense and the continued presence of the student poses a danger to persons or property, or
materially and substantially disrupts the order of the school, and, in the principal's judgment, there is no alternative
available to alleviate the danger or disruption. The principal shall immediately notify the superintendent in writing of the
removal and the reason for it, and describe the danger presented by the student. The temporary removal shall not exceed
two (2) school days following the day of the emergency removal, during which time the principal shall:

(a) Make immediate and reasonable efforts to orally notify the student and the student's parent of the emergency removal, the
reason for the need for emergency removal, and the other matters set forth in 603 CMR 53.06(2);

(b) Provide written notice to the student and parent as provided in 603 CMR 53.06(2);

(c) Provide the student an opportunity for a hearing with the principal that complies with 603 CMR 53.08(2) or 53.08(3), as
applicable, and the parent an opportunity to attend the hearing, before the expiration of the two (2) school days, unless an
extension of time for hearing is otherwise agreed to by the principal, student, and parent.

(d) Render a decision orally on the same day as the hearing, and in writing no later than the following school day, which meets
the requirements of 603 CMR 53.08(2)(c) and 53.08(2)(d) or 603 CMR 53.08(3)(c) and 53.08(3)(d), as applicable.

(2) A principal may not remove a student from school on an emergency basis for a disciplinary offense until adequate
provisions have been made for the student's safety and transportation.

53.08 : Principal's Hearing under Section 37H¥

(1) The principal shall determine the extent of the rights to be afforded the student at a disciplinary hearing based on the
anticipated consequences for the disciplinary offense. If the consequence may be long-term suspension from school, the
principal shall afford the student, at a minimum, all the rights set forth in 603 CMR 53.08(3) in addition to those rights
afforded to students who may face a short-term suspension from school.

(2) Principal Hearing - Short-term Suspension

(a) The purpose of the hearing with the principal is to hear and consider information regarding the alleged incident
for which the student may be suspended, provide the student an opportunity to dispute the charges and explain the
circumstances surrounding the alleged incident, determine if the student committed the disciplinary offense, and if
so, the consequences for the infraction. At a minimum, the principal shall discuss the disciplinary offense, the basis



for the charge, and any other pertinent information. The student also shall have an opportunity to present
information, including mitigating facts, that the principal should consider in determining whether other remedies
and consequences may be appropriate as set forth in 603 CMR 53.05. The principal shall provide the parent, if
present, an opportunity to discuss the student's conduct and offer information, including mitigating circumstances,
that the principal should consider in determining consequences for the student.

(b) Based on the available information, including mitigating circumstances, the principal shall determine whether
the student committed the disciplinary offense, and, if so, what remedy or consequence will be imposed.

(c) The principal shall notify the student and parent of the determination and the reasons for it, and, if the student is
suspended, the type and duration of suspension and the opportunity to make up assignments and such other
schoolwork as needed to make academic progress during the period of removal, as provided in 603 CMR 53.13(1).
The determination shall be in writing and may be in the form of an update to the original written notice.

(d) If the student is in a public preschool program or in grades K through 3, the principal shall send a copy of the
written determination to the superintendent and explain the reasons for imposing an out-of-school suspension,
before the short-term suspension takes effect.

(3) Principal Hearing - Long-term Suspension
(a) The purpose of the hearing is the same as the purpose of a short-term suspension hearing.

(b) At a minimum, in addition to the rights afforded a student in a short-term suspension hearing, the student
shall have the following rights:

1. Inadvance of the hearing, the opportunity to review the student's record and the documents upon which the
principal may rely in making a determination to suspend the student or not;

2. the right to be represented by counsel or a lay person of the student's choice, at the student's/parent'’s
expense;

3. the right to produce witnesses on his or her behalf and to present the student's explanation of the alleged

incident, but the student may not be compelled to do so;

the right to cross-examine witnesses presented by the school district;

5. the right to request that the hearing be recorded by the principal, and to receive a copy of the audio
recording upon request. If the student or parent requests an audio recording, the principal shall inform all
participants before the hearing that an audio record will be made and a copy will be provided to the student
and parent upon request.

>

(c) The principal shall provide the parent, if present, an opportunity to discuss the student's conduct and offer
information, including mitigating circumstances, that the principal should consider in determining consequences
for the student.

(d) Based on the evidence, the principal shall determine whether the student committed the disciplinary offense,
and, if so, after considering mitigating circumstances and alternatives to suspension as set forth in 603 CMR 53.05,
what remedy or consequence will be imposed, in place of or in addition to a long-term suspension. The principal
shall send the written determination to the student and parent by hand-delivery, certified mail, first-class mail,
email to an address provided by the parent for school communications, or any other method of delivery agreed to
by the principal and the parent. If the principal decides to suspend the student, the written determination shall:

1. Identify the disciplinary offense, the date on which the hearing took place, and the participants at the
hearing;

2. Set out the key facts and conclusions reached by the principal;

3. Identify the length and effective date of the suspension, as well as a date of return to school,;



4. Include notice of the student's opportunity to receive education services to make academic progress during
the period of removal from school as provided in 603 CMR 53.13(4)(a);

5. Inform the student of the right to appeal the principal's decision to the superintendent or designee, but only
if the principal has imposed a long-term suspension. Notice of the right of appeal shall be in English and
the primary language of the home if other than English, or other means of communication where
appropriate, and shall include the following information stated in plain language:

a) the process for appealing the decision, including that the student or parent must file a written
notice of appeal with the superintendent within five (5) calendar days of the effective date of the
long-term suspension; provided that within the five (5) calendar days, the student or parent may
request and receive from the superintendent an extension of time for filing the written notice for up
to seven (7) additional calendar days; and that

b) the long-term suspension will remain in effect unless and until the superintendent decides to
reverse the principal's determination on appeal.

(e) If the student is in a public preschool program or in grades K through 3, the principal shall send a copy of the
written determination to the superintendent and explain the reasons for imposing an out-of-school suspension,
whether short-term or long-term, before the suspension takes effect.

53.09: Superintendent's Hearing under Section 37H%.

(1) A student who is placed on long-term suspension following a hearing with the principal shall have the right to appeal
the principal's decision to the superintendent.

(2) The student or parent shall file a notice of appeal with the superintendent within the time period set forth 603 CMR
53.08 (3) (c) 5.a). If the appeal is not timely filed, the superintendent may deny the appeal, or may allow the appeal in his
or her discretion, for good cause.

(3) The superintendent shall hold the hearing within three (3) school days of the student's request, unless the student or
parent requests an extension of up to seven (7) additional calendar days, in which case the superintendent shall grant the
extension.

(4) The superintendent shall make a good faith effort to include the parent in the hearing. The superintendent shall be
presumed to have made a good faith effort if he or she has made efforts to find a day and time for the hearing that would
allow the parent and superintendent to participate. The superintendent shall send written notice to the parent of the date,
time, and location of the hearing.

(5) The superintendent shall conduct a hearing to determine whether the student committed the disciplinary offense of
which the student is accused, and if so, what the consequence shall be. The superintendent shall arrange for an audio
recording of the hearing, a copy of which shall be provided to the student or parent upon request. The superintendent shall
inform all participants before the hearing that an audio record will be made of the hearing and a copy will be provided to
the student and parent upon request.

(6) The student shall have all the rights afforded the student at the principal's hearing for long-term suspension under 603
CMR 53.08(3)(b).

(7) The superintendent shall issue a written decision within five (5) calendar days of the hearing which meets the
requirements of 603 CMR 53.08(3)(c)1 through 5. If the superintendent determines that the student committed the
disciplinary offense, the superintendent may impose the same or a lesser consequence than the principal, but shall not
impose a suspension greater than that imposed by the principal's decision.

(8) The decision of the superintendent shall be the final decision of the school district, charter school, or virtual school,
with regard to the suspension.



53.10 : In-School Suspension under Section 37H%.
(1) The principal may use in-school suspension as an alternative to short-term suspension for disciplinary offenses.

(2) The principal may impose an in-school suspension for a disciplinary offense under this provision, provided that the
principal follows the process set forth in 603 CMR 53.10(3) through 603 CMR 53.10(5) and the student has the
opportunity to make academic progress as set forth in 603 CMR 53.13(1).

(3) The principal shall inform the student of the disciplinary offense charged and the basis for the charge, and provide the
student an opportunity to dispute the charges and explain the circumstances surrounding the alleged incident. If the
principal determines that the student committed the disciplinary offense, the principal shall inform the student of the
length of the student's in-school suspension, which shall not exceed 10 days, cumulatively or consecutively, in a school
year.

(4) On the same day as the in-school suspension decision, the principal shall make reasonable efforts to notify the parent
orally of the disciplinary offense, the reasons for concluding that the student committed the infraction, and the length of
the in-school suspension. The principal shall also invite the parent to a meeting to discuss the student's academic
performance and behavior, strategies for student engagement, and possible responses to the behavior. Such meeting shall
be scheduled on the day of the suspension if possible, and if not, as soon thereafter as possible. If the principal is unable to
reach the parent after making and documenting at least (2) attempts to do so, such attempts shall constitute reasonable
efforts for purposes of orally informing the parent of the in-school suspension.

(5) The principal shall send written notice to the student and parent about the in-school suspension, including the reason
and the length of the in-school suspension, and inviting the parent to a meeting with the principal for the purpose set forth
in 603 CMR 53.10(4), if such meeting has not already occurred. The principal shall deliver such notice on the day of the
suspension by hand-delivery, certified mail, first-class mail, email to an address provided by the parent for school
communications, or by other method of delivery agreed to by the principal and the parent.

53.11 : Emergency Removal [from privileges] under Section 37H¥

The principal may remove a student from privileges, such as extracurricular activities and attendance at school-
sponsored events, based on the student's misconduct. Such a removal is not subject to the procedures in G.L. c.
71, 8 37TH¥. or 603 CMR 53.00.

53.12 : Disciplinary Offenses under Section 37H or 37HY:

(1) School districts shall adopt disciplinary policies and procedures applicable to a student who is accused of a
disciplinary offense under G.L. c. 71, 8837H or 37H- %. Such policies and procedures shall be consistent with the
applicable statute and provide due process of law.

(2) The principal may remove a student who has committed a disciplinary offense under G.L. c. 71, 8837H or 37H%: from
school for more than ninety (90) days in a school year.

(3) Any student who is removed from school for a disciplinary offense under G.L. c. 71, 837H or 837H% shall have an
opportunity to receive education services and make academic progress during the period of removal, as provided in 603
CMR 53.13.

53.13 : Education Services and Academic Progress under Sections 37H, 37H%,, and 37H%.

(1) Any student who is serving an in-school suspension, short-term suspension, long-term suspension, or expulsion shall
have the opportunity to earn credits, as applicable, make up assignments, tests, papers, and other school work as needed to
make academic progress during the period of his or her removal from the classroom or school. The principal shall inform
the student and parent of this opportunity in writing when such suspension or expulsion is imposed.

(2) Any student who is expelled or suspended from school for more than ten (10) consecutive days, whether in school or
out of school, shall have an opportunity to receive education services and make academic progress toward meeting state
and local requirements, through the school-wide education service plan.



(3) The principal shall develop a school-wide education service plan describing the education services that the school
district will make available to students who are expelled or suspended from school for more than ten (10) consecutive
days. The plan shall include the process for notifying such students and their parents of the services and arranging such
services. Education services shall be based on, and be provided in a manner consistent with, the academic standards and
curriculum frameworks established for all students under G.L. ¢ 69, 88 1D and 1F.

(4) Notice of Education Services for Students in Long-Term Suspension and Expulsion; Enrollment Reporting.

(a) The principal shall notify the parent and student of the opportunity to receive education services at the time the
student is expelled or placed on long-term suspension. Notice shall be provided in English and in the primary
language spoken in the student's home if other than English, or other means of communication where appropriate.
The notice shall include a list of the specific education services that are available to the student and contact
information for a school district staff member who can provide more detailed information.

(b) For each student expelled or suspended from school for more than ten (10) consecutive days, whether in-
school or out-of-school, the school district shall document the student's enrollment in education services. For data
reporting purposes, the school shall track and report attendance, academic progress, and such other data as directed
by the Department.



APPENDIX P
AHERA Annual Notification

June 1%, 2023

To Parents, Guardians and Staff,

As per compliance with the requirements of the EPA’s Asbestos Hazard Emergency Response Act (AHERA), the Town
of Andover furnishes and maintains an AHERA Asbestos Management Plan for each school building. The Asbestos Management
Plan includes but is not limited to: the school’s original comprehensive inspection report, 3-year re-inspection reports, periodic
surveillance reports conducted every 6-months by licensed inspectors, and records of asbestos abatement (removal) operations. An
AHERA Asbestos Management Plan is located in each school building’s main office where it is available for review during regular
school hours.

Please note that all known or assumed asbestos containing building materials (ACBMs) are contained and monitored and
therefore pose no exposure risk.

Any inquiries regarding asbestos containing materials in our schools should be directed to our AHERA Designated Contact Person,
Evan Sermos Jr., who can be reached at the Andover Municipal Services Facility at 5 Campanelli Drive, Andover, MA 01810, by
email at evan.sermos@andoverma.us, or by phone at (978) 623-8762.

Three of our school buildings contain no asbestos. They are: Bancroft Elementary School, High Plain Elementary School, and
Wood Hill Middle School.

Respectfully,

Evan K. Sermos Jr. M.S.M.E.,
Mechanical Engineer/Project Manager
Department of Facilities

Town of Andover, Massachusetts
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